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Annual Performance Appraisal Report of Private Secretary, Pefsonai Assxstant and Steno Grade ‘D’
- of the Ceniral Secretariat Stenographer Services
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{To be filled by the Administrative Section of the concemed Ministry!DepartmentIOfﬁce)

Name of the officer

P e O A=
Date of birth (DDMM/YYYY) .../ L. (N WORS) oo

Designation of POSEHEIT ...........cv oo oottt e

4 laEm I A R P fradEe | ReAi® s *T ...

Date pf continuous appointment in the _ Date ................ Grade
present grade
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‘ v el 3#31?( & e weag § 1 | Name of Officers Date from which attached
Name of Officer: with designation with

whom attached dunng the period under
regoit
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Pericd of absence from duty on leave,
fratning, etc. during the year -
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Part 2 - SELF APPRAISAL
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{To be filled in by the Officer reported upon)
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(Please read carefully the instructions before filiing the entries)
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Erief resume of the werk done by you during the year/period FOM cvevovrennne 1 S
{The resume to be furnished should be limited to 100 words) :
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Please also indicate items in which there have been significantly higher achievernents and your
contribution thereto.

3. Fuwr A RS F R s g @B e st A S 3R s e, afy @8
H g8y A Far
Please state, briefly, the shortfails in your input and reasons thereforg, if any.
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Please state whether the annual return on immoveable property for the preceding calendar year
was filed within the prescribed date i.e. 31 January of the year following the calendar year. if
not, the date of filing the return should be given.

T [ Place

et / Date 3w sttt & srani Swdr e @ s g
: Signature of the officer reported upon
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1.
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Does the Reporting Officer agree with the statement made in part 2 7 If not, the extent of
disagreement and reasons thereof. .
t
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Nurnerical grading is to be awarded for sach of the attribute by the reporting autherity which
should be on a scale of 1-10, where 1 refers to the lowest grade and 10 to the highest.
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(Please read carefully the guidelines before filling the entries)
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(A) Assessment of work oulput (weightage to this Section would be 40%)

FIfe / Grading
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Quality of work
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Levei of professional skil
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T I AT AR AN FEE W o T # faEaear
Trust worthiness in handling secret and top secret matters and papers

W)

AT WA el .
Maintenance of engagement diary and timely subrnission of necessary
papers for meetings, interviews, etc.
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Overall Grading on ‘Work Quiput’ [ito iv] 4y .
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(B)Assessment of personal attributes {weightage to this section would be 30%}

T / Grading

) o e
Aﬁitpde to work
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intelligence, keenness
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Maintenance of discipiine
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Sense of responsibility
V) OEOEUT SR

Communication skiils

Vi) BT A S RS graar

Ability to work in team

Vi) THI-TAT T T T A ey
L Ability to meet deadline
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Regularity and Punctuality in attendance -

X T B [ i /8) T
@eral! Grading on ‘Personal Attributes’ [i to viil] /8)
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{C) Assessment of functional competency {weightage to this section would be 30%)

' . -

I / Grading ]

TR SR ¥ e 3T e
Proficiency and &ccuracy in Btenographic work

iy Fadaire gy
inter-personal rejations

iy  WFEEEw gvogr
Coordination ability
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Effective liaison, initiative ang {act in dealing with telephone calls & visitor
'mwﬁmmnmﬂm ' g
|_0verail Grading on ‘Functional Competency’ [i to iv} /4)
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Naote: The overalt grading will be based on addition of the mean vaiue of each group of indicators in

propertion to weightage assigned,
5
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1. @ & Aok (o w8
Retations with the public (wherever applicable}

@mmﬁaﬁmﬂm%ﬁﬁmﬂmmﬁ%wﬁmmmwwm
{please comment on the ofiicers accessibilily to the public and 1esponsiveness {o their needs)

H
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2. ﬁﬁmw(afwmaﬁmﬂeﬁrmmmmwaﬁmﬁmﬁkmmmﬁmraﬂ

Training (Fiease give recommendations for training with a view to future impraving the effectiveness and
capabiliies of the officer)

3 EReT fr Ry
State of Health

4. vl (e & oot w o )
integrity (Please comment on the integrity of the officer)

5 mmﬁmmmeﬁa*@awmmwmmﬁmwmmm
M%ﬁﬁ&a@amﬁmgﬁ%mﬁmmm(mm e o)
Pen Picture by Reporting Officer (in about 100 words) o the overall qualities of the officer including area of

strengths and lesser strength, extraordinary achievements, significant failures and atlifude towards wegker
sections. .

8. ﬁn?éé:m-aﬁmgﬁasm?rﬂam&mé;mw 10 & 47w v s wiferda O
Overall numerical grading on the basis of weightage given in Section A, B, and C in Part-Il! of the Repor,
l .

L , e R arer 3o & seamy
Signature of the Reporting Officer

T/ Place : ooveveei, TE ST F T ¢+ e -

Designation: ...........................

fa?ﬁ’uﬁ{ Date: v, v $r smafer i bee e e e int e o
‘ During the periot of Report: ................... .
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HERN / INSTRUCTIONS
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The Annual Performance Appraisal Report is an important document, it provides the basic and vital inputs for
assessing the pérformance of an officer and for his/her further advancement in his/her career. The officer
repotted upaor, the Reporting Officer should, therefore, undertake the duty of filling out the form with a high
sense of responsibility, . o '

Wﬁr@%mﬁ%ﬁﬁwmma@qﬁ%awﬁ#ﬂﬁmﬁwmmaﬁﬁaﬁ
mmmeaﬁlﬁwgﬁ@mwMaﬁaﬁwmm%;

objective is to develop an officer so that he/she realizes kis/her true potential. It is not meant to be a fault
finding process but a developmental one. The Reporting  Officer should not shy away from reporting

+ shortcomvings in performance, attitudes or overall personality of the officer reported upon.

#ﬁﬂﬁamﬁmmmwmmmsmmmmwmmm#
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The iterss should be filled with due care and attention and after devoting adequate time. Any attempt to fill the
repart in a casual or superfidal manner will be easily discerndble to the higher authorities.
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Every answer shall be given in a nasrative form except where numerical gradings is to be awarded. The space
provided indicates the desired length of the answer, Words and phrases should be chosen carefully and should

accurately zeflect the intention of the officer recording the answer. Unambiguous and simple language may be
used. . .
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The Reporting Officer shall, in the beginning of the year, assign fargets to each of the officers o whom he is
Tequired, t6 report upon for completion during the year, In the case of an officer taking up a new post m the

course of the reporting year, such targets/ goals shall be set at the Hme of assumption of the new change. The
tasks/ targets set-should clearly be known and undersicod by the both the officers concerned.
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Although performance appraisal is 3 year-end exercise, in order that it may be a tool for human resource

development; the Reperting Officer should at regular intervals review the performance and ke THCESSary
comective steps by way of advice ete.
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.. EUEER. ¥ ErTC o vy TRt gt SR Y

It should be the endeavour of each appraiser to present the truest possible picture of the appraisee in regard 1o
his/her performance, conduct, behaviour and potential. :
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Assessment shouid be confined to the appraisee’s performance during the period of report only
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o R = e s, o s g w e § 6 T w@ de & g § AR S
e o :

"It is expectad that any grading of 1 & 2 (against work output or attribute or overall grade ) wonld be adequately

sustified in the pen picture by way of special failures and simnilarly any grade of 9 & 10 would be justified with
respect to epecial accomplishments. Grades of 1-2 or 9-10 are expected to be rare occurrences and hence thé need
to justify them. In awarding a numerical grade the reporting and reviewing authorities should rate the officer
against a large population of his/her peers that may be currently working under them.

oy TR/ & T e WE @ TR S & weRr ¥, PR 39 W e e

FTe

For purpose of calculating average scores for empanelorent/ promotion, the following grades will be

considered

sATICE @
Between 8 and 10

63T 8% &=
Between 6 and 8

4 387 6 & W
Between 4 and 6

4 ¥ &
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Rroelt / NOTE
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The following procedure should be followed in filing up the item relating to integrity:-

af% yftml $7 gtew wiE § oY, OF s A |
I the officer’s integxity is beyond doub, it may be so stated.

afy A% Wi ¥, #E W e OF R anw A PR el $ e
If there is any doubt of suspidon, the item should be left blank and action taken as under:

(=)

(=)
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A separate secret note should be recorded and followed ap. A copy of the note should alse be sent together
with the Confidential Report to the next superior officer who will ensure that the follow-up action is taken
expeditiously. Where it is not possible ejther to certify the integrily or to record the secret note, the Reporting

Officer should state either that he has not watched the officer's work for sufficient ime to form a definite
judgment or that he has heard nothing against the officer, as the tase may be.
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I, a5 a result of the follow-up action the doubts or suspidons are cleared, the cfficer’s integrity should be
certified and an entry made accurdingly in the Confidential Report.
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I the doubts or suspicions are confinmed, the fact should also be recorded and Jduty comrpuricaied o the offjcer
concerned.
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I€ as 2 result of the follow up action, the doubts or suspicions are neither cleared nor confirmed the officer’s
conduet should be watched for a further period and thereafter action taken as indicated at b) and (¢} above.

(e FAT T ST G . 51/4/B4TULEF) AT 21.6,1965)
(Ministry of Fome Affairs O.M. No.51/4/84-Estt.(a) dated 27-6-1963)






