Y & Ry

Department of Legal Affairs
i GRae Irufafis dar & ARl & afde

FrifsaET Aediha Rae

Annual Performance Appraisal Report For

Officers of the Central Secretariat Stenographer Service

U &% TR

Principal Staff Officer
aRe va= @ afEea

Senior Principal Private Secretary

ute e gRg

Principal Private Secretary

Report for the year/period ending:............ccooiiiiiiiiin e




4 &
4 . =

Ministry/Department of . . L Legal Affairs. .o

@A / Form
Waﬁaﬂumﬁﬁmmaﬁmmaﬁmﬁaﬂnmmaﬁammm
afag 1 affs FR e Aeied de )

Annual Performance Appraisal Report of Principal Staff Officer, Sr. Principal Private Secretary, and
Principal Private Secretary of the Central Secretariat Stenographer Services
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Report for the year/period ending ......
aafee
Personal Data
AN -1
Part — 1

(Wﬁmmmxmammmmmm)
(To be filled by the Administrative Section concerned of the Ministry/Department/Office)

1 FHRTTEIT T AT .ooooooeoeeeseemeeasesseressesesesseemsaessasees asesaeas st s o oS s s
Name of the officer

2. | sewiafa (ReamEay) ... Jooo] oo (AT T I
Date of birth (DD/MM/YYYY) ../ /oo (INWORAS) .o e

3 ETTRIE D& oo eeeeeeeeeeaesecasbaes e eesesesaeesssaeseeesess bR R bR eSS ESES R SSE
Designation Of POSt RBK ... ... ...oiti it e

4 | odwe 33 F wad gfe & alE . l DL ... oxcsiv
Date of continuous appointment in the 37 [ Grade --cseesees
present grade \

5 | g 30ER & 57 3R wwaR SEs a9y R & A 3R adw, SR dee W

el Ef & SR wee ¥ Name of Officer& Date from which attached

Name of Officer with designation with whom
attached during the period under report

6. |at & 2ker oE, W sl WA &
FROT 3g& ¥ Ieqeiafa & e

Period of absence from duty on leave,
training, etc. during the year
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Part 2 - SELF APPRAISAL

(To be filled in by the Officer reported upon)

(Fuar afafeat e @ gger sepeat & caegdw 9% o)

(Please read carefully the instructions before filling the entries)

; J o a® q9/3af & R I9F R BT aTe @t @ @l g
(@few ga 100 =t a AT =1 TRY

Brief resume of the work done by you during the year/perlod from ............. | (T
{The resume to be furnished should be limited to 100 words)

2. A 3 AE Rl T Feeaqur Seack 3uaieudl @ gt iR 3 ue T AvTeE Tl

Please also indicate items in which there have been significantly higher achievements and your
contribution thereto.

3. FUW FE A F F AT woE grr e o vaet #F FEdr iR s SR, af #9185 e,
Fr AT A FdICY
Please state, briefly, the shortfalls in your input and reasons therefore, if any.

4. F9ur sa¢ B F7 qdadl FAvst af A md wEfa d@ed affs REeh Baa ada
U FAVKR ¥ F A F 31 FAaY aF QA H & AF Fr | afy a8, O Raweh af@a
& Hr adw & Jw |

Please state whether the annual retum 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 retum should be given.

i / Place :

1w / Date : 3 RSN F graRR Sradr R @ s
Signature of the officer reported upon
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Part 3 — APPRAISAL

a1 R et arean 3wl a2 & Ru 71 fRAgor & wgaa §2 at a8, at s

e A g ¢ 3R sEd =1 sy 2

Does the Reporting Officer agree with the statement made in part 2 ? If not, the extent of

disagreement and reasons thereof.

mmmmmmwﬁvmqﬁmmwm T FTTeT
SR 1-10 WY O @l RT3 1 a7 e vty SR @ 31 10 @ a1ead SouaE #if

A

Numerical grading is to be awarded for each of the attribute by the reporting authority which
should be on a scale of 1-10, where 1 refers to the lowest grade and 10 to the highest.

(Foar gfafdar kA & g Rar-fdel @ caegds o)

(Please read carefully the guidelines before filling the entries)

(F) Brw a0 1 &1 JeaiwT (30 @os A awslw 40 afdvd g@en)
(A) Assessment of work output (weightage to this Section would be 40%)

HIfE / Grading

F &Y o
Quality of work

aARAF SR F1 &1
Level of professional skill

i)

@mmmwmwmmﬁmm

Trust worthiness in handling secret and top secret matters and papers

)

e sl w1 @ R st WRIHR 3ca1fe & AT Haeas
HITSAT YA FaAT

Maintenance of engagement diary and timely submission of necessary
papers for meetings, interviews, etc.

v 1T FE Hr gHT AR [ iv]4)
Overall Grading on ‘Work Output’ [i to iv] /4)
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{B)Assessment of personal attributes (weightage to this section would be 30%)

HfE / Grading

) W ufy e
Attitude to work

i) GRFAT, 3gEar

Intelligence, keenness

i) 3RIES &0 1@
Maintenance of discipline

v) fedfreray
Sense of responsibility
V)  EFOT iR

Communication skills

vi) o A B FG 6 geaar
Ability to work in team

Vi) HRI-HIAT & 9o e Er Qegar
Ability to meet deadline

viil) g9l #F Paf@gar ik R gEd 0
_Regularity and Punctuality in attendance

'auﬁﬁ:agvﬁ‘ & gorar A (i W viii] /18)

Overall Grading on ‘Personal Attributes’ [i to viii] /8)

(mmmmm@wm@rmmwﬁamm

(C) Assessment of functional competency (weightage to this section would be 30%)

]
#fE / Grading |
—
) IR F F gerar 3R e .’
Proficiency and accuracy in Stenographic work
i)y  Hadufres gy
Inter-personal relations
iy \REET Qegar
Coordination ability
V)  UITERY G, mmmwmmmmamm#
SAER- HAAAT
Effective liaison, Initiative and tact in dealing with telephone calls & visitor
“FRNHE BT Y THT T [i & iv]74)
Overall Grading on ‘Functional Competency’ [i to iv] /4)

Note: The overall grading will be based on addition

gl |

proportion to weightage assigned.

mﬁ:mﬁ%an%ﬂtaan@qmﬁ,mtmwé?mamtsﬁgwmm

of the mean value of each group of indicators in
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Part 4

1. Saar & g6 (@ HE e )
Relations with the public (wherever applicable)
@wmﬁa@&r&mq@mmmmtmmmwmm
(please comment on the officer's accessibility to the public and responsiveness to their needs)

2. WWM#MWWMﬁ«M&HWWQWm

Training (Please give recommendations for training with a view to future improving the effectiveness and
capabilities of the officer)

3. @ & Ruf}
State of Health

|

4, woawm (AR & wte | ol *7)
Integrity (Please comment on the integrity of the officer)

5. mmﬁmmWM$q@§vﬁmmqvﬁ,WW.m@mmm
mﬁ*n%ma%ammqvﬂtmﬁmﬂm(mlwwﬁ)

Pen Picture by Reporting Officer (in about 100 words) on the overall qualities of the of!icer including area of
strengths and lesser strength, extraordinary achievements, significant failures and attitude towards weaker
sections.

|

6. mt#:maﬁma;.umw#aném*m“10$mwmaiwmt
Overall numerical grading on the basis of weightage given in Section A, B,and Cin Part-ll of the Report.

Are s o JUEl & FERR
Signature of the Reporting Officer

TURT/ Place 1  coovverrneneimusssans Bl 1SR 011 SRR
Name in Block letters: ........ccccocmemmeee

DeSIgNAtoN: ..o oommamresemrsree e

RAE /DA ¢ cevemcnrenrnarsnenns s D 112 SR
During the period of REPOMt: ..ooonieneennnneie




