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jt{dfg lghfdtL sfo{ljj/0f 
Ps k|ltlqmof

k'ik/Tg zfSo

!=	 sfg'gL Joj:yf
	 s'g} Pp6f d'n'sn] cfkm\gf] b]zjf;Lsf] lxt, zflGt / ;d'Ggltsf nflu ljlwk"j{s P]g, lgod, 
sfg'gx¿sf] Joj:yf u/L b]zsf] ;';~rfng / b"|tt/ ljsf; ug{ rfx]sf] x'G5 . o;} efjgfnfO{ ;d]6L 
g]kfnsf] lghfdtL ;]jf P]g, lgod / lgb]{lzsfx¿sf] Joj:yf x'g uO{ sd{rf/Lx¿sf] Joj:yfkg ul/Psf] 
b]lvG5 . lghfdtL ;]jf P]g, @)$( sf] bkmf &% n] lbPsf] clwsf/ k|of]u u/L g]kfn ;/sf/n] :jLs[t 
u/]sf] lghfdtL ;]jf lgodfjnL, @)%) sf] lgod ( pklgod -!_ df lghfdtL kbx¿sf] cg';"rL $ 
adf]lhdsf] sfo{ljj/0f ;DalGwt ;lrj, ljefuLo k|d'v / sfof{no k|d'vn] nfu" ug'{kg]{ Joj:yf u/]sf] 
5 . To;} u/L lghfdtL ;]jf P]gsf] bkmf % -s_ ! df o:tf] sfo{ljj/0fdf To:tf] kbsf] sfd, st{Jo, 
pQ/bfloTj, clwsf/ / of]Uotf;d]t :ki6 ¿kn] lsl6Psf] x'g'kb{5 eGg] Joj:yf 5 . lghfdtL ;]jf 
-;ftf}F ;+zf]wg_ lgodfjnL, @)^$ åf/f lgod ( pklgod -$_ df sfo{ljj/0fdf d"NofÍg ug{ ;lsg] 
j:t'ut cfwf/x¿;d]t pNn]v ug'{kg]{ / k|To]s sfo{sf] j:t'ut cfwf/x¿;d]t pNn]v ug'{kg]{ / k|To]s 
sfo{sf] ;"rsfÍ cfwf/;d]t tf]Sg'kg]{ pNn]v 5 . g]kfn ;/sf/af6 ldlt @)^&.&.# df :jLs[t eO{ 
lghfdtL sd{rf/Lsf] sfo{ljj/0f tof/ ug]{ lgb]{lzsf, @)^& hf/L ePsf] 5 . o;af6 sfo{ljj/0f tof/ 
ug]{ sfo{nfO{ ;/nLs/0f ug]{ cfjZostf dx;'; ul/P klg lgodfjnLsf] ;ftf}F ;+zf]wgdf sfo{ljj/0f 
-Job Description_ sf] dxŒj pNn]v gu/L sfo{sf] ljz]if ;Dkfbg ;"rsfÍsf cfwf/ cflb sfo{ljj/0f 
kmf/dsf] 9fFrfdf Joj:yf x'g uPsf] 5 . o;afx]s pQm lgb]{lzsfsf] cg';"rLdf sfo{ljj/0f ;DaGwdf 
P]g / lgodfjnLdf ePsf Joj:yfx¿ l6kf]6 ul/Psf 5g\ . 

@=	 sfo{ljj/0f kmf/dsf] 9fFrfdf kl/jt{g 
	 c;f/ @*, @)%) sf] g]kfn /fhkqn] cg';"rL $ sf] sfo{ljj/0f kmf/dsf] 9fFrfdf kl/jt{g 
u/]sf] 5 . d'VotM sfo{ljj/0f kmf/dsf] 9fFrfdf lj:t[t ¿kdf kbsf] sfd, st{Jo / pQ/bfloTj 
tyf clwsf/sf] jfSof+zsf] ;§f lj:t[t ¿kdf kbsf] sfd, clwsf/ / pQ/bfloTj zLif{scGtu{t ^ 
cf]6f sf]i7sleq qm=;+=, sfd, clwsf/, pQ/bfloTj, sfo{;Dkfbg ;"rsfÍdf cfwf/ -;|f]t_ /flvPsf] 
5 . o;df st{JonfO{ 5'§} ljj/0f dflgPsf] 5 . o;af6 sfo{ljj/0f kmf/dsf] 9fFrfdf lj:t[t ¿kdf 
n]lvg'kg]{ sfo{ljj/0f g} 5'6 x'g uPsf] b]lvG5 . klxn] sfo{ljj/0f To;kl5 pk/f]St sf]i7s n]lvPsf] 
eP of] Job Description and Job specification x'g] lyof] . lgodfjnLsf] cg';"rL $ ;/n / a'lemg] 
¿kdf k|:t't ug{ kl/dfh{g ug'{ cfjZos b]lvG5 .
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#=	 sfo{ljefhg lgodfjnLsf] dxŒj
	 ;a} lghfdtL sd{rf/Ln] kbdf /xL cfkm\gf] dGqfno÷;lrjfno÷ljefu÷sfof{nosf] ;/sf/L 
sfdx¿ g]kfnsf] sfo{ljefhg lgodfjnLcg';f/ lhDd]jf/Lk"j{s ug'{k5{ / u5{g\ . :jLs[t sfo{ljefhg 
lgodfjnLdf ;a} dGqfnosf] sfo{sf] ljj/0f v'nf;f ul/Psf] x'G5 . ;f]xL cflwsfl/s sfo{ljj/0fsf 
cfwf/df dGqfnox¿sf] ;ª\u7gfTds 9fFrf tof/ ug'{ pko'St x'G5 . dGqfnosf nflu tf]lsPsf] 
;ª\u7gfTds 9fFrfdf dxfzfvf, zfvf, kmfF6 cflbdf sfdx¿ 5§\ofPsf] x'G5 . ltg} dxfzfvf÷zfvfsf] 
sfo{ljj/0fx¿ tt\tt\ :yfgsf kbn] ;Dkfbg ug'{kb{5 . cfkm\gf] sfo{If]qleq hlt sfd 5g\ tL ;a} 
;fgf;fgf sfo{ljj/0fdf pNn]v ub}{ hfg'kb{5 . dGqfnox¿ sfof{Gjog :t/sf sfo{ ug]{ ePsfn] 
sfo{ljj/0fdf zAbx¿sf] rog ubf{ xf]l;of/L /fVg'kg]{ x'G5 . o;/L cflwsfl/s ¿kdf kbx¿sf] 
sfo{ljj/0f n]lvG5 . s'g} JolStsf] cWoog c¿ h'g;'s} ljifodf eP klg jf kL=Pr=8L= g} u/] klg 
;ª\u7gsf] ;Ldfleq tf]lsPsf] sfd ug'{ afWosf/L x'G5 . o;/L ul/Psf] sfd ;+:yfut ¿kdf ;DkGg 
ePsf] dflgG5 .
	 lgodfjnLsf] cg';"rL $ cg';f/ sd{rf/LnfO{ sfdst{Jo $÷$ cf]6fdfq n]Vg afWosf/L agfpg 
ldNb}g . jif{el/df cfkm\gf] kbnfO{ tf]lsPsf] sfo{If]qleqsf ;a} sfd hlt;'s} eP klg ;DkGg u/]sf] 
x'g ;S5 . sfo{af]em a9L ePdf gofF b/aGbL l;h{gf u/L sfdsf] afF8kmfF8 ug'{kb{5 . sfo{ljefhg 
lgodfjnLcg';f/ cfkm\gf] sfo{If]qleq dxfzfvf÷zfvfx¿df Pp6f sfdleq cg]s sfd -Texts_ 
sf xfFuf ljsl;t eO/x]sf x'G5g\ . Tof] zfvfcGtu{tsf sfddf ;d]l6g] eO{ kbx¿sf] sfo{ljj/0fdf 
k|ltlalDat x'G5 .

$=	 sfo{ k/LIf0f -Job Audit_
	 kbn] ug]{ sfo{;Dkfbgsf] pQ/bfloTj klxrfg ug{ sfo{k/LIf0f ug]{ Joj:yf x'g' /fd|f] x'G5 . 
s'g} sd{rf/Ln] axg u/]sf] sfo{af]em kof{Kt 5 jf 5|}g < sfo{ljj/0fcg';f/ sfd 7Ls;Fu ePsf] 
5 jf q'l6k"0f{ ePsf] 5 < o; ;DaGwdf Job Audit ePdf ;DkGg u/]sf] sfd, st{Josf] Odfgbf/L 
/ st{Jok/fo0fnfO{ b[li6ut u/L kbflwsf/LnfO{ b08, ;hfo jf k'/:sf/ k|bfg ug{ pko'St cfwf/ 
aGb5 .

%=	 clwsf/
	 ;/sf/L sfo{df clwsf/ljgf lg0f{o ug'{ x'Fb}g . kbnfO{ k|bfg ul/Psf] clwsf/ P]glgoddf 
v'nfOPsf] 5 eg] To;nfO{ kbflwsf/Lx¿n] cIf/zM kfngf ub{5 . s'g} sfg'gn] s'g} kbflwsf/LnfO{ 
clVtof/ k|Tofof]hg u/]sf] eP klg To:tf] kbflwsf/L cGt ;?jf jf a9'jf x'Fbf k|Tofof]lht To:tf] 
clwsf/sf] dfGotf ;dfKt x'G5 / ToxL kbdf csf]{ kbflwsf/L lgo'St eO{ cfPdf k'gM clVtof/ 
k|Tofof]hg ug'{k5{ . o:tf] wf/0ffn] ubf{ sd{rf/Lx¿ clwsf/ gePsf] ljifodf sfd ug{ rfxFb}gg\ . 
k|zf;lgs sfdsf/afxLsf nflu g]kfn ;/sf/sf] sfo{;Dkfbg lgodfjnLcg';f/ clVtof/ k|Tofof]hg 
ul/G5 t/ k|fljlws ljifodf clwsf/ k|Tofof]hg ug]{ cfwf/e"t sfg'gsf] Joj:yftkm{ klg /fHon] Wofg 
lbg'kg]{ b]lvG5 . 
	 cfkm\gf] sfof{noeGbf aflx/ s'g} klg sf/afxL ubf{ :jLs[lt lnO{ sfd ug]{ cEof; ug'{ /fd|f] 
x'G5 . s'g} klg clwsf/ jf k|Tofof]lht clwsf/ ePsf] cj:yfdf k7fpg] :jLs[ltsf nflu k]z u/]sf] 
5' eg]/ cfkm"dflysf] kbflwsf/LnfO{ k]z ubf{ cfjZos ePdf dflyNnf] kbflwsf/Ln] kl/dfh{g ug]{ 
jf axfn clwsf/ gePdf ;f]eGbf dflysf] kbflwsf/LnfO{ k]z ug]{ / cGtdf :jLs[t eP/ cfPkl5 
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To:tf] kqx¿ dGqfno, ljefu jf sfof{nosf] clwsf/ k|fKt clwsf/Lsf] kq x'g] x'Fbf lhDd]jf/L 
klg ;fd"lxs h:t} x'g hfG5 . gLltut kqx¿df dxfzfvf k|d'vsf] :jLs[lt cfjZos x'g] ePsf]n] 	
To:tf] kqx¿ ;lrj;Dd k'Ug ;S5 . o;k|sf/n] pRr kbflwsf/Lx¿nfO{ sfof{nodf ePsf] 	
sfdsf/afxLaf/] ;';"lrt x'g] cj;/ k|fKt x'G5 . s'g} kbnfO{ sfd ug]{ OR5f 5 / kbnfO{ clwsf/ 
k|bfg ul/Psf] 5}g eg] of] tl/sf ;a}eGbf pQd x'G5 . of] k|lqmofn] vt/fk"0f{ sfdx¿ ug{ klg af6f] 
vf]Hg ;lsg] eof] . sfo{ljj/0fcg';f/ sfo{;Dkfbg ug]{ / sfo{;Dkfbg d"NofÍg ug]{ clwsf/sf] 7"nf] 
dxŒj 5 . 

^=	 pQ/bfloTj
	 lghfdtL kb ePsf]n] kbn] ug]{ sfdsf] pQ/bfloTj JolStut ls ;+:yfut <

-s_	 JolStut pQb/bfloTj
	 JolStut pQ/bfloTj sfo{ljj/0fdf n]lvFb}g . cfkm\gf] kbsf] ljifoj:t'afx]ssf sfo{x¿ Line 
& Authority sf kbflwsf/Lx¿af6 tf]lsPdf jf lgb]{zg ePdf ;d]t d'nflxhfdf ul/Psf] sfdx¿ 
ePsf]n] JolStut x'g\ . kbdf a;L JolStut pQ/bfloTjdf ul/Psf sfo{x¿ q'l6k"0f{ ePdf cGo 
;j{;fwf/0f;/x b08;hfo ef]Ug'kg]{ x'G5 . 

-v_	 ;+:yfut pQ/bfloTj
	 kbsf] sfo{If]qleq kg]{ sfo{ljj/0fdf pNn]v ePsf jf gePsf;d]t sfo{x¿ kbLo pQ/
bfloTjcGtu{t kb{5g\ . o:tf pQ/bfloTjx¿ lgodsf] ;do;Ldfleq /xL ;dodf g} sfo{;Dkfbg ul/
;Sg'kb{5 . ;dodf sfo{ ;xdlt ePg / ;ª\u7gnfO{ xfgLgf]S;fgL ePdf cfGtl/s ¿kdf sfof{non] 
sf/afxL ug{ kfpg] af6f] kfpF5 . jf:tjdf /fhkqfª\lst kbx¿nfO{ zL3| sfd u/fpg lhDd]jf/ 
agfpg clwsf/ :ki6 x'g'k5{ . cfkm"n] clwsf/ ;fy sfd ubf{ cfkm\g} txaf6 sfd 6'ª\luPsf] x'g'k5{ . 
o;/L sfo{;DkGg u/]afkt pQ/bfloTj ;f]xL kbflwsf/Ldf /xg'kb{5 t/ k|Tofof]lht clwsf/x¿df 
csf]{ kbnfO{ clwsf/ k|Tofof]hg u/] klg sfddf q'l6 ePdf To;sf] clGtd pQ/bfloTj clwsf/ 
k|Tofof]lht ug]{ kbflwsf/Ldf kg]{ x'Fbf k|d'vx¿ clwsf/ k|Tofof]hg ug{ cle?lr /fVb|}gg\ .
	 sfof{no k|d'vsf] kbdf afx]s /fhkq cgª\lst kbx¿ ;xfos -clerical_ kb ePsf]n] o:tf 
kbx¿ lg0f{o ug]{ kb dflgFb}g . o:tf kbdf klg sf/afxL ul/Psf] kq, k|ltj]bg ?h' ug]{, ?h' ul/
;s]kl5 b:tvt u/fpg cflb sfdx¿n] dflyNnf] kbsf] pQ/bfloTj tn ;g{ uPsf] b]lvG5 t}klg 
cflwsfl/s kb dflyNnf] /fhkqfª\lst kb g} x'G5 . hgtfsf] sfo{ q'l6k"0f{ ePdf To;sf] pQ/bfloTj 
;DalGwt sfof{nosf] dflyNnf] kbflwsf/ g} x'G5 .

&=	 sfo{;Dkfbg ;"rsfÍ
	 kbsf] sfd, clwsf/ / pQ/bfloTjsf] zLif{scGtu{t sfo{;Dkfbg ;"rsfÍsf] ;fdfGo sfo{ 
Performance Indicator xf] eGg] a'lemG5 . of] cfwf/ ;DaGwdf Nepal civil service Reforms 
project sf] Team heaeer, Janet lay sweelian, siiingopor n] cfkm\gf] sG;N6]G;Ldfkm{t g]kfnsf 
;a} dGqfnox¿sf] u7gx¿af/] cWoog u/L Key Performance Indicators n]Vg nufPsf lyP . 
	 Indicator s;/L n]lvG5 eGg] ;DaGwdf hg;ª\Vof ljifosf] Pp6f ;"rsfÍsf] gd'gf k|:t't 
ul/Psf] 5 M
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Rep 
No.

strategic Objective Ref. 
No.

Key Out put Ref. 
No.

Key performance Indicator

1 To establish adequate 
balance between 
population growth 
and socio-economic 
development

1.1 adequate balance 
established between 
population growth 
and socio-economic 
development

1.1.1
1.1.2
1.1.3

1.1.4
1.1.5
1.1.6

No. of contraceptive users
Total fertility rate per annum
Infant mortality rate (per thousand live 
birth)
Average family size (Na of persons)
Life expecting at birth
Median age of men and women at 
marriage

	 Key output n] jflif{s sfo{qmddf h:tf oltplt sfd ;DkGg ug]{ eg]sfn] of] sfo{ljj/0fsf] 
Key performance Indicator x'g ;Sg] eof] . s'g} Ps sfo{sf] sfo{;Dkfbg ;"rsfÍ ! cf]6f cyjf 
^ cf]6f cyjf ;f]eGbf 36La9L x'g ;S5 . sd{rf/Lsf] 1fg / Ifdtfsf] ;Ldfn] To; sfo{sf] kl/kSjtf 
a'emfpg vf]h]cg';f/ ;"rsfÍx¿ w]/}yf]/} x'g ;S5g\ . sfo{;Dkfbg ;"rsfÍn] sfo{x¿ ;do;Ldfleq 
slt k|ultdf uPsf] 5 eGg] s'/f dfkg ug{ ;lhnf] k5{ . o;n] sfo{;Dkfbg d"NofÍg ug{ cÍ lbg] 
j:t'ut cfwf/ tof/ u5{ .

*=	 ;"rsfÍsf cfwf/ -;|f]t_
	 o;df Performance Indicator sf] cfwf/ s] xf] < v'nfpg kb{5 cyf{t\ sfo{x¿ s'g 1fg, 
;Lksf cfwf/df ;Dkfbg ul/Psf] xf], ;"rsfÍx¿ To; 1fg ;Lksf cfwf/df 5 5}g < ljifo If]qnfO{ 
;Ldfjb{s ug]{ sfo{;Dkfbg ;"rfsfÍx¿sf] cfwf/ ;|f]t vf]lhPsf] xf] . ;/sf/L sfdsfhsf nflu 
;+ljwfg, P]g, lgod, lgb]{lzsf, cfb]z, lgb]{zgx¿, ;DalGwt :jLs[t k|ltj]bgx¿ cfwf/sf ¿kdf kg{ 
cfpF5g\ . ;DalGwt dfGotf k|fKt ;ª\u7g, ;+:yfx¿n] :jLs[t gu/]sf kf7\ok':ts, pkGof;, syf, 
sxfgL, kqklqsf o; ;"rsfÍsf ;|f]t x'g ;Sb}gg\ t/ :jLs[t sfuhftx¿ ;"rsfÍsf cfwf/;|f]t x'g 
;S5g\ . 
	 of] tl/sf a]nfotL 9fFrfsf] Job Description and Job specification df b]lvPsf] Joxf]/f 
n]vsn] To;df k|:t't u/]sf] 5 . -pSt k[i7df Job specification nfo{ sfo{ljZn]if0f ljj/0f gfd 
lbOPsf] 5 ._ To;df sfo{ljj/0fdf Duties / Task nfO{ k"/f ug{ s]s:tf] 1fg;Lk rflxG5 eGg] 
v'nfOPsf] 5 . 

	 a]nfotL tl/sfsf] Pp6f Duties/Task sf] gd'gf o;k|sf/ 5 M
Duties/Tasks Knowledge skills

To organize and control the work of 
the Registry

Departmental Regulations for the classification 
of correspondence

Basic office procedure 

	 o;df Duties/Tasks nfO{ sfo{ljj/0f dflgPsf] xf] . Ps jfSo jf jfSof+zdf PseGbf a9L 
sfdx¿ kg{ cfPsf Knowledge / skills sf] ;ª\Vofx¿ a9\g ;S5 . o:tf] sfo{ljj/0fsf ;fydf 
Knowledge / skill nfO{ v'nfpg Job specification dflgG5 . /fd|f] d'n'sn] Task nfO{ clwsf/, 
pQ/bfloTj, sfo{;Dkfbg ;"rsfÍ, ;"rsfÍsf] cfwf/ ;|f]t;d]t v'nfpgkg]{ ul/Psf] ljZjd} Pp6f gofF 
k|of]uem}F nfUb5 . 
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(=	 cfjZos of]Uotf
	 kbsf] sfo{ljj/0fdf ;]jf;DaGwL lgodx¿df pNn]v ePcg';f/ kb ;d"xLs[t ePsf]df ;DalGwt 
;]jf, ;d"x jf pk;d"xsf] ;DalGwt >]0fLsf] Go"gtd z}lIfs of]Uotf, tflnd jf cg'ej n]Vg] ul/G5 . 
ljljw ;]jfsf kbx¿df dfq ;d"x pk;d"x gePsf]n] o;df w]/} k|s[ltsf kbx¿ ePsf]n] Ps k|s[ltsf] 
kbsf nflu nf]s ;]jf cfof]usf] k/fdz{df :jLs[t eO{ tf]lsPsf] of]Uotf g]kfn /fhkqdf k|sflzt 
ePsf] dfGg sfo{ljj/0f kmf/ddf pNn]v ug'{k5{ . 

!)=	 cg';"rL $ kl/dfh{g ug'{kg]{
	 dflysf JofVofljZn]if0faf6 lghfdtL ;]jf lgodfjnL, @)%) sf] lgod ( sf] pklgod -!_ 
;Fu ;DalGwt cg';"rL $ sf] sfo{ljj/0f kmf/dsf] 9fFrf Job specification / sfo{ljz]if -ljZn]if0f_ 
sf] 9fFrfdfq ePsf] k'li6 x'G5 . of] v';Lsf] s'/f xf] ls b]z c1fg ¿kdf sfo{ljz]if ljj/0fsf If]qdf 
k|j]z u/]sf] 5 . s] cfh xfdLl;t Job Description and Job specification tof/ ug]{ hgzlSt 
kof{Kt dfqfdf 5 < o; sfo{df pRr k|zf;s / ljifo ljz]if1sf] kof{Kt of]ubfg ck]lIft x'G5 . oL ;a} 
;Gbe{nfO{ Wofgdf /fVg xfnsf] lg=;]=lg=sf] cg';"rL $ sf] sfo{ljj/0f kmf/dsf] 9fFrfnfO{ lgDgadf]lhd 
kl/dfh{g ug{ ;'emfj k|:t't ul/Psf] 5 M
!=	 kb ;ª\s]tdf ;xL ¿kdf kb l;h{gf ePcg';f/ ;ª\s]t gDa/ lbOg] ePsf]n] o;df >]0fLljxLgsf] 

:t/ g/fVg] .
@=	 >]0fLsf] 7fpFdf clAnskl5 :t/ yKg] .
#=	 ^ gDa/kl5sf] & gDa/df sfo{ljj/0fcGtu{t lj:t[t ¿kdf kbsf] sfd st{Jodfq n]Vg] .
$=	 ;/sf/sf b[li6df s'g} klg sfd ;fgf]7"nf] gx'g] / ;dfg dxŒjsf] x'g] ePsf]n] qmd ;ª\Vof 

x6fpg] ;f]sf] 7fpFdf 86 jf 8\of; /fVg] .
%=	 sfo{ljz]if ljj/0f * gDa/df /fVg] ;f]cGtu{t x6fPsf] qmd ;ª\Vofdf dflysf] sfo{ -Tasks/

Duties_ n]Vg] cGo ljj/0f oyfjt\ /fVg] . sfo{ljj/0fsf] Ps jfSoleq PseGbf a9L jfSof+zn] 
cnucnu Tasks b]vfpg] eP k|To]s sfo{sf nflu PseGbf a9L kª\lStdf clwsf/, pQ/
bfloTj, sfo{;Dkfbg ;"rsfÍ / ;"rsfÍsf cfwf/ ;|f]t x'g ;Sb5 .

^=	 jt{dfg sfo{ljj/0fsf] qmd ;ª\Vof * sf] st{{Jo x6fpg] .

kl/dfh{gkl5 cg';"rL $ sf] 9fFrf o:tf] x'G5 .

sfo{ljj/0f / sfo{ljz]if ljj/0f kmf/dsf] 9fFrf
g]kfn ;/sf/

sfo{ljj/0f / sfo{ljz]if ljj/0f kmf/d
kb ;ª\s]t M
;]jf M
;d"x÷pk ;d"x M
>]0fL÷:t/

!= kbsf] gfd M === === ===
 :yfoL÷c:yfoL M ==== ===
@= tna -dfl;s_ M ==== ===
#= sfd ug]{ ;do M === ===
$= sd{rf/Lsf] gfd / ;ª\s]t g+====== ====

%= ==== ===== ======= dGqfno
 ===== ==== ====== ljefu
 ====== ====== ====== sfof{no
======= ===== zfvf ====== kmfF6
^= c~rn ===== ====== lhNnf ===== =====
:yfg ===== ===== kmf]g g+ ====== ======
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&= sfo{ljj/0f
-lj:t[t ¿kdf kbsf] sfd, st{Jo_

*= sfo{ljz]if ljj/0f M
sfd÷st{Jo clwsf/ pQ/bfloTj sfo{;Dkfbg ;"rsfÍ ;"rsfÍsf cfwf/ -;|f]t_

•	
•	
•	

(= cfjZos of]Uotf M
!)=d]/f] kb;Fu ;DalGwt pko'{St sfd, 
st{Jo, pQ/bfloTj tyf clwsf/sf] ljj/0f 
k"0f{ Pj+ 7Ls ;fFrf] xf] .
============================
sd{rf/Lsf] b:tvt
ldlt M

o; kb;Fu ;DalGwt pko'{St sfd, st{Jo, pQ/bfloTj 
tyf clwsf/sf] ljj/0f k"0f{ Pj+ 7Ls;fFrf] xf] .
================================
gfd M 
ldlt M
sfof{no k|d'vsf] b:tvt M
gfd M 
ldlt M

!!=	 kbsf] sfo{ljj/0f n]Vg ufO8
	 kbdf a;]sf] sd{rf/LnfO{ kbsf] sfo{ljj/0f n]Vg ;xof]u k'Ug] p2]Zon] ;+o'St /fHo cd]l/sfsf] 
nf]s ;]jf cfof]un] tof/ u/]sf] Guide for writing position Description;ª\lIfKt hfgsf/Lsf nflu 
oxfF k|:t't ul/Psf] 5 M
	 Guide for writing position Descriptions
	 Part 1 asks you to tell what your work is. 
	 Part 2 through 5 ask for The details of your work bearing on its difficulty and 

responsibility, consider parts 2 through 5 carefully in radian to the tasks described in 
part 1 .where these detailed aspects of your work are not the as Me for different duties, 
be serve to bring this out, add under part 6 any important facts about your work which 
you have not covered elsewhere.

General Directions
1. 	 Nature and purpose of work
A. 	 Introduction: state briefly what is dove by the unit in which you work; explain job fits 

in with others in the organization ( Make clear the purpose of your position, either here 
or in describing your duties below.)

B. 	 Duties:
(1) 	 List your different kinds of duties.
	 Describe each briefly but in enough detail to give a clear understanding of your work. 

Then estimate percentage of time for each. Use army Method of organization list which 
will give you the best picture of your total position; you May group the tasks you do for 
each co M Mon purpose or follow order of performance of importance.
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(2) 	 If you have any responsibility for the work of others, explain the nature and extent of your 
supervision and guidance of their work. (This includes supervision over those who repost 
to you, and their subordinates. It also includes indirect and function as responsibility, 
such as central offices usually have for corresponding field or bureau offices.)

2. 	 Scope and Effect of work:
	 State how and to what extent your recommence duteous and decisions affect your 

organization, other agencies or the public.
3. 	 Supervision and Guidance received:
	 State what supervision and help you receive-before, during and abets performance of 

your assignments fro M supervisor others, written guides, practices.
4. 	 Mental Demands:
	 State the nature and extent of the mental demands of your position. They May include 

any or all of the following:
(1) 	 Initiative-taking action without specific instructions;
(2) 	 Originality-the creativeness inventiveness demanded by the work.
(3) 	 Judgment -the selection of the best course & action;
(4) 	 My other significant mental demands.
5. 	 Personal work contacts:
	 State the nature and purpose of the contacts you have in your work with persons other 

than your supervisors or subordinates.
6. 	 Others;
	 Specify any knowledge, skill, Job conditions or other consideration not covered also 

where in your position decryption, which affect the responsibility or the difficulty of 
four works.

!@=	 jflif{s sfo{tflnsf / kbsf] sfo{ljj/0f
	 sfo{ljj/0fdf kbsf gLltut sfdx¿ n]lvPkl5 tf]lsPsf] nIo k|flKtsf nflu :jLs[t jflif{s 
tflnsf tof/ ug]{ Joxf]/f sfo{ljj/0fdf n]lvG5 t/ sfof{nosf] jflif{s of]hgfcGtu{t jflif{s sfo{tflnsf 
/ rf}dfl;s sfo{tflnsf ;do, ;Ldfleq ;DkGg x'g'kg]{ ePsf]n] oL ;a} ljj/0f sfo{ljj/0f kmf/dleq 
;dfj]z x'g ;Dej gePsf]n] ;Dk"0f{ lj:t[t ljj/0f 5'§} sfuhdf tof/ ug'{kg]{ x'G5 . /fli6«o of]hgf 
cfof]uaf6 :jLs[t ;a} sfo{x¿ nIo tf]lsPsf sfo{leq kb{5g\ . o:tf of]hgfsf sfddf kl/df0f, 
nfut / ;do;Ldf tf]lsPsf] x'g] x'Fbf ;DkGg ug'{kg]{ sfo{x¿, clwsf/, pQ/bfloTj, sfo{;Dkfbg 
;"rsfÍ / ;"rsfÍsf cfwf/ -;|f]t_ cflb pNn]v ug'{ /fd|f] x'G5 . o;af6 sfo{;Dkfbg d"NofÍg ug{ 
j:t'ut cfwf/x¿ tof/ x'G5 .
	 nIo gtf]lsPsf sfdx¿ lgoldt k|s[ltsf x'G5g\ . cfb]z, lgb]{zgadf]lhd ul/g] o:tf sfdx¿ 
sfof{fnosf] gLlt, P]g, lgodsf] kl/lwdf /xL sfo{km5of}{6 lgodfjnLcg';f/ ;Dkfbg ug'{kg]{ x'G5 . 
clwsf/ k|fKt clwsf/Ln] ;do;Ldf tf]sL ;"rsfÍx¿ lgdf{0f sfo{;Dkfbg u/fpg ;s] o:tf sfo{df 
klg j:t'ut d"NofÍg x'g ;S5 .

!#=	 ;'k/Lj]If0f;DaGwL
	 kbn] cfkm"cGtu{tsf s'g kb jf slt kbnfO{ lgb]{zg, ;'k/Lj]If0f u5{ . kbn] dflyNnf] s'g kbsf] 
;'k/Lj]If0f k|fKt u5{ eGg] s'/f a]nfotL 9fFrfs] sfo{ljj/0fdf Reopnsiblets, Responsible for eGg] 
zAbfjnLn] JoSt u/]sf] b]lvG5 . 
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	 lkmlnlkG;df dflyNnf] kbaf6 ;'k/Lj]If0f x'g] s'/fnfO{ bzf{pg Immediate supervision, 
general supervision, direction h:tf zAbx¿ k|of]u ePsf 5g\ . g]kfnsf] ljutsf sfo{ljj/
0fx¿df dflyNnf] kbsf] -kbflwsf/L_ lgs6td lgb]{zg, ;'k/Lj]If0f / lgoGq0f jf lgb]{zg, lgs6td 
;'k/Lj]If0f jf k|ToIf lgb]{zg h:tf zAbfjnL k|of]u x'g] u/]sf lyP . o;af6 dflyNnf] kb / qmdzM 
tNnf] kbx¿aLrsf] kbLo :t/, lhDd]jf/Lsf ;Lldttf / Jofkstf b]vfpg] k|of; ul/Psf] x'GYof] . 

!$=	 Better JOb Description
	 kbsf] gfdnfO{ kbgfd elgP h:t} kbsf] sfo{ljj/0fnfO{ kbljj/0f -Position Description_ 
elgG5 . ;fdfGo k|zf;g dGqfnon] ;'?df Input sf ¿kdf sfo{ljj/0f -Job description_ / output 
sf ¿kdf kb ljj/0f -Position Description_ nfO{ sfof{Gjogdf nufPsf] lyof] . oL b'O{ gfdsf 
kmf/daf6 hl6ntf -confusion_ l;h{gf ePsf] ;DalGwt kbsf] sfo{ljj/0f kmf/ddfq k|rngdf 
NofOPsf] xf] . dfly k|:t't cd]l/sL ufO8cg';f/ kbx¿sf] sfo{ljj/0f tof/ ug{ cfjZos tYo / 
;"rgfx¿ k|fKt ug{ ;lsG5 . To;nfO{ k|zf;g zfvfn] Better Job Description df kl/0ft u/L 
sd{rf/Lx¿sf] lgo'lSt, ;?jf, a9'jf k|of]hgsf nflu pkof]u ug'{ plrt x'G5 . kbsf] sfo{ljj/0fdf s'g} 
sfo{If]q yk ug'{, sfo{ k|s[ltcg';f/ ljj/0f yk36 ug'{ ePdf ;f] u/L cBfjlws -Updated_ ljj/0fx¿ 
;DalGwt lgsfoaf6 hfgsf/Lsf nflu k7fpg'kb{5 .

!%=	 cGtdf ;r]t x'g'kg]{ s'/f
	 ;dfg sfo{sf nflu ;dfg tnasf] k|Tofe"lt, h]i7tf / ;Ifdtfsf cfwf/df kbf]Gglt x'g kfpg] 
cj;/ / cfkm\gf] / cfkm\gf] kl/jf/nfO{ ;d]t /fd|f] hLjg:t/ kfpg] cj:yfx¿ geP;Dd h:tf];'s} /fd|f] 
sfo{ljj/0f agfP klg sd{rf/Lx¿sf] sfdk|lt cle?lr / ;+j]bgzLntf nufpg ufx|f] kg]{ b]lvG5 . 
Job evaluation u/L axg ul/Psf lhDd]jf/Lcg';f/ :t/f]Gglt kbf]Gglt / cGo tSdf, kbs, k|f]T;fxg 
k'/:sf/ tflnd cflb kfpg] cj:yf zL3| l;h{gf ug'{ h?/L 5 .
	 k|fljlws ;]jfx¿, h:tf] g]kfn OlGhlgol/ª ;]jf, g]kfn s[lif ;]jf, g]kfn jg ;]jf, g]kfn lzIff 
;]jf, g]kfn ljljw ;]jf cflbsf ljleGg ljifoIf]qdf /fHon] ;]jf;DaGwL lj:t[t sfg'gsf] Joj:yf agfPdf 
ljz]if1tfsf] ljsf; x'g ;Sb5 . o;sf ;fy} o;af6 sfo{ljj/0f / sfo{ljz]if ljj/0fsf pQ/bfloTj 
/ clwsf/sf] v'nf;f x'g ;Sb5 . ljz]if1 ePdf sfo{ljj/0fsf s'/fx¿ nfu" ug{ lgoGq0ffTdseGbf 
lgb]{zgfTds / ;'k/Lj]If0ffTds Jojxf/ x'g] ePsf]n] sd{rf/Lsf] nugzLntf / dgf]an a9\g] ljZjf; 
lnOPsf] 5 .

;Gbe{ ;fdu|Lx¿
– – –, sfo{;Dkfbg d"NofÍg sfo{gLlt, @)%), sf7df8f}F, ;fdfGo k|zf;g dGqfno .
– – –, lghfdtL sd{rf/Lsf] sfo{ljj/0f tof/ ug]{ lgb]{lzsf, @)^), sf7df8f}F, ;fdfGo k|zf;g 

dGqfno .
– – –, lghfdtL ;]jf P]g, @)$(, sf7df8f}F, sfg'g lstfa Joj:yf ;ldlt .
– – –, lghfdtL ;]jf lgodfjnL, @)%), sf7df8f}F, sfg'g lstfa Joj:yf ;ldlt .
– – –, k|zf;g, k"0ff{Í (^ df3 @)^), sf7df8f}F, ;fdfGo k|zf;g dGqfno .


