TAATH [ATHAT BRI [aaRuT

JuRST RATR

9. el ST

F UIAT HAB ATRHAT FTATATR f&d, oMied ¥ GHATTRT AT fafergaes T, o,
FIAAEEF ARAT T IAHT I=ATAT T FAAY (b T ATEHT &vg | T HEAATEE TH
TaTereR! STl T4 U, (a9 T HeRTeewd! 2aawdr g1 T8 FHAREEH®! AaedTdd TTH
Sfawg | (ST FaT U, 0% % 6T WY of [qUHT AfaeR TART RN T GRehRel Sl
TR (AT Far fAgareedt, 040 1 fFaw & IufaH (1) A1 oAl qeesadl T g=i ¥
FHITHER! FATGART FFafead =, [aania 9 E ¥ Faad THEd AR T aadr TH
B | T T ASTHAT FAT T TR L () § W1 TEAT HEATTaROTAT &l TSl HTH, e,
FARaIfae, AR ¥ AIAEEd TR &0 (FfausT gaIes a1 Sawdr g | et dar
(@TEt "ele) fHaATEet, 0%y gRT AW @ SutEE (¥) A/ ETAfTEReHT GeArsd T Al
FERTA ATAREETHT Il I T Jedh FIAH T ATIREETHT Jeoi@ T T Tedb
FHF FAHRS ATIRAHT AT Ioold G | 79T GLPRATS [qfq 08993 AT Ehd 9%
STl FH=RIRT HTAfaaRo R T (AT, 059 AN TS T | TIATE FTATFERI AR
T FTIATS AREHIT T AFTHAT Heqd MR i (awrareiier qret FeiesaT Frfaawe
(Job Description) T He<d Joci@ AT D! (T TG FRABTFH AR ATG FrATTAT
FRAF! TEATHT TN &9 TCH T | TATed Ih MR ATIATHT HTATART FFew Al
TF T MIHEAET AUH TFEIER (ddie TRUHT S |

0. SRTIERUT RIRADT BT UiNade

FAR 5, 040 HI FUTA ATIAA ATLAT ¥ Bl HTAFARI HRAB GATHT TRaAA
TWH G | TAA HAEAR0 RRAF ST [a¥qd ®IAT I&H FH, HIed T IAaNIA
TAT ATTPRBT ATHITTRT F3T faeqd BT TGh] HTH, AfghR ¥ FJawarnge ofiuwar=aia <
ATl FHSHAT . F., FH, ATPR, IAEIE, FATFET FAHBFHAT ATGR (A1) AGTH
B | TAT FAIAAS Fg (R0 AU T | TAATE PTG HREH! r=TAT fazqa =9
9T AT Job Description and Job specification g f4ar | fAawmaeiierl A &= ¥ I T g
TIH JEIA 9 AT T Aa9TF IRaws, |
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3. SrfavTee foaHTad e Aeca

e (AT FHATS TGHT TET ATRAT FeATHd / Fierarers / [T / srateae qeehrer
FHTHES AR FATTATS (MAHTEATATAR SFHARIE® T T TG | T FrTadrsT
FaATaCiTHT I Ao derl FTdehl fqaR GelrdT RS g7 | |Iel AT FrATaaRTH
HATIRAT FATATe®d] TGISACHSE Sa] AR T IIIFT §78 | AeATaddl AT qiepuan
TTSATCHE FTETHT HETeTET, T, hid AEHT e SgATTHT g7 | fo= FeTeTmar / omaresr
FIATTAREE qATA TATTHT Taol TFAGA THIEH, | ATRAT BTAGATT AT HF B AT o
AT FEATERUE] Fod@ T4 AHAIGE | AATATEE FATAIT TR F1I T B
FATTERUAT STeRE®db] FAF AT BNGIART JAETTT 873 | T AMGHINE &THAT TIewdhl
Frdfaaee dfgvg | F AfRTH AT 9% SO v 9 afq a1 e En § o
TSB! ATATTT TNMBTRT HTH T ATHRRI &7, | T TXUH] HIH FLANTA BIH TFI
qUeRT [T |

FIHTaeie A=l ¥ ATAR FHAKATS FHGTA ¥ /¥ AETHT oqed areddRl aars
freas | FUARHAT ATRAT TEaTS ATPURT FRALATTAHT e FH ATGF T I FEI TLH
g1 AFg | FEAIE T¢T AUHT FAT TRAwE] [GSAl T HTHH! ASHIS TIg | FAaasT
IHTEEaTaR ATRAT FTALATTT HETEl/ ae&HT T3l FAAT % | (Texts)
&1 BN [qepiaa TeRed gra | T ST adl FTHAT THicT 95 TEe&d! HIATqaora
gfafatead &= |

8. &M orerer (Job Audit)

TS T FEAGEIEAS] IALRNAE Fieard T HEIAE TH FadT & THT 573, |
FA FHARIS Ted TPl HEETH AT B a1 G ! BEATTAROIATAR BTH ST TR
G AT AU FUH B 7 T g Job Audit HUHT TR TRET FH, FATR THARR
¥ FAARAATE eTd T GRIIPRIArs 398, T al QR Y& T IIgH AT
T |

y. herR

YT FEAHT ATTpRIGAT 0 T g7 | IGeg Y&TH TRUST AT TATHAT
GATSTH T T FAATE TaTTPTIEE AT qTAAT TG | Bl Bl AT el TRTABTIATS
AMETAR JATATST TR A Ui & TRIIRRI v qodT a1 Igal gal Jeardiisd &l
ARTFRET AT T g ¥ BT UGHT Aehl TSIUhRl (Agad 9% ATuHT O aAteqar
JEATATAH IS, | T&T IRV TaT FHAREE A(ThR THUHT [TTHT FH T ARG |
T FTHRREATEHT AN T AHREFN FBHGFIEA MAATTATTTAR ATGTIR TS
g a¥ yifatues fawerdr AR goardis T AgRET FAAR FaeaTah aid Ao 2T
faot sfawg |

HTRAT FTATATAAT ATMET A AT FREATET TaT ST [ HTH T A% T T
T8 | F UM AT AT TATATAT AR TUHT ATTITHT TSI TATeBITRT SATNT T9T LT
g TR ATHHIH TRMIFRIATE I T&T ATGeAF ATAT Al TRIIPRI AT T
AT TETA ATTPIR THTAT FITET AR TRITFRIATE T T T A=A Thd HUR AT,
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T Ae® "oy, ARt a1 #eraadr aer gt Afgeniel 99 g gar A
qfq amfes ST g W | AIad TAEEHT HeTEl JHEER! WIEd dTaeded g quhiel
T IAEE AHATHF T GHRG | THIPRA I URNIRRIEEATs  BATGIAT  TUH]
FHFRATEEN AT &7 Fa9R I &5, | F Tael[g HTH T 3957 § I Taellg ATThR
IaTH TRUPT ST A AT AT AT ITH g7 | AT TRATS AR FIHe® T 9 F1ar
Gred afepe T | FTAfEERUEaR FHEEITET T ¥ FEGEET A3 T AfTHRE et
Heed o |

& SoRgIcd
fSTTHT 92 AURTl TS A BTHP] IAZETIA AT [h FEIWTT 7

(®) oafrqea Iaggca

AT AR FIATTARIAT AfGew | ATRHAT TGl fauaaeqaress F1de& Line
& Authority @1 JaTfuerie®are qETAT a7 (M TTAT FHT HATTESITHT TRTH FTHES
U ARG g1 | TEHT T ATFRT IURENAcEAT RS FUEE A0 HUHT 0T
TAAIRUERE TUSHATT AT &7 |

(@) TEwE IR

TEehl FBIAEEANT U FAGaRUAT oo UHT a7 AqUHEHT FAe® T I
T TS | TET JARQNIAE® AHET THALATHATTS &7 THAAT 7 HTIAHTET TR
TFIE, | GHIHT HTT FeHq AUF T FFSAATS M AUHT ATARE SIH HrATAd
FRATE! T TS a1l S | AqadT ATIAG T Tewdls g FH RIS [SFHaR
FATST ATIFR T TAID, | ATHA AT AT FTH &N AR TeaTd FIH IGNRTTHN g9 |
qH TTATE ATIHR TATISI T qfF HHAT qfa GUAT TFH ATH IaRanacd AdHR
AT T TR O §8T THEE ATIHR AT T ARTat e |

FATAT THEHI TSHAT ATedh AST9T AAg(%d Iee® derd® (clerical) 98 WUH T
TgE® AU T 9 WG | T%AT 9EHT 9f PRETET RTHT T, Fiqaed 6 I, 9 Y
Thqley Teq@d RIS AME BrHEE ATl Jebl IAaded od a9 TUhl fgwg qui
HTepTiver 98 AIfecd] ATIATSFT I8 7 g7 | TAATHT F1d Ao HUHAT AFPT IALENIA
FrITeId FATATRT ATl TRTTHR 7 &7 |

9. HRGHEGH JADTS
TTH FH, ATHER T IuRanacad fuEda=ia FREHREd Gadsd] e H
Performance Indicator & W= w3 | a1 e FF=#1 Nepal civil service Reforms
project 1 Team heaeer, Janet lay sweelian, siiingopor & THRAT FrTedATHTRT TATeAH]
T GATAIEEH! Toreear deqd= T4 Key Performance Indicators &t @ muest fw |
Indicator #H df@wg W FR-IHT AAGSET [qUTR] T3Sl ABFhl THAT T&IA

TRUE

URIRAGl  ardoieres aamemRms=Er ageer < by >



Rep | strategic Objective | Ref. Key Out put Ref. Key performance Indicator

No. No. No.

1 Toestablishadequate | 1.1 | adequate  balance|1.1.1 |No. of contraceptive users
balance  between established between|1.1.2 | Total fertility rate per annum
population growth population growth|1.1.3 |Infant mortality rate (per thousand live
andsocio-economic and socio-economic birth)
development development 1.1.4 | Average family size (Na of persons)

1.1.5 |Life expecting at birth
1.1.6 |Median age of men and women at
marriage

Key output = aTities HTIRAAT ST&T ATAITT HTH TR T AR AT HTATaT0RT
Key performance Indicator &7 Sa ST | % e F1dehl FTAGHTEH JAFT3 q AT FaT
% STl AIAT FIFRT TEFel &9 G | FHARIR! AH T &HATH AT FF FRAS! TR
IERTST GINTATAR GAFIFEE S & Tag | FIIGFIET A HIes GUIGHTTT
FT JAITHT TTHT G T HT AIT TH Il 9 | T HAGHIET HeATe T4 o5 fad
LT ATIR TAR T |

T. WHIHEH JAUR (A1)

Fg8T Performance Indicator & 3aR & 21 ? GATST 968 AATq HUE® & A,
ATFT ATIRHT GEATIA TRUHT 2T, AB3e® AG AT AT ATERAT B G 7 (a9 &fenrs
GHTaed 9 FAGEET TATHFeRd] AR G @IS & | GBI HTHESTER AN
Sfaar, T, tom, fafire, smeer, Maades, gwiad @ied Jiddedes ATdRH SIAT a4
ATIBA | FFI(rd AT T A, RATETRA b THl TEAYEIF, JUATH, HT,
FETAT, TAATABT T FABTFH FId g Faard d W@Ihd HNSAe® GARFH AR g
TS |

IT AT saradr &=l Job Description and Job specification ®T If@Ua aRT
dE@F AT JEIT TWH G | (IFT TBAT Job specification AT HTATLATI fq@er ATH
fesusl B 1) TFAT FEEEROAT Duties / Task @8 T 9 &bl AU AMfews A
GATZTH |

ATl AR T3l Duties/Task T THAT TATFR &
Duties/Tasks Knowledge skills

Toorganizeandcontroltheworkof | DepartmentalRegulationsfortheclassification | Basic office procedure
the Registry of correspondence

THT Duties/Tasks @Tg Tafqaxur USRI &7 | Teh AT a7 ATRIITHT Thdval el
FHe® 99 AUw Knowledge T skills &7 9S@Te® dgd 9% | I HIATGaR0THT AT
Knowledge ¥ skill @T$ @ATST Job specification HHw3 | 4T ool Task @8 AIFR,
TG, FTATFAEH GeAFTS, TAFISH AR FATHT AT TRTHT f9ad Tgar 74t
TANTH dTEs, |
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B, Seayad ARadr

U] HTATARIAT JATAFIAT (MIAHEEHT Jooid AUATHAR U8 FHe R HUHHT FFiedd
AT, qUE a1 ITAHeH! qEatead FiihT FAqH s TRIdT, AfaH a1 A9 el T |
fafae aTehT TeeEHT AT THE SUGHE AWTHA TGHT 89X THTH Taee TUHS TF TeHic]
I AT @ AT ATARTRT IRIHIAT Shd 5 AMBUH ANIAT FqTe TTITAT FeH1eTa
HUH AT FATFER GRAAT Joei@ TIE |

90. 3T 8 URATSA Ut

AT ATATIIATUETE AATHAT FaT IATEe!, 040 & a7 & Iu+aH (q)
G FEIfegd ATGET ¥ B FAGART FRAS =1 Job specification T Frafae (fageryom
HT FETHE UH qite g7 | AT G F2T &l [ I AT BIHT A faqazorer &=
T HN B | & AT erHiEaa Job Description and Job specification TAR T ST
AT WIATHT B, 7 9 BTIHT S=F Feh T fawer faeTosiept qared AWTa eruferd g | 41 9
qra{eTs AT TET BTl 7.9, 1 A7 ¢ T FATa BRHPT SATATE AFATHITH
ARHATSA T GhTa J&d TR G -

Q. UT ASHAHT el TIAT 98 [GeiHT AUATAR qgobd TR [agr AUHe TEAT Hiae e
TR AE |

R iR STSAT Ufeetepuls TR I |

3 & TAEERUTGER O FFRHAT FTAFERISAT (q&qd &qHT TTeh! HIH HATHT dET |

¥, TTHRE QAT FHA I FTH AHEGHAT A5 ¥ GHIA Heddbl g1 AURS H agen
ZAT3H bl SISHT & a1 SUTH e |

Y. HEEOY fTER o FEERHET AT AT gaE A Gl "I Hr H1d (Tasks/
Duties) @& 7 faaR0T TIqaq T | FTATGERTH! Ueh ATRITTT THHRT TET ATaTeTel
HATAT Tasks IW@SH T YhF FIFT AN THHRT T¢I TaqaT AR, I

T, FEAGHTET AHF T GARFH AR AT g7 T13 |
% FdH ATkl HE ST & Bl bAA IS |
IIATSIAAS, AT ¥ Bl =T LT 875 |
FTATTATOT T HTATFINY [qaRr BRHHT i
AT HTBY EEREC

FTATTAROT T FHTATFNT fqawor wRY ar :

qHe /ST |qHE

Sofy / TR
9. EHT ATH & .. .o Lo AT
W/ faamT
e (wifEed) c .| HTATAT
WH AT ®ET . . e oTaT ... Fic
¥, FHHATH A9 T qgobd A ... o 1 R e

A ..o R A




O, HrAfaETO

(faeqa ®aHT 93 FH, FdA)

5. HEAEAY fae=or

FTH /FaT Al JARENT T | FTIIHTET b3S | GABISH] AR (1)

Q. ATAYTF JICT :

HOﬁﬁWWWW T UG FEAIT ITET HH, FHed, IJALENITA

e, SRR AT AFRET faw HWWWT?Q?W?|

qui wd Sk |=r Al |
............................ qr
FHATR D TEIGT fafa -
fqfe - FTATAT JHEH @

?r?.ﬂ

9q. UGH! HATIGRUT & NS

TTHT THH FHATNATS TR HIATTART o] FedNT T T AT 5T AHKHIRT

Al AT ATARTA aar el Guide for writing position DescriptiondSisre SRR TR
TET TET TRUH 3

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.
A.

(1)

Nature and purpose of work

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.)

Duties:

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) Ifyouhave 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.

9. ATtich HRATAERT X UGHT HRATAARTT

FTATIATIHT TEHT AT FIHE® A@UATS, ANMBTR q&T AR ATNT FTehd ATt
ATAT TAR T SRR FIATTARVHT ARGwS, AT FIATATRT AT F ATAATA AT BTAATIART
T FraTfae FAATder aug, i T gaa" JUHT 41 g9 faaror Srfqerer wrata
JHTA g TRIT AT THI0 faeqd faamer g RS qarR T g7 | aftad Jreren
AT T o FEE AT AMETHT FTATT TG | T AT HTHAT qRHTT,
AR T ARSH ATAR (F1) AME Ioi@ T 0T §7g | TIATE FAFTHET TATsT T
FET ATIRE® TR &7, |

T&q TANPUHT HTHE® MATAT THTH g7 | AT, MeHaHITTH T T&qT HTHES
FTATeadl fifq, T, fager afifar @ srwgde fFaamEdesrTar. e T & |
ATPR AT ATTHRI THIATHT AT GAFIFEE [THI PGS TRIST qeob TLAT HIHAT
qfq & HATS 8 qF |
93. QURIARTUTERIAT

T ATRATIAHT A T8 AT F(q TIATS L, AL TG | TT ATl FHT TEHT
FOEEETT IT T, T 3T JATadl gr=meh Hraraa<orar Reopnsiblets, Responsible for s
TR T Tl =g |
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fRfafae T gl 9eare qUaeT g4 #ars sesd  Immediate supervision,
general supervision, direction ST&T 9Te8E® TANT WUHT B | HATAH] [aaqdl HAgay
TEEHT Al Tl (TRTaer) fHeean Heed, quiaere ¥ fag=aor a1 e, Meeds
O AT TAT a9 ST MeREell GART g9 THT 9T | JFare el 98 T HHALw
Toddl qaemdl=dl e WX, AT Aaadr T SATaedl s@rg- JITd TRUH gl |

98. Better JOb Description

IS ATHATS TEATH WU & Iaehl HrafaaRurars qaiaa¥er (Position Description)
v, | AT TMEA HATAdS GEAT Input T ®98T Srataaer (Job description) ¥ output
F ®IHT 98 fqaxr (Position Description) @Ts HTATEITAT @RMCH fadr | A1 g5 ATHEAT
wRAATE SAfeadr (confusion) fas¥T WUHT TFATT Yl HATFaRI HREAATT TAATH]
FTSUH &1 | AT JEqd AHNH MESHATAR TGewdh] FAEaRs TR T dA@edH T T
FEAEE YT T Alheg, | Adars Jemas qmare Better Job Description #1 aRord =y
FHARIEER! (M, T2aT, TEaT TATTAH AN JTART T 37T &75; | Tl FIATTAROHT el
FRET 99 T, HTH THAATIR fqaz0 aqee T TUAT A1 TR @maige (Updated) faaroes
Trfead AeTIare IR AT TSr8IeEs |

Y. STEAAT FeId guel BT

FHA FIAHT AT AT TATB] JATHIT, STSAT T FETAATH ATIRAT Tar=A1d g qr3
HAEY T ATHAT ¥ ATRAT TRARATS THA THT AT TS HARATET AT LA THT
FTATTAROT FATT T FHARIEERT HAAT AfTsia T Faeafiadr avmsT el 99 @ |
Job evaluation < s& TRUHT FTFHARIATER TAX(G TaI(d ¥ 3= T, TG, JIATed
REFR AMGA AT qra= Faear o fasian T 540 & |

qTfdiae HATes, STEAl 9T SeAaeg Jal, qTe HT qar, Fored a7 FaT, 97l [Qreq
AT, AT fafere Far sAfaert fafae faaerar ITsa Faraeadr faeqa ST aaedT aaream
faSTasTTeRT faehta &7 Taa; | AT AT AATE FIATTER T Frafaery fqazorer gazarae
¥ AfTERE GATET g qHEE | [T TUHT FATGEaRIE FREw AN T (HAAUTCHETRT
[AReTATCHE T IIALAUTHE FFER & AUHA HHATIR! ATALAAT T HATSA aG [a9ard

ferguet & |
T FTIfEE

- - -, FAFFIEA AT FAANT, 040, FISHTET, AT FHT HATAT |
- - - Ao FEETe wrfaaRe g T HEfiTeRr, Ro%0, wIEHTE!, FTHT YeTEA
T |

- - -, SIHT FaT UF, 0%, FISHTS!, FAA fhdrd Fa=dr T |
- - -, fqet Far fHFETEedt, 040, FISATS!, FTHA fhara sawar |fafd |
- - -, YOTTE, GO &% HTE 050, FTSHIST, AT FeMET HATAT |
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