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Secretariat Stenographer Services

Reporting for the year/Period ...........cicereereneesereneessseesesessssssssssssssssessssnsssesenes

HaFas Tz
PERSONAL DATA

11
PART-1
(FETA/ANT/FRIET & Hafla Jemafas Hesmr gant s o)

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

1. IfFT &1 AT

LAV T4 =0T 0 o =T
2. SeA &1 afi@ (Ra/Amg/ay) et #
Date of Birth (DD/MM/YYYY).......... Y- Y [T (IN WOPAS).ecveieee e s seseeseees ceeeeeesenas
3. R 9g &1 GAH
Designation of the post held : ... s
4. gaAe I3 # fvaw g #r alw ICoich ¥z
Date of continuation appointment in the : Date.....cccceveverrueeee Grade .....c.cceeees
Present grade
5. 39 HAFH F1 a7 3R g wE FRFR F1 7w IR aw, TS gEEey w®
w1y Rarédisr 3afr & ke avaqy 81 Name of Officer & Date from which attached

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

6. % A F A aquieafy A
(€AY, 9fetor afg W) I 377 sty
wfrator foam & @ 3aeT R{avor &)

Period of absence from duty (on training,
leave etc.) during the year, If he has
undergone training, specify




HIT-2 (FIHEATF)
PART - 2 (Self Appraisal)

Gw IFfwd @Err o I, Sedr R el sl 8)

(To be filled in by the Officer Reported Upon)
(Please read carefully the instructions before filling the entries)

R L S a% a¥/3Eftr & R 3TuF gart fre AT FEt w1 wfEd g9
(@f@rea ga 100 ersa} aF AT gar =)
Brief resume of the work done by you during the year/period from .........ccceceeereverrvrernenes | {0 TP

(The resume to be furnished should be limited to 100 words)

2. F9AT T A gV, T AgcAYor 3eaa} 3qafeudt W & 3’ 37 9F FAT IS @ |
Please also indicate items in which there have been significantly higher achievements and
your contribution thereto

3. P9 FEf F T F AT 3TF q@mr Fe 70 gt F FHAf 3 a9  Fror AR FS A, A=
AT A qdTv|
Please state, briefly, the shortfalls in your input and reasons therefore, if any.

4. Fo waTe fr FA1 GEadt FAK I N AT R FEN aiE Raoh fea ade s FAs s
& 91 & 31 S9ad daF i@ & & 7§ 4 IRy a3, ar RAael gf@e w= i adim § I
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 calendar
year. If not, the date of filing the return should be given

YTl / Place:
39 IFM & grarr S R o s §
et / Date: Signature of the officer reported upon
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AT 3 - HedTwaT
PART 3-— ASSESSMENT

1. F1 RO for@sr aren JfOFM omr -2 & A v fJavor @ ggaa §2 Iy 7, o sreafa e der o+ § 3R
SHS FIAT FROT &7

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

and reasons thereof.

2. RO frgsr ara FfFt qErT g&F qor/fdeivar i @i Fife F1 fauRor frar smeen sifs
1-10 9 9T @l =fRT oA 1 F71 arcd Araw Fif @ 3K 10 F1 e 3=aaw Fife F 2

Numerical grading is to be awarded for each of the attributes by reporting authority which should be
on a scale of 1 — 10, where 1 refers to the lowest grade and 10 to the highest.
(Fear gfafteal e ¥ g faen-fadelt @ eaegds 1g)

(Please read carefully the guidelines before filling the entries)

(F) fT T F FT AeAFA (30 TS A e 40% M)

(A) Assessment of work output (weight-age to this Section would be 40%)

e /AR

i) HTE Y IoTEEr
Quality of output

ii) SHGETRI® Hlad FT TR
level of professional skill

iii) e IR T A R FEETE W W A
fregwelaar
Trust worthiness in handling secret and top secret matters
and papers

iv) Rffes sl 1 w@wREE 3R dow, FaTeR sty
A & AT raeasd FHETT GEd FET
Maintenance of engagement diary and timely

submission of necessary papers for meetings,
interviews, etc.
“fFT T FE” i FAT FfE (| F iv)/4

Overall Grading on “work Output” (i to iv)/4




(@) FafFas o1 / YAt F1 Aeaiwa (3W s A awsie 30% )

(B) Assessment of personal attributes (weight-age to this Section would be 30%)

FIfe / Grading

i) s F ufa afAwR
Attitude to work

i) qafere, segw
intelligence, keenness

iii)  STIATHA FATC IGAT
Maintenance of discipline

lv) A #1 Qe
Sense of Responsibility
v) HFIYUT Siere

Communication Skills
vi) S #H HF A Y AT
Ability to work in Team
vii) FHT AT FT gTaeT FIA H Q34T
Ability to meet deadline
viii) gferdy & fafaar 3k gw aEd
Regularity and Punctuality in attendance
“FafFas qui” f gHT AR

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

(31) [FTATcHAS &THAT FT Hedlwd (3H TS A A6l 30% i)

(C) Assessment of functional competency (weight-age to this Section would be 30%)

FIfe / Grading

) Al FrF & garar sk gy
Proficiency and accuracy in Stenographic work
i)y adafas ey
Inter-personal relations
i) WHTGT AeIgdT
Coordination ability
iv) WHTEHRT §UF, dee AR AW W ard A AR g §
qd A K cJagR-FUelar
Effective liaison, Initiative and tact in dealing with telephone calls &
Visitor
“FTACAS G&TdT I §AT Fife (| & iv)/4
Overall Grading on “Functional Competency” [(Totali to iv)]/4
Roqoft : woar A @ 78 T F I A, gIH F IAF wAg F AW AT F N3 W amuiRa g

Note: The overall grading will be based on addition of the mean value of each group of indicators in

proportion to weightage assigned.




drATT /| GENERAL

HIT - 4
PART-4
STl & WY WIE (ST FET A1) 8)|
Relations with the public (wherever applicable) :
(oI STl HY HAFR TF TET ITh AraeTHaRdt & gfer SHH repihameiierar w fevqof )

(Please comment on the Officer’s accessibility to the public and responsiveness to their needs)

FIRIGTOT (g sftwt it ForRar AR FE awrar # gUR aW &g afew @t @ 3uF wfler F e Rwler &)

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

Fareeg 1 AT / state of Health :

weafassr (Faa1 FftE i Feafser W ool #)

Integrity (Please comment on the Integrity of the Officer)

FAGR ot & ufa @ wRa 39F wwg o & waw F aRF 1 AweeT (aeremr 100 reat H))

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

ROEF AP-3 F WS F, @ AU 7T & G ¢ A & YR W 10 & YA W AT Fifeghy fife

Overall numerical grading on the basis of weightage given in Section A,B & C in Part-3 of the Report

R e ae 3RF & gEanr

Signature of the Reporting Officer.......ccccvrninnnnnenneensiescissnnnne
ATH WTE AR H

Name in BlIOCk Letters........cocveeiivinesinessnnninesisse s snssasseenae

GGATH/ DESIGNAtION......uiveiccrieeseerircsccnsesnesssesssnenssenssesnenssesssnsasanas

............................ AEBT . / AT

Mobile No. & EMail ID.......ccceeeeeeeeeenenenenrenennsnmessssssessssassens

During the Period of Report..........ccccevirrisnnsncessssencnssssensnsnnsnns
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CERTIFICATE BY THE OFFICER REPORTED UPON FOR HAVING SEEN THE APAR

This is to certify that | have gone through the assessment given by the Reporting / Reviewing Officer in
my APAR for the year

| have ho comments to offer.

| will submit my representation to APAR cell / Administration within 15 days from today failing which the
assessment /grading may be deemed to have been accepted by me.




