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ST fAfeer™ar sEanfddT/ Jamia Millia Islamia
el afda/aRs dafhe deds,/ dafhe Fers/MYiafte & fav
aiffer wr fasure Heaipa Rare

ANNUAL PERFORMANCE ASSESSMENT REPORT FOR PRIVATE SECRETARY /SENIOR
PERSONAL ASSISTANT /PERSONAL ASSISTANT/ STENOGRAPHER

FraTerg /Hera / fasmr:
OFFICE/FACULTY/DEPARTMENT:

g a¥/3mafy & Rae

REPORT FOR THE YEAR/PERIOD ENDING

dafther <aNT- PERSONAL DATA- H9T PART-I

1. 33fPRY &1 A
Name of the Officer
2. UGdAH
Designation
3. e fafy (Ra/ader/ag)
Date of Birth (DD/MM/YYYY) : / /

4. o A5 3 Tarh Bafs & RR

Date of permanent appointment
on the present grade

5. U ddd
Pay Level
6. AaIfOTh EdTT

Educational Qualification

7. w1 HUBRY 3e. SAid/37e. STeollid/
=g Uoer a9 & Fafda &2
Whether the Officer belongs
to SC/ST/OBC

8. a¥ & R & (WfveTor, Pedt 3nfe & FHRoT) |
Jequfeafa & 3mafQ| afg s wifde 3 aReror fom
¥ o saeT faeRoT &

Period of absence from duty (on account :
of Training, leave etc.) during the year.
If he /she has undergone training, specify.
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9. a¥ & e o URNEToT HRIFAT H HWT
foram s&epT faraxor
Training programmes attended during
The year

10. R 3@ & ke gag 3Ry

T ATH TUT UeAtH

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

Q-_CI'-Q:]\FCIW SELF APPRAISAL #19T PART-2

(g it fir RO fordy Sl &, 39F gRT $_T A0)
(To be filled in by the Employee reported upon)

(Pom URABAT @ A & Ugel HGAT Bl LAY TS o)

(Please read carefully the instructions before filling the entries)

1. a§/3afa & N e, S PO ds 3k gRT fohe a0 st o afera faaror (faaror
100 et 3 for@r ST @nfen)
Give brief description of the work done by you during the year/period from
to (The resume to be furnished should be limited to 100 words):
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2. mﬁﬂﬁwaﬁaﬂmaﬁﬁaﬁaﬁmm@ﬁﬁ?MHHq?rqldlqlrl
F1 o Soor@ B

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

3. PUAT 30 HrATerT 3eedt H WA & 31 @& eepdl aur HRom, afg HI$ &, ar a1 dag #
Soold H|

Please state, briefly, the short falls in your input and reasons therefore, if any.

4, PUA Seol@ P fF F qdadi Hee a¥ 1 Igd dufy ariie faaeh AuiRa akme s
Foizy ¥ F ARGl a¥ H 31 JFA db gof BT & 7 M| Ifg AE A ARoT g WA fq
alrg fordt o)

Please state whether the annual return on immovable 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.

...................... I & aret AP F gEaATeR
Signature of the Officer reported upon
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2.

4
Raiféar 3R grT ufddea - & il

REPORT BY THE REPORTING OFFICER — PART -III

FT AET-2 & faaRer ¥ Raiféer 3@ geaa & afe a&, ar frg dem g 3weeaa § 3k

FIT HROT &2

Does the Reporting Officer agree with the statement made in part2? If not, the extent of

disagreement and reasons thereof.

UAe B 6 RAAuanst & for Ruifesr wffeil gR1 1-10 & Tha d T&acHs AT & Sy

TIfRT, STl 1 TOH ~gTdA T JAT 10 TIH 3TIAH IS A AT ¥

Numerical grading is to be awarded for each of the attributes 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.

(Puar gl A WA F ugd fGen-fAdel o waegds ue o)
(Please read carefully the guidelines before filling the entries)

@ fAdTa SR &1 oA (3T AT HT ST 40% BIEM)

(A)  Assessment of work output (weightage to this Section would be 40%)

Afsar Grading

i) @& & qqurar Quality of work

il) caTgaTAe sierer & TR Level of professional skill

iii) MUAT Td WA MUAT JUT HETSNT H Auea d aaadaan
AT @ Hr Aogdr

Trust worthiness in handling secret and top secret matters
and papers

iv) B (ENsrie) Sl 1 ReTOT 3R Jad!, AaTTchRY
g & AT S BT B TFAT W UG LA

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

fia " & 3MUR W AT AT (T [[F iv])
Overall Grading on ‘Work Output’ (Total [I to iv])

3mIeR Initials
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I

(@)  afhora fAAWAT3T T HedTehe (T8 HIIT BT AT 30% BIIM)
(B) Assessment of Personal Attributes (weightage to this section would be 30%)

AT Grading

i) T & ufa W&Ir Attitude to work

ii) gfg, 3cgaar Intelligence, keenness

111) 3TIRAMTHA T 3R&T0T Maintenance of discipline

iv) [3FAeRT @1 ar Sense of responsibility

v) FowoT dhierel Communication skills

vi) &F F & A & Fegar Ability to work in team

vil) TFEIHEET & S U S H AeIar Ability to meet deadline

viii) 3ufeafa & fAafaar aor o e

Regularity and Punctuality in attendance

cafehora fauansit & 3nuR R FHT AT (T [1 F viii])
Overall Grading on ‘Personal Attributes’([I to viii])
3maeY Initials

(@)  UBRICHS FETAAT & Hedihd (S HET & dH 30% &)
(C)  Assessment of functional competency (weightage to this section would be 30%)
AfEar Grading

i) amyfafthra & d ydorar qar year
Proficiency and accuracy in Stenographic work
il) WER afthard @94 Inter- personal relations
iil) §H-ag o &1 F@eaar Coordination ability
iv) g HUS, Ugd b T SellBld Pied dAT AP & T
JHTIRMT cIaER
Effective liaison, Initiative and tact in dealing with telephone
calls & visitor

‘TS TETAAT S HUR W FAT IRT (P [[H iv])
Overall grading on ‘Functional Competency’([i to iv])
3MIER Initials

Al Note: b & YA U & fow UG de¢ar & IqaR Fafa GHgl & 3ad 3idt & AT qA7a
AT FT ITUR BT
The overall grading will be based on addition of the mean value of each group of
indicators in proportion to weightage assigned.
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HATIT PART-4
A1AT=T GENERAL

ST & A1y J§a9 Relations with the public (& @19] & wherever applicable)
(@UaT Sar & fou RS d6 agaa Y I IR ST A IaThAIS & e hed W
feogufy )

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

gfr&tor Training
(U AFRABRY H B &TAT3 F W FUR vd gaifaar & e H ¥ @ 375 ufefor H
famIiRer &3

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

Tareey f&ufa State of Health

geafasr Integrity
(pun 31 T gcafasr X ferguft & Please comment on the integrity of the officer)
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5. Raifeer HfRISRY gRr AR B Fared FaAWarsit &1 FeRxor (d9re7er 100 et ), fowsd awed
819 Ud A FIALY &1, HATIROT SUATCUA], HAecaqul IJEHAIAT Td HAR a9t & gia 3ifAgia
AT &l |
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.

6. RO & ar-3 & @3 v, ff AR & A7 [uaw 3T & 39R | F7@7 Geareds Jfs|
Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3

of the Report.
Y AP & gedeR
Signature of the Reporting Officer
ATH TUE e H
T Place:......cooceenee. Name in Block letters:
UcaTH
fedr® Date:..................... Designation:
Rare & rafa

During the period of Report:
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gATdellehed 3SR T HRFRHAT H191- 5

REMARKS OF THE REVIEWING OFFICER - PART-5

gaﬁr»m—cr 3fAFRY & 379t Far 3afd Length of service under the Reviewing Officer

T 3T HIT-3 T HAET-4 & AT Hrd qar Afdes qoil & d9u d Raféar 3feir grr e o
ATl @ FedAd & T 31U RGN A IEURT YTt/ Aecaqul Saheldrait & Fae o
R T Hediehad | TeAd 2

(e 3ma Ruiféar 3R gRY fohw 71T fawdr3it & ford) HEaTcad Hedidh § Tedd el & af 3T
PUAT HUAT Hedichel S8 TS 3 T 0 ToH 3 & U 3uel gfaf¥ai w maer o)

Do you agree with the assessment made by the reporting officer with respect to the work output and
the various attributes [ Part-3 and Part-4? {Ref: Part-3 and Part-4 (5)} (in case you do not agree
with any of the numerical assessments of attributes please record your assessment in the column
provided for you in that section and initial your entries):

HEA e U 3 Pum sadh HROT adTd! a1 Bis VY a1 & R 370 B TgTa A1 ShseA dred © ?

In case of disagreement, please specify the reasons. Is there anything you wish to modify or add?

SR Contd. ...P-9/-



4. gAfdelter 3SR gRT fear T feror| pu=n 3wt ff A dered & vd 3Hd FAAR g9t
& ufa sfgia afed s@dr FaEd AAuAT3 & ar 7 fevqoft (@ememr 100 et #) A

Pen picture by Reviewing Officer. Please comment (in about 100 words) on the overall qualities of the
officer including area of strengths and lesser strength and his attitude towards weaker section.

5. RaE & @s-3 ©, ff 3 & & YR W G717 G&ATcHD AfSaT|

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

gAfdahe HABRT & TEATER

Signature of the Reviewing Officer

AT TUE HERT A
Name in Block letters:

TYTT Place:.......coeueeeee. S[-CIE2
AT® Date:.....eee.. Designation:
YAIE & 3afy

During the period of Report:
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