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WALLED CITY OF LAHORE AUTHORITY
GOVERNMENT OF THE PUNJAB
26" September 2016

INOTIFICATION

No.DG/WCLA/S.Regulations/2016(8074) In exercise of the
pdbwers conferred under section 50 of the Walled City of Lahore
Authority Act 2012 (XXXVI of 2012) with the previous approval of the

Government, the - Authority is pieased to make the followmg .
regulations:
CHAPTER 1
PRELIMINARY
oAl e 1o ;Shﬁ!!«miﬁ and commencement.- (1) These regutagrqns may

" be cited’ as ‘the ‘Walled’ City -of ;{'ahdre " Alithority (Appéintment and
Conditions) Service Regulations 2016.

2.

AN

(2) They shall come into force at once.

(a)

(b)

(©

(d)

{e)

(fy

‘(9)

.Definitions.- (1) In these regulations:

“Act” means the Walled City of Lahore Act 2012
(XXXVI of 2012); '

“allowances” means -an amount to which an

"~ employee-of the Authority is entitled in respect of his

employment or deputation with the Authority and
includes amount payable in respect of conveyance,
fuel, medical and utilities under the regulations;

“benefits” means.-an advantage to which- an
employee is entitled in relation to his employment
with the Authority;

“committee”. - means the relevant commitlee
constituted under the rules;

“duty” means the performance of the normai official ‘
work ip the Authority and time spent on training or
courses, conferences and meetings with the
approval of the Authority, compulsory waiting for
posting, attending obligatory departmental activities,
service as a probationer, joining time .and journey
from and to the place of posting;

“regulations” means the Walled City of Lahore
Authority . (Appointment and Condntlons) Servu:e
Regulations 2016;

“rules” means the Walled City of Lahore Authcrity
Employees (Appointment and Conditions) Service
Rules 2016; and
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(h) “Schedule” means the Schedule appended to the
regulations.

(2) An expression used but not defined in the regulations shali
have the same meanings as assigned to it in the Act or rules. :

' CHAPTER II
RECRUL AT
" PARTI .
SERVICE OF THE AUTHORITY

3. Constitution and composition of the service.- (1) The
service shall comprise of the posts specified in the third column of
Schedule-I .and such other posts 'as may be determined by the
Authority. o
(2) The Authority, with the approval of the Goverhment, shatll:
(a) create new post as may be necessary; -
(b} change nomenclature of any post;
(c) upgrade or down-grade any post; and
(d) abolish any post.

4. Appointing Authority.- The appointment to the post shall be
made by the Appointing Authority in respect of each post on the
recommendations of the comimittee and any independent testing or
screening service approved by the Government.

5. '~ Method of appointment.- (1) The appointment to the post
shall be made by promotion, transfer or initial recruitment as specified
in Schedule-1. - : : . :

‘(2) The initial recruitment shall be made from amongst the
persons possessing such eligibility, qualification and experience and
fulfilling other conditions as prescribed under the regulations.

(3) The vacancies in the -Authority to be filled by initial
recruitment shall be filled on recommendaticns of the committee after
due advertisement of vacancies in. one English and one  Urdu
newspaper.

(4) The committee may hire the services of any independent
testing or screening service approved by the Government for
screening of the candidates who have applied to the post.

- (5) The committee shall hold interviews of the short listed
candidates on the basis of result of screening process.
PART 1I ‘ 7
ELIGIBILITY CRITERIA FOR RECRUITMENT

6. Age.- (1) The Authority 'shall~not appoint a person to a post who
is less than 18 years or more than 60 years of age. '

(2) The age mentioned in clause (1) shall be reckoned as on
the closing date for submission of the applications.
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(3) If a person is aiready in service of the Government or any
Government agency, the period of service already rendered by him,
for purpose of maximum age limit under the regulations may be
excluded from his age.

(4) In case of ex-Defence personnel, the interval between the
date of release from any Defence. Force of Pakistan, and the date of
re-employment in a civil department subject to a maximum of seven
years, and the whole of the period of service rendered by him in such
force shall, for the purposes of upper limit under the regulations be

. excluded from his age.

{5) The Director General, after recording.reasons in writing,
may relax the upper age limit upto five years on case to case basis in
exceptional circumstances, where a person with the prescribed
qualification under the regulations is not avallabie within the required
age limit.

7. Health.- (1) A candldate, who apply .to the~ post for
appointment, shall:

(a) possess good menta! and bodlly health; and

(b) free from any physical defect likely to mterfere with
the discharge of his duties.

(2) A candidate, after medical examination, prescribed by the
Authority, if found unfit shall not be appointed to the post.

8. Character.- An appointment by initial recruitment shall be
made subject to the verification of character and antecedents of the
candidate and recommendation made by the committee.

9. Qualification.- (1) No person shall be appointed by initial
recruitment unless he possesses the quallﬁcanon as prescnbed for the
post in Schedule-1.

(2) The experience, if prescribed in Schedule-I,shail:
(a) be treated as part of the required qualifications; and

(b) include equivalent experience, to be determined by
the Appointing Authority in a profession or in the
public or private sector.

CHAPTER III
APPOINTMENT TO SERVICE

. PART I
. INITIAL RECRUITMENT

10. Recruitment process.- (1) The Director concerned, where the
vacancy occurs, .shall initiate the recruitment process for any post
through request on the form mentioned as Annex-1 of the Schedule-II1
and forward to Director (Admin and Accounts) of the Authority.

(2) The recruitment process, mentioned under clause (1),
shall be initiated through advertisement of the post in at least two
newspapers one in Engllsh and one’in Urdu.

(3) The advertisement shall indicate: .

FE- X1
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(a) requisite qualification, experlence, age, closing date
of application; and

(b) the address of the office where the application is to
be submitted. -

(4 The testing or scree'ning service approved -by the

_ Gaovernment may prepare merit list after conducting screening process

of the candidates and forward it to the Authority as soon as possibie.
{5) The Director (Admin and Accounts) of the Authority shail:
(a) receive the merit list for consideration; and ) _
{(b) refer the merit [ist to the respective committee.
(8) The respective committee shail:

(a) hold interviews of the short listed candldates on the
basis of the merit list; and

(b) forward a final list of selectees to the Appointing
Authority. i
"(7) The Appointing Authority shall;
(2) consider the recommendations, received under
clause (6); and -

(b) issue offer of appointment to the candidates who faii
on merit, on the format (Annex-IV of the Schedule-
IIE).

{8) A candidate, to whom offer of appointment is issued under
clause (7), shall sign the offer of appointment and send it to the
Appointing Authority.

(3) The Appomting Authority shall issue appointment letter as

-per Annex-V of the Schedule-ilI,

11. Mode of appointment.- (1) The initial appointment to the pest
shall be made on contract-as per contract policy of the Government.

(2) The contract appcintment shall be made for a period of
three to five- years and may be renewable, on the basis of
performance, for a period of three to five years thereafter.

(3) The services of the incumbent appointed on contract basis,
if his period of the contract is not extended, shail automatic he
terminated after expiry of the period of contract.

(4) The contract appointment shall cease to have any effect
on attaining the age of sixty years.

(5) Subject to policy and instruction of the Government, the
services of the' employee appointed on contract basis may be
converted - regular basis.

PART I1
PROMOTION

12. Appointment by promotion.- (1) The appomtmem th'ough
promotion shall be made to the post:
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(a) in basic scale 19 and above by- selection on merit;“
and

(b) in basic scale 18 and below on the . . 5 of seniority-
cum-fithess.

(2) An employee, possessing quaiification, length of service

.and other conditions as specified for promotion under the Schedule-I,

shall be eligible for promotion to a higher post reserved for promot:on

in the cadre to which he belongs.

(3) The promotion to posts in basic pay scale 19 and above
shall be made by the respective Appointing Authority on the
recommendations of the respeactive committee.

(4) The respective cornmittee shall maintain order of seniority
of the employees. .

{5) The performance of the employee for promotion shall:

(a) be assessed by the ‘reporting officer and
countersigning officer; -

(b) reflect the:
(i) non-involvement of employee in an enquiry; or

(ii) penalty have been imposed or otherwise on
- employee; and
(iif) - other credentials or fitness to the higher post.
(6) The committee, for promaotion on selection on merit, shali

determine the suitability of an officer by considering the duties
rendered by him, duration and location of posts previously held by

~ him.

(7) The officers possessing well‘rounded experience shall be.
preferred for considering promotion especially on those who had
served with distinction in unattractive areas.

(8)' In addition to the varlety of experience, the incumbents
consider for promotion on selection on mierit, shall possess proven
analytical competence, breadth of vision, emotional maturity and such
other qualities as determine the potential for successfully holding
posts in top management.

(9) The promotlon to posts in basic pay scale 18 and below
shall also be made by the respectnve Appointing Authorlty on the
recommendatlons of the committee.

(10) The committee shall consider - the case of eligible
employees in the order of their seniority.

(11) The committee may:
(a) recommend an employee for promotion, or

(b) 'recommend an employee for supersession on the
ground of being unfit for promotion at the time of
consideration, or
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{c) defer consideration of promoticn of an employee
provided if: : '

(i) the confidential report dossier is incomplete or
any other document required by the
committee for determining employee’s fitness
for promotion is missing; or .

(i) disciplinary or departmental proceedings are

- pending against the employee whose

promotion case comes up for consideration
before the committee;

(it} the emp\oyeé does not possess the prescribed
length of service; or ;

(iv) the empioyee has not undergone the
prescribed training (if any). .

(12) The employee, who is deferred under clause (11), shall be
considered for promotion as soon as the reason for which he was
deferred ceases to eXist. '

(13) The employee, who is deferred, for no fault of his own, on
availability of missing documents or on completion of enquiry, if
exonerated, shall not lose his seniority.

(14) The employee, mentioned under clause (13), may claim
proforma promotion after promotion to regain his original seniority or
financial benefits. -

(15) An employee on deputation ‘shail be considered for
promotion only after he resumes duty in the Authority.

(16) An employee on deputation may before time intimated, -

expected time of his promotion by the Authority, for earning at least
one confidential report before his case comes up for consideration.

(17) An employee on deputation, if does not resume his duty in
the Authority as mentioned under ciause (16), his case shail be
deferred till his return or on the expiry of period of deputation and he
shall earn a confidential report for full one year after resuming duty.

(18) The full one years' report shall be necessary, mentioned
under clause {17), if he joins his post after an absence of more than
three years, during which he has not earned any performance
evaluation report. :

PART 11X
TRANSFER

13. Appointment by transfer.- An appointment by transfer may
be made from amongst the employees of the Government or any
corporate body, corporation or autonomous body, provided that the
person appointes to the post in its organization on regular basis and
possess the equivalent basic pay scale and rank as that of the post to
which appointment by transfer.is proposed to be made.

N
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14. Qualification for transfer.- An employee possessing the
qualifications and other conditions laid down for initial appointment to
the post, on which appointment by transfer is being made, shall be

considered by the concernad committee for appointment by transfer;

15. Seniority on transfer.- The seniority on transfer shall be
reckoned from the date of joining the post in the Authority.

CHAPTER IV
CTHER APPOINTMENTS

PARTI
" ACTING CHARGE, CURRENT CHARGE AND OFFICITING

16. Acting charge appointment.- (1) The Appointing Authority
may appoint an employee to the post on acting rbarge basis, till such

't|me he acquires the length of scrvice, if:

(a) feels in public interest to fill a post reserved for
: prometicn; or - ‘

(b} the most senior emplcyee, belonging to the cadre
otheiwise eligible for promotion, does not possess
the prescribed. lengih of service but has compieted
two-third of the requisite service.

(2) The acting charge appointment shall be made against
posts which are likely to fall vacant for a period of six months or more.

(3) On appointment on acting charge basis, the employee
<hall:

(a) assume full responsibilities of the post;

(b) exercise all statutory, administrative and financiai
powers vested in the regular incumbent of the post;
and

(¢) draw pay equa! to minimum salary for that post on
regular basis bu. the service rendered on acting
charge basis shall count for increrient:

Provided that on reversion the increment shail
be counted in his original scale on notional basis.

{4) The acting charge appointment shali not confer any vested
right for regular premotion to the post held on such basis.

17. Current charge appointment.- {1} If a vacancy occurs for a
period of less than one year and no adhoc appeintment is made, the
Appointing Authority may appoint the senior most employee who is
otherwise eiigible for promotion to that post on current charge basis,

(2) The current charge appointment shall automatically on the
expiry of ths term terminate for which the appointment was made.

18. Officiating basis.- (1) If a post falls vacant as a resuit of
deputation, grant of leave, suspension appointment on acting charge
or current charge basis of the incumbent, the Appocinting Authority
may make appointment against such post on officiating basis.
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(2) No person shall be promoted on officiating basis unless he
possesses the qualification and the prescribed experience for the post.

(3) The promotion on officiating basis shall be terrnlnated on.
-the avallabmty of the incumbent of the post. . |

PART II

DEPUTATION '~ i i oo

19. Deputation - 'An_employee shalt be- -on deputation, it she isx
appointed or transferred to a post in a cadre or service different fram-
, the one to which he permanently belongs.

20. Proceduyre.- (1) For transfer and -posting of employees on:

deputation baS|s, the following procedure shall be adopted

(a) all deputation related,matters shail be processed by
_administration department of the Authority;

" (b) the -transfér and posting of the employee on

deputation basis, to any: project or entity of the ‘

e Authonty, shall be made:.

T ERER T YN rolgH Gh7OPEn competition amongst the
) employee. within Authonty, and

(i) by advertlsing the post within Authority ina
- transparent -manner - by the administration
wing of the Author_ity;

(c) to be eligible to apply -against any such position, the
.. minimum required - Iength -of service with Authority
shall be four years;

(d) the administrative wing of the Auttwnty shalil
. shortlist the candidates from those who have applied
_and fulfilled the criteria ‘mentioned in  the
_advertisement (i.e. job description, job speciﬁcation,

- salary, benefits and time duration etc.);

(e) for basic scale 17 to 20 the short listed candldates
- shall be Interviewed. by the - committee. No.-
mentioned under the ruies, and .

() for basic scale 10 to 16, the short Ilsted candidates
. shall be interviewed by the committee No. II,
mentioned under the rules. :

(2) On the recommendation of the respective commitiee,
mentioned under clause . (1), the selected e plt;t\/ee may be
transferred on deputation basis on agreed terrns end ‘conditions, by
- the competent authority

3 I any Government or semI-Govemment organization or
any other organization working with Authonty through an
memorandum of understanding or any assignment or project in which
Authority is directly involved, ‘on requisitions a particular employee on
deputation by such Government or semi-Government. organization or
any other organization, the process defined under clause (1) shall be

[RERTTIE b L)) Fof <= .



exempted and the' case shall be dlrectly submltted to the concerned
comm:ttee

(4) “The employees may also apply agamst any . post or
vacancy of the Government or semi-Government organization on
deputation after approval from the'concerned committee.

Terms and conditlons - The terms and conditions of
deputation, either selected by Authority, applied by employee or on
the requisition of any organization. lmked wuth Authonty, shall be as
follows: )

21,

22

%

(a)

WJMMM&QM&

Q)

(i)

SIECh, gy

(b)

¥

i)

4

the salary and emoluments shall be paid by
barrowing agency, organlzation or project, if
the employee shall be transferred and posted
on deputation basis;

the employee shall niot be entitled to salary,

. emoluments, gratuity and any other perks and

allowances  from Authority during the

deputation period; and

the employee, if transferred and posted on
deputation basis, shall not be paid less than
his own pay scale and allowances.

eriod of deputation:

®

W

the maximum deputatuon pehod shall be three
years during the whole service with Authority;
and

the Director General may ‘extend the period of
deputation, mentioned under sub-clause (l),

- one time for a maximum period of two years in.

the public interest.

“Conduct and discipline.- The employee shall be governed by ‘
- the provisions of the relevant conduct and discipliné rules applicable to
the cadre or service to which he belongs.

23. Further deputation.-. After deputatlon, the employee shall

have to serve at least two years on deputation in Authority before
being eligible for further deputation.

24. Performance ‘and appraisal.- The performance appraisal
dunng the deputation period shall be:

(a)
_(b)

conducted on pattern provided by the Authority; and

carried by the borrowing agency or organization
where the emplovee is posted on deputation.

25. Withdrawal of deputation.- The Authonty may to. cancel or
- withdraw the deputatlon at any time without assigning any reason.

26. Replacement.- The replacement of the employee, if transferred

or posted on deputation, may be given subject to the approval of the
competent authorlty

Lo i’»..-/‘l'a‘lw

9 uf g
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"27. Travellng allowanee and joming time.- The traveling cost
and the joining time including joining time pay to join new post under
’ the borrowing organizatlon and for the return ‘joumney shall be:

(a)_ govemned: by the rules of the borrowing organizatlon

and
FON pau;_lr by the borrowing organization.
CHAPTER V
SENJORITY .

- 28, Senlority The inter-se seniority of the employees, in the same
grade in a functional unit, shall be determined: -

(a) In accordance with the order- of - merit  assigned by
the selection authonty, if employees appointed by
initial recruitment

_(b)  with reference to the dates of their continuous
‘ appo[ntment in- the scale, if employees appointed by
promotion or by transfer; provided that the date of
continuous appointment in the case of two or more
. employees-appointed to the grade is the same, the
older, if not junior to the younger in-the next below

scale, shall rank senior to the younger person.

Explanation-I: = If a person junior in a lower scale
is promoted to higher scale by superseding his -
senior and subsequently, the latter is aiso promoted,
the promoted first shall rank senior to the one
promoted subsequently

-I¥: Subject to the proyisions of the
regulations, a junior appointed to a higher post shall
_be deemed to have superseded his senior only if
both the juniof and the senior were considered for
the higher post and the junior was appointed in
preference to him; and |

(c) the seniority of the employees appointed by initial
_recruitment to the scale:vis-a-vis those appointed -
otherwise shall be determined with reference to the
date of continuous appointment to the grade;
provided that two dates are-the same, the person
appointed otherwise shall rank senior to the
" employees appointed by initial recruitment; provided
further that " inter-se -seniority of employees
belonging to the same category shall not be altered.

Explanation:

(i) In case a group of employees is selected

- ‘for initial appointment at one time, the
earfiest date on which'any one out of the

group joined the service shall be deemed

to be the date of appointment of all.
employees in the group; and

e &
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(i) similarly in case a group of employees is
appointed . otherwise their inter-se
~ seniority shall’be maintained as it was In

the lower scaie. :

29. Preparation of seniority fist.- (1) ‘A seniority list of alt the
employees shall be drawn up graded cadre- wuse, for each dlrectorate

by the Appointing Authority
(2) The senlority list, if issued first tlme, shall be
. (a) marked provisional; and

(b) circulated to the concerned employees for inviting
: objettlons or representations thereon, if any.

(3) The mistakes, pointed out under clause (2), shall be
rectified by the competent authority and any: general or specific point
raised in the representations shall be examlned and disposed of as it
may deem fit.

-(4) The final seniority Ilst shall be issued after settled all the
ob]ectlons or representations, if any, under clause (3)

. CHAPTER VI - :
APPOINTMENT ON CONTRACT

'30. Conditions ‘for appointment on contract.- (1) The
appointment on the basis of contract to a post shall be made, if it is:

(a) not possible to fill a :post on regular basis;
(b) In the interest of the Authority; .and '
(c) in accordance with the policy of the Government.

(2) The appointment shall be made on contract to a post on
. spedfic terms and conditions as per the Contract Appolntment Policy,
" 2004 of the Government. ~ -

31. Pmeedure for appointment on contract The following
procedure shall be adopt for appointment, to a.post on contract
(a) - advertisement in print media:

() the administration wing of the Authority shall
prepare the -advertisement to be placed in
print media for the recrultment against vacant
post;

() the advertlsement shaII clearly and succinctly

‘ contain:

(aa) the summary. of the job description, job
specifications, as per Schedule-1I; )

(bb) mode of submission of application and
documents. (if any);

(cc) complete address of the agency; and

(dd) the closing date for submission to the
national testmg serv:ce or any other
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(b)

)

(d)

agency approved by the Government
and .

(iii) the time for closing date for filling of a vacant
post shall not be less than fifteen days,
however, in case of exceptional circumstance

. " the time for closihg date may be shortened or
extended with the prior approval of Director
General and ' publication. of corrigendum
accordingly.

short listing of the candidates:

(i) the  applications received against the
advertised vacant post, within the closing
date, shall be scrutinized by the national
testing service or any other approved agency
of the Government on the format as given in
Annex-TI of the Schedule-1III; and

(1) the appropriate potential candidates shall be
short listed as per the criterion in the
advertisement for the written assessment test.

selection procedure:

.(i) the national testing service or any other

agency approved by the Government shall
after scrutinizing the applications, hoid
examinations for the -eligible candidates, and
prepare a list of candidates on the basis of
marks obtained by them in the written tést;

(i) the national testing service or any other
agency. approved by the Government shall
send  its recommendations to the Director
General who shall forward the recommendations
so received to. the respective committee for
holding interviews and determination of merit;
and

(i) the committee, as ‘per a resuit of interviews,
shall prepare the merit list and send it to the

sy . Directot (Admin and Accounts) of the-Authority = <"
who shall, in turn, seek approval of ‘Appointing - -

Authority.

ffer of intment on

(i} the selected candidates may be offered a
contract appointment (in duplicate) for a term
of three to five years including the salary
package and terms and conditions of
employment, job description and a request to
the successful candidate to respond to the
offer within the specified time not exceeding
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(e)

®

O]

‘fourteen days of the communication of the
offer;

(i) the candidates who return offer of
appointment duly acknowledge shall be:

(aa) issued a letter of-appointment containing
. all terms . and: cond:tlons related to the
job; and

fortnight and. no extension shall be

allowed in the joining time; and
(iii) if the successful candidate refuses the offer,
given- under sub-clause (i), the alternative
candidate falling next on the merit list,

. prepared by the relevant committee may be
. offered the job.

validity of degree:

(i) only full time degree program, Executive
Master’s - degree program or four years’
Bachelor's degree program shall be accepted
for recruitment of any person on a post;

(i) online degrees program shall not be accepted
for recruitment of any person on a post; and

~ (iii) the degree or certificate of the candidates who

accept the offer and join duty shall also be
sent to the concerned certificate or degree
awarding institution, Board or Unwersuty for
verification.

counting of experience:

the experience, counting for recruitment of the post,
shall be those who earned by the candidate as full
time experience after acquiring the Trequisite
qualifications.

verification of antecedengs

. 'the ;antecedents. of the selected, -candidates, shall be
- verified- from - polbce .or. other scurces, to “the
. satisfaction of the Appointing Authority.

maximum age limit:

no candidate beyond thé age of ‘sixty (60) years
shall be considered or short listed for any position.

renewal of contract: -

(i) the contract of the employee shall be renewed

on basis -of his performance rendered by him
during service for the Authonty, and

(bb) directed to join his post within a.

nr
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»

(i) the contract of the employee who have
‘reached the. age of sixty years shall not be
renewed; however he shall be allowed to
complete the period of the last contract they

. have aiready been given before attaining the

age of sixty years, provided that further
contract renewal shall be till the age of
superannuation i.e. sixty years.

CHAPTER VII
i . POSTING AND TRANSFER

32. Transfer to equivalent post.- All employees shall be liable to
serve anywhere against equivalent post in the Authority.

33. Transfer within the Authority.- (1) The Director (Admin and
Accounts) of the Authority may transfer employees holding posts in
basic pay scale 16 or below.

(2)  The transfer of an employee, in basic pay scale 17 and
above, shall be made by the Director General. -

(3) The Appointing Authority - may transfer an employee in
public interest to another equivalent post in any other directorate of
the Authority from which he does not belong.

CHAPTER-VIII
TERMINATION OF SERVICE AND RESIGNATION

34. Termination.- (1) The services of an emplovyee, wh6 may have
been appointed on contract, shall- be terminated on the expiry of
period of his contract.

(2) On retrenchment of posts in Authority, the services of
junior most employee shall be terminated. '

35. Resignation.— (1) Subject to any other law for the time being
/7~ -force, the temporary or permanent employee may resign from his
post. ’ .

(3) The resignation, submitted under clause (1), shail not
become effective unless it is accepted by the Appointing Authority.

(4) Tili such time the resignation is accepted, the employee
shall continue to serve and cannot absent himself from his duties -
without proper leave. .

(5) Any violation of clause (4) shall amount to misconduct and
the employee shall be liable to disciplinary action. '

(6) If an employee after submission of his resignation
withdraws it before acceptance; the resignation shali be deemed to
have been withdrawn.

(7) If an employee withdraws his resignation after its
acceptance by the Appointing Authority. but before it becomes
effective, before the employee is relieved,. it shall be open to the .
authority which accepted the resignation to aliow the employee, on
‘the merits of the case, to withdraw the resignation.
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(8) - The resignation of an employee shall not be a'ccebted, if
any disciplinary proceedings are contemplated or are in progress.

(9) The employee submitting his resignation shali be reqmred
to clear all dues payable by him.

(10) The resignation shall be submitted by an employe'e
through his immediate superior officer to theé Appointing Authority
accompanied by the following information: -

(a) whether any disciplinary proceedings are pending or
contemplated against him; '

(b) Wwhether the employee is required to serve the
Authority for any specified period in accordance with
his terms and conditions of appeintment or any bond
or understanding in connection with the grant of
leave, course of instructions or training etc. and if
so, whether that period has expired and if net,
whether any money spent on his training
recoverable from him has been paid by him and;
and

(c) whether any other dues recoverable have been paid
by him.

CHAPTER IX .
PAY, ALLOWANCES AND. PERQUISITES

36. Pay.- (1) An employee appointed to a post shali, in accordance
with the regulations, take the pay and.allowances sanctloned for such
post.

(2) The basic pay scales scheme of the Government shall be
applicable in case of employees. ’

(3) An employee, on initial appointment, shall take salary at
the initial of the relevant pay scales plus allowances.

(4) The salary of an employee, on appaintment to .a higher
post by promotion, acting charge basis and current charge basis, shall
be fixed as per provisions of pay revision rules of the Government.

37. Annual increment.- (1) -An employee, who reaches the
maximum of his pay scale, shall take the benefit of annual increment
beyond the maximum of pay scale till he attains the age of
superannuation or is promoted to next higher scale subject to the
concerned employee has put in six months or more service which
counts for an_annual increment uniess withheld under the rules.

(2) The annual increment, mentioned under the clause (1),
may be treated as personal pay of an employee

38. Medical treatment.- (1) The employees shall be take medncai
allowance for outdoor treatment as permissible under pay revision
rules.

. (2) The expenditure incurred on indoor treatment_ of
employees and their families shall be reimbursable.
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39. Honorarium.- The honorarium may be granted to an emplcyee
by the Director General for any of the following reasons subject to a
maximum of one basic pay: '

(8) more efficient maintenance of equipment resulting in
saving cost and/or less wear and tear;

(b) improvement in - ﬂn'ancia\ and administrative
efficiency resulting in direct saving of time, staff or
money; ) )

(c) extraordinary.service to the Authority resulting in
: increased revenue; or

(d) exceptional devotion to duty.'

CHAPTER X
LEAVE AND TRAVELLING ALLOWANCE

PART I
Leave .

40. General.- {1) The service rendered by an employee, after
completion of contract period and if is allowed to continue in service,
shall qualify to earn leave but no leave shall be earned during the
pariod of leave.

(2) The Revised Leave Rules, 1981 shall be applicéblé to the
employee. ’

(3) No leave earned shall be en‘éashablé except the leave
preparatory to retirement permissible as per the Revised Leave Rules,
1981.

(4) The extra ordinary leave without pay, ‘once availed shall
not be convertible to other categories of leave. o

{5) The Appeinting Authority or leave sanctioning authority
shall maintaln - and keep proper record relating to the leave of
employees. ) B

PART 11
Casual Leave

"4i. Casual leave.- (1) An employee may avail upto twenty four
days casual leave in a calendar year. : .

{2) The casual leave may b2 granted in conjunction with
Sundays and public holidays but not with any. other kind of leave.

(3) The total period of casual leaveé, if combined with holidays
shall not exceed fifteen days at a time.

{(4) The holidays candwiched between casual leaves shall be
_courited with casual leave and debited to the casual leave account.

{5y The ‘casual leave account shall bz maintained by the
sanctioning authority of casual leave.

(6) The casual leave account shall be closed on transfer of and
employee from the department or. office -and sent to the office to
which the empioyee is transferred.
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PART III
Travelling Allowance

42. Travelling aliowance.- (1) The travelling aliowance shall be
granted to an employee to cover the expenses which he incurs in
travelling for official business of the Authority.

(2} The provisions of Punjab, Government Travelling Aliowance
Rules shall be applicable in case 'of travelling allowance or daily
allowance claims of the employees of the Authority.

42. Travel ailowance for persons other than employees.- (1)
The Director General shali determine the category of a person other
than employee of the Authority when he is deputed to trave! in
connection with the official business of the Authority,

(2) A person other than employee shall draw travelling
allowance or daily allowance accordingly as: per category determined
under clause (1), * ’

44. Travelling expenses on transportation of dead body.- (1)
If an employee dies during service, his dead body shall be transported
to his place of residence on expenses of Authority and his family
members shall be aliowed travelling allowance or dafly allowance as
per entitlement of the deceased employee while in service.

(2) The charges for creation of wooden box for carrying the
dead bpdy of an employee shall also be reimbursable.

45. Foreign visit.- (1) Any foreign visit on Authority’s business or
foreign training shali be undertaken with the approval of the
Government.

(2) The rates of travelling allowance in foreign exchange and
other charges to be incurred on the visit or training shall be applicable
as notified by the Government.

CHAPYER X1
TRAINING

.46. Training need assessment.- (1) The assessment of training

needs shall be made te Identify performance requirements and the
knowledge, skills and abilities needed by Authority’s workforce to
achieve the requirements. .

(2) The ti—aining need assessment shall be made by -the

* reporting officer while initiating performance appraisal report of the

employee.

(3} An effective training needs assessment thus shall address
resources needed to fulfill organization mission, and strategies as per
template of training reed assessment form as per Annex-VI of
Schedule-I11. '

47. Local training.- (1) On the basis of training need assessment
the Authority or the Director General may determine the local training
of short duration to be arranged ‘by the Authority for employees in the
institutes providing training.



THE PUNJAB GAZETTE (EXTRAORDINARY) DECEMBER 13, 2016 2991

{2) The Authority may organize workshop or seminars for its
employees for improving specific professional skills.

48. Foreign training.- (1) The fcreign> training, courses or
seminars for the employee shall be conducted with the approval of the
Government. :

. : (2) The majority of foreign training, courses or seminars,
- offered toc employee, shall be those who shall be fully sponsored by
different international organizations or funded by the Government.

(3) The training Invitations that entail financial implication
shall be governed by policies or instructions of the Government,

(4) After the invitation for nominations of training are
received, the administration wing of the Authority shall forward the
summary of the course invitation to the Directorates of the Authority.

(S) An employee nominated for a training course, shall be
required to have minirum length of service of five years with the
Authority. *

(6) Both t'he‘nominations received from the Government for
facilities and advartised scholarships, shall be finalized by the
competent authority or Director General. -

(7) An employee, who is selected for foreign training program
by the sponsoring agency through advertised scholarship, may be
aliowed to avail the facility with the approval of the Director General,
provided that:

(a) the application‘for the scholarship was submitted
through proper channel; ’

(b)'. the training program is related directly to his
assignment and is useful for the Authority;

{c) the entire expenses during his stay abroad are borne

by the sponsors and therc is no financial liability of
- any kind on the Authority;

(d) the employee gives an undertaking to the Authority
that he on completion of training program shall
come back and serve the Authority at least for three
years.

' 49. Intimation to employee.- (1) The administrative or human
E resource wing of the Authority, as soon as an employee is nominated
for foreign training, shall:

(2) inform such employee about his nomination; and

1]

(b) provide him the requisite documents t¢ be required
by the sponsoring agency,

(2) The administrative or human resource wing of the
Authority, subsequent to acceptance of nomination by the sponsor of
training, shall facilitate the employee concerned by issuing him no
objection certificate and visa recommendation letter. ‘

i
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50. Second nomination.- {1) If an einployee has successfully
attended foreign training, course, seminar, workshop, cenference,
meeting or visit, a gap of three years shall be required before he is
nominated for any other training. :

(2) The conditicn, mentioned under clause (1), may be -
relaxed by the Director General, if it is necessary in the interest of
Authority to neminate the employee for availing second facility for
training, course, seminar, workshop, conference, meeting or visit.

51. Presentation on retuin from training.- On return from

training, the trainee employee, who has availed training, shall be

required to make a presentation to the management, within fiffeen
days of his return to disseminate the gained knowledge

52. Sureties and bar.- (1) The employee who takes ber:fit of
training or study visits, sponsored by the Government or foreign
funded, shall sign a bond, starting from the date of 'his return,
undertaking that he shall:

{a) continue service with Authority for a minimum
«  period of three years; and

(b) notto seek an employment outside Authority.

{2) The administrative or human ‘resource wing of the
Authority shall cause the surety bond to be sighed by the nominated
employee before proceeding to foreign training.

(3} If an employee refuses to attend training subsequent to
selection by the sponsoring organization without providing a solid
justification, he shali be barred for three vears to take any training
course, serninar, workshop or study tour as appiicable on him.

53. Failure or refusal to continue service.- If an empioyee fails
or refuses to continue service with Authority subseguent to attend the
training at abroad, the Authority ray enchase thea-bond in terms of
tha bond signad by such employce and take such other action as
deemed apprnpriate in accordarice with faw.

54. Regujar study abroad.- The employees desirous of pursuing
regular study abroad, at least degree levai, reievant to their job ang
alsc beneficizl for the Authority in a reputable institute or University,
may be allowed study leave by the Director General.

E5. Fereign visits or study tours.- (1) The study tours or foreign
visits on expenses of the Authority, without the approval of the

-Government, shall not be permissible.

(27 the travel expenses =znd daily allowances in foreign
axchangs., =~ study tours or foreign visits on  expenses of the
Authcrity il be allowed as per policy of the Covernment.
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' CHAPTER XII
RETIREMENT AND TERMINAL BENEFITS

PARTI
RETIREMENT

'56. Retirement from service.- An employee shall stand retired on
completion of sixty years of service.

57. Pre-mature retirement.- (1) An employee may request for
pre-mature retirement after completion of twenty five years of service
. qualifying for pension. e

(2) An employee, if desired to pre-mature retirement as
mentioned under clause (1), shall submit . request for voluntary
retirement at least three months before the declared date for such
retirement. : )

(3) . An employee; if intends to avail leave preparatory to
retirement, shall have to put one year service more. :

58. Re-employment.- (1) The re-employment of an employee,
after the age of superannuation, shall be discouraged.

(2) A retired employee, a retired Government servant or a
retired officer of .armed forces, in exceptlonal - cases, may be re-
employed on conttact on terms and conditions as per re-employment
policy of the Government: .

(a) to meet the shortage of 'suitably qualified and
experienced persons; or : .

_ (b) if replacement from the existing staff is not available

59. Pension.- (i) The regular employee, on retirement from
service, shall be entitled to receive such pension or gratuity
permissible in accordance with the Punjab Civil Services Pension
Rules. : : )

(2) On the event of death of an employee, whether before or
after retirement, his family shall be entitled to receive such family
pension, as prescribed under the prevalling pension rules of the
Government. :

(3) No pension shall be adm|ssiblé- to the.emplbyee who is
dismissed or removed from service for reasons of discipline.

- (4) The Authority, in extremely deserving cases, may sanction
compassionate allowance to an employee who Is dismissed or
rerhoved from service for reasons of discipline, not exceeding two-
thirds of the pension or gratuity, which shall have been admissible to
him if he had been by bodily or mental Infirmity incapacitated for
further service on the date of such dismissal or removal.

(5) If the determination of the amount of pension or gratuity
admissible to the employee is delayed beyond one month of the date of
his retirement or death, he or his family, as the case may be, shall be
paid provisionally . such anticipatory pension or gratuity as may be
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determined by the Authority according to the length of service of the
employee which qualifies for pension or gratuity.

(6) Any overpayment consequent upon provisional payment,
mentioned under dlause (5), shall be adjusted against the amount of
pension or gratuity finally determined as payable to such employee or
his family. : C

60. . Pension contribution.- (1) if an employee is allowed for
deputation to some other organization, then that organization shall
send the. pension contribution, on the rate prescribed by the
Government, to the Authority for the period of deputation with’ that
organization. » R

(2) For payment of pehsion to the 'employees, the Authority
shall establish pension fund. . '

61. General provident fund.- (1) All regular employees of the
Authority shall be eligible to join the general provident fund.

(2) An employee who has completed two years of service shall
subscribe to the general provident fund. ' :

(3) The empioyees shall monthly subscribe to the generai
provident fund at the prescribed rata. L

(4) The subscription shall be dedhc‘ted from the salary of the
employee on monthly basis. . .

(5) Whenfa subscriber . is sent on deputation, he shall remain
subject to the general provident fund and shali send subscription
monthly to general provident fund. :

(6) The Punjab General Provident Fund Rules, 1978 shall be
applicable to the employees. : B

. (7)  The Authority shall create the Wailed City Lahore Authority
General Provident Investment Fund for employees from the deduction
of the pay of such employees. .

PART IY _
Terminal Benefits to the Families of Deceased

.62, Payment in case of death of employee.- (1) If an employee

- dies. during service, the four months’ salary plus allowances on
monthly basis (on the basis of pay last drawn) from the date of his
death shall be granted to his family. - .

" (2) The salary, granted under clause (1), shali be in addition
to other benefits admissible to the family of the deceased employee
under the rules. :

63. Financial assistance to family.- (1) The family .of an
. employee, who dies in service, shall be entitled to lump sum financiai
~ . assistance on the following rates: N )

Basic Pay Scale | Rate (Rs))
1-4 [ 400,000/
5-10 600,000/~

Ledu Sededy 2 S (But) . ’ 2
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1115 800,000/-

' 16-17 ~1000,000/-
18-19 - 1600,000/-
20 & above 2000,000/-

(2) The Authority may revise the rates of financial assistance,
mentioned under clause (1), keeping in view the financial position and
the policy of the Government, ‘ '

(3) The financial assistance, granted under clause (1), shall
be: s ’

(a) sanctioned in each case with the approval of Director
ngeral; and

(b) paid to the that family (as-defined in pension rules).

64. Group insurance.- The Authority shall make arrangements
with the State Life Insurance Company or the other insurance
companies for the group insurance of jts employees for which the
Authority shall create weifare fund. ) .

65. Payment of claim under group insurance scheme.- The
family of the employee who dies during service shall be entitled to
claim the amount under group insurance scheme at the rate
determined by the Authority as a result of agreement with the
Insurance Company or other insurer. ’

' ' CHAPTER XIII
MISCELLANEOUS

66. Accountability.- Subject to the Act, for the purposes of
efficiency, discipline "and accountability- of the employees, the
provisions of the Punjab Employees Efficiency, Discipline and
Accountability Act 2006 shall apply mutatis mutandis to the
"employees. . :

67. Performance evaluation reports.- The performance

evaluation reports of the employees shall be. made as per the forms
mentioned at Annex-VII to X of the Schedule-11f.

- DI OR GENERAL
ALLED CITY OF LAHORE
A AUTHORITY
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Terms of Reference.
Director Admin& Accounts (BS 19)

Job Description:

Admin and Accounts:

Analyze and present financial reports in an accurate and timely
manner; clearly communicate monthly and annual financial
statements collate financial reporting materials and oversee all
f‘nanmal project/program and grants accountmg _ _
Coordinate and lead the annual audit process, lisise with external
auditors and the finance committee of the board of dlrectors assess
any changes necessary. :

Oversee and lead ‘annual budgeting and planning process in
conjunction with other departments of WCLA and review all financial
plans and budgets;

Monitor progress and changes and keep the Director General of WCLA

* well informed with the financial status.

Manage organizational cash flow and forecasting.

Implement a robust contracts management and financial management/

reporting system; ensure that the contract billing and collection

schedule is adhered to and that financial data and cash flow are steady

and support operational requirements.

Effectlvely communicate and present the critical Fnanaal matters to
the board of directors.

To manage Salary. administration and benefit programs of WCLA

employees.

Budget development and management of different schemes and

pro;ects

To Develop WCLAS HR policies and procedures and oversee

implementation of same. ‘

To Direct the Human Resource function of the WCLA including

employee policy handbook, performance appraisal, grievance

procedures, - discipline, benefits administratien, -payroll, - and . position

posting, screening and interviewing all candidates. -

To hold inquiries on various matters '

To develep schemes and mechanism for motivating and encouraging
the staff

To hold annual team building and motivational events

To organize in house and outsourced trainings and workshops for HR

capacity building
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Position Skills & Competencies:
The incumbent must demonstrate the following skills:
« Administrative skills
« Financial management skills
« Time Management
+ Muilti Tasking
» Communication Skills
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Terms of Reference
Deputy Director (Finance) BS-18

Job Description:

Monitor progreSs and changes and keep the Director (Administration &
Accounts) well informed with the financial status.

Manage organizational cash flow and forecasting.

Implement a robust contracts management and ﬁnancnal management/
reporting system; ensure that the contract billing and collection
schedule is adhered to and that financial data and cash flow are steady
and support operational requirements.

Eﬁ"ectively communicate and present the critical financial matters to
the Director (Administration & Accounts), WCLA,

To manage Salary administration and benef‘t programs of WCLA

empioyees.

Budget development and management of different schemes and
projects.

Ability to analyze, implement and periodically update financial
processes and internal controls for all departments.

e Assists the Director (Admin & Accounts) in planning, directing
coordinating and reviewing activities and personnel within the
Financial Administration Department. :

e Assists the Director (Admin & Accounts) in the establishment of
departmental priorities and allocation of departmental resources.

» Preparation and release of funds for Salary of employees, daily. '

" wagers, temporary employees and service providers.

« Budget development and financial management of different
schemes and projects.

« Preparation and monitor all financial proposals for schemes and
projects to be executed by WCLA. -

"« Management, Recording, Monitoring of revenue coming from

different sources.
s Pren:z-stion of Budget and SNE s for the relevant financial years.
+ To manage benefit programs of WCLA employees.
+ Implement FnanCIa_l policies and procedures.
= Check and verify reconcile bank statements.
« Effectively communicate and present the financial matters to the
board of director.
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« Take control of all the financial contracts executed by WCLA.
= Monitor progress and keep the Director (Admin & Accounts) well
informed with the financial status.
» Manage, Check and verify bills for payments.
'« Review all financial plans and budget.
« Oversee supplier's invoices and procurement account.
« Monitor and manage any financial activity. '
» Maintain financial files and records.
» Ali other duties as.assigned. ' ,
« DD (Finance) shall report to Director (Admini & Accounts )

skills Required

e Administrative Skills
« Financial Management Skills
+ Time Management
« Multitasking

~« Communication Skills
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Terms of Reference
Deputy Director (Admin & Accounts) BS-18

-Job Descrlptlon.

= Will be responsible for mamtammg day to day administrative

services in order to meet daily requirements of WCLA.
+  To develop and implement policies on issues such as working -
conditions, performance management, equal ‘opportunities,
disciplinary. procedures -and- leave management system
e Control the lagistics.of WCLA -
e Assist with training & development of new recruits & other
employees. :
. Admlnlster the actrvmes of various office meetmgs and events
« Ensure the safeguarding of afl WCLA funds
» Malntalnlng discipline and lmplementmg official policies.
To implement and manage performance management processes to
support WCLA's goais & objectives. '
» To keep a record of staff activities
» To keep liaison with LG&CD Department for administrative matters.
Manage the filing, storage and security of documents
Collation and distribution of minutes, reports and other documents.
Ordering and issuing of equipment, materials and office supplies.
Provide administrative support for matters relating to the premises and
operationsincluding security, alarms, opening, insurance and transport.
Monitor progress and changes and keep the Director Administration&
Accountsof WCLA well informed with the financial status. ,
Effectively communicate and present the critical financial matters to

_the board of directors.

Management of different schemes and projects.
Authorize purchase orders.
DD {Admin & Accounts) shai! report to Director (Admin & Accounts)

Skills Required:

Administrative skills
Financial management skills
Time Management

Multi Tasking
Communication Skills
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Terms of Reference
Deputy Director (Law) BS-18
Job Descrtptlon ,
» To interpret the WCLA Act at various forums

o« To keep cases organized by establishing and orgamzmg files;
monitoring calendars; meeting deadlines; documenting actions;
inputting information “into file database and case management

‘software; confirming case status with attorney.

schemes and projects inside the WCL.. .

To look after the legal matters involved while implementing various '

e« To update the Director Admmlstratson& Accounts and . Director
- General WCLA on day.to day activities and court cases (if any)

related to WCL
« To support case preparatlon by preparing casé sumimaries

and

materials for mediation conferences; preparing pleadings;
monitoring and obtaining dlscovery responses; organizing materials

: for team case review. ,
‘e “To Read lega! jargon and. prowdmg advice to the Authority on a
-course of action in legal cases. .
To proceed with the legalities of the WCLA.
To 1mplement the WCLA act 2012 and its subordinate legislation.

Administration& Accounts. -
‘s To perform other duties reiated to law and Iegal affairs as per
requirement of WCLA
To keep a liaison with legal advisor of WCLA
To act for the implementation of contracts by the authority.
To propose the amendments in the WCLA Act and subordinate
legislation with the passage of time.
To give legal notices according to law.
To monitor the process of acquisition / purchase of property
To monitor the regulation of transfer of property.
DD (Law\ shall report to Director (Admin & Accounts)

R

Skills/Competences/Knowledge R
» Computer Skills/ MS Office Proficiency. :
Filing and noting ( Government pattern of letter drafting)
leadership skills
analytical and problem solving skills
decision making skills
negotiations skills
effective verbal and listening
communications skills
An understanding of regulatory by laws legislation, policies,
procedures and rules of heritage and ownership laws.

e ¢ 8 8 0 0 0 0

LI

Knowledge of court processes and procedures.

To appear in ail court hearings and proceedings on behalf of WCLA.
To conduct investigations / mqumes of HR a!ong with the Director

Knowledge of investigation and evidence gathering techniques. .
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Terms of Reference

- Deputy Director (Informa_tion 'Technology) BS-18

Job Description:

Propose new strategies to enhance the utility of IT in WCLA
Coordinate, supérvise and schedule the installation and
maintenance of Authority’s Information Technology infrastructure.
Specify, prepare cost estimates, and procure all hardware, software
and supplies related to the functions of the position.

Maintain an inventory of hardware, software, and site licenses as
they pertain to the responsibilities of this position.

Evaluate personnel in the Information Technology Infrastricture
division. :

Provide leadership in the building and maintaining - of WCLA -
infrastructure related projects. -
Establish a paperless environment by introducing latest IT
technologies. ' S

Supervise the GIS cell - :

Make an effective use of IT to help WCLA research and marketing
wings '

To develop online financial, performance management and library
record management systems '
Update WCLA website

- DD (IT) shall report to Director (Admin & Accounts)

Skills Required:

« must have excellent change management SkIHS

« excellent communication skills

« leadership skills _

+ Adobe (Photoshop, Dreamweaver, Illustrator, acrobat)
« Corel Draw
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Terms of Reference
Special Judicial Magistrate BPS-17/18

Job Description: - ..
» To help with the Iega! matters of WCLA
. Research Iegal issues and write opinions on the issues.
) Presnde over hearmgs and listen to allegations made by other
" parties to determme whether the evidence supports the charges.
. 'Read documents on pleadings and motions to ascertam facts and
. issues.
« Rule on custody and access disputes, and enforce court orders

regardmg ownershlp of tand within Walled City.

» Special Judicial Magistrate shall report to DD (LR&PT).

skills:

‘'« Knowledge of past historical events and their causes, indicators,
and impact on particular civitizations and cultures.

» Knowledge of laws, legal codes, court procedures, precedents,
‘government regulations, executive orders, agency rules, and the
democratic political process.
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Terms of Reference
. Assistant Director (Information Technology) BS-17

Job Description:

Coordinate with DD IT to schedule the installation and maintenance

- of Authdrity's Information Technology infrastructure.

Maintain.an inventory of hardware, software, and website

Evaluate personnel in the Information Technology Infrastructure
division. oo : '

Assist in geographicat information system (GIS)

WCLA Website up gradation and maintenance on daily basis,

Create presence of WCLA through social media and -other internet
sources. 7 '
AD (IT) shali report to DD (IT).
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Terms of _Refere.n'c_e- 7
Assistant Director (Audit) BS-17

_ Job Description:

Collating, checking and analyzing spreadsheet data on weekly basis.

Examining WCLA accounts and financial systems.

Gauging fevels of financial risk within WCLA long term,
Checking that financial reports and records are accurate and
reliable.

- Ensuring that assets are safeguarded.

Auditing the local and foreign funded projects’ funds

Identifying if and where'processes are not working as they should, -
and advising on changes to be made.

Carry out monthly internal audit of all the schemes and pro;ects
going on in WCLA

Preparing reports commentariés and financial statements on
schemes and projects of WCLA. 7

Liaising with rrianagerial staff and 'pres'enti'ng findings and
recommendations on managing the annual finances accounts
especially dealing with contractors and outsourced service
providers.

Ensuring procedures, policies, legislation and regulations are
correctly followed and complied with.

AD (Audit) shall report to DD (Finance).

Skills/ Competences/ Knowledge

» Computer skills/ MS Office Proficiency.

e Strong verbal and written communication skiils

« Strong analytical and problem-solving skills

« Effective written and verbal communication skills, interpersonal skilis,
e organizational and muiti-tasking skills.

Ability to work independently

- Knowledge of core business processes and the risks associated wuth
them
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Terms of Reference
Assistant Director Administration BS-17
Job Description:
-+ AD Admin will be responsible for mamtaming day to day
~administrative services in order.to meet daily requirements of
WCLA., - o ,

+ To develop and-implement policies on issues such as working
conditions, performance management, ‘equal opportunities,
disciplinary procedures and absence management;

» Control the logistics of WCLA -

= Assist with training & development of new recrunts & other
employees. :

« Administer the activities of various office meetings and events

e Ensure the safequarding of all WCLA funds

« Maintaining discipline and implementing official policies.

+« To implement and man'age performance management processes to
support WCLA's goals & objectives.

« To keep a record of staff activities (grade 14 and below)

» To keep liaison with LG&CD Department for administrative matters.

« AD (Admin) shall report to DD (Admin & Accounts).

Skills/Competences/Knowledge

« Effective written communications skills

» Computer skills including the ability to operate computerized.
spreadsheet and word processing programs at a proficient level
Stress management skills
- Multi tasking
Time management skill
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, Terms of Reference |
Assistant Director (Transport & Procurement) B8S5-17
job Description: . ' -

« Assesses and organizes logistics in-terms of transport requirements,
receipt, handling, storage and distribution of relief items and
establishes proper storekeeping and recording systems including
assefs of WCLA,; B

« Establishes a detailed procurement programme plan as per PPRA Rules
to determine appropriate specifications of required items, according to
established guidelines and procedures

« Devises methods of stock control, closely monitors store keeping
management, and regularly submits ‘situation reports on stocks,
equipment and prepositioned goods;

« Undertakes other duties as required -

« AD (Transport & Procurement) shall report to DD (Admin & Accounts)

-

Skills Required: :
excellent organization skills and multi-tasking.
good communication skills
problem-solving
a high level of attention to detail _ .
‘the ability to work under pressure and meet tight deadlines

¢ & v &9
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. Terms of Reference

Assistant Director Accounts BS-17
Job Descrlptuon
The AD Accounts is responsible for mamtamlng financial &
accounting services in order to. meet Ieg;slatlve requirements and
support WCLA operat:ons
To prepare financial statements, malntamlng cash controls,’
preparing the payroll and maintaining accounts payable.
Ensure accurate and timely processing of pay transactlons
Keep a record of daily. wagers, temporary employees and service
providers -

- To-prepare monthly progress and financial reports of WCLA

Preparation of the budget

- Implement financial policies and procedures

Establish, maintain and reconcile the general ledger

Prepare and reconcile bank statements .
Establish and maintain supplier / procurement accounts

Ensure the safeguarding of all municipal funds

Reconcile the accounts payable '

Reconcile the accounts receivable :

Checking of measurement books, recemts and ICPs related to all
schemes & projects under WCLA.

Coordinate for release of IPCs budget

- AD (Accounts) shall report to DD (Finance).

E]

Well versed with forelgn and local procurement, employment and
service guidelines

 Good oral and written communication skills

- Self-motivation, commercial awareness, mltlatlve and the ability to .
work as part of a team. -

Excellent problem-solving, analytlcal techmcal IT and numerlcal
abilities are crucial. ,
‘Computer skills mcluding the ability to operate computerized
accounting, spreadsheet and word processing programs at a
proficient level.

Computer skills/MS Office proﬁciency
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'~ Terms of Reference"
Assistant Dlrector /Inspector BPS- 17

Job Description:

To prepare reports concerning discipline, efﬁCtency, and condltlon of
force within division.

Submit reports to superiors and recommends disciplinary actlon or
changes in rules governing actlwtles of WCLA.

To formulate procedures and human resource requirements, and
direct personnel assigned to crowd control at such events as

- parades, demonstratlons and labor disputes.

To detect, prevent, and soive crimesin WCL.
To Note actions of known criminals or suspicious persons to prevent
crimes

- To Arrest or warn unruly persons, law violators, and suspected

criminals within Walled City of Lahore.
To have a liaisen with police departm_ent.
Assistant Director / Inspector shall report to DD ( LR&PT). -

Skills:

- Ability to cope with situations fi firmly, courteously, tactfully, and wuth

respect for the rights of Others

Ability to analyze situations quickly and objecttvely, and to
determine proper course of action

to be taken.

Ability to understand and carry out oral and written :nstructlons
Ability to write and speak effectively.

Ability to develop skill in the use and care of firearms.

Good general inteiligence and emotional stability. '
Willingness to cooperate with officials and other police officers.
Willingness to learn and increase skill in police work.
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. Terms of Reference
Staff Officer BPS-17

Job Desci'i_ption:

Processing of incoming/outgoing emails, letters and other
correspondence.

Scheduling of appointments, meetings, events and travellmg.
Recording of minutes, brief, notes.

Follow-up of tasks.

Maintenance of records/filing system.

Greeting the guests, visitors.

“Managing expenses against WCLA budget.

Staff Officer shall report to Director General, WCLA.

ékills Required:

The incumbent must demonstrate the following skills:

‘s e e 8

Short Hand Writing skill

Adequate experience of office admlnustratlon and an understanding
of relevant policies and procedures.

Excellent command over English (written and oral)

Excellent interpersonal skills.

Excellent computing skills..

Ability to work under stress.

Time management skills. : o
Honest, trustworthy, mutual respect, ﬂeX|b|I|ty and good work -

-ethics.

Recording of minutes
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Terms of Reference
Assistant Director (Human Resource} BS 17
Job Description: :

» Recruiting staff - this includes developing job descriptions and
person specifications, preparing job adverts, checking application
forms, shortlisting, interviewing and selecting candidates;

+ Developing and implementing policies on issues such as working
conditions, performance management equal opportunities,
disciplinary procedures and absence management

¢« Preparing staff handbooks;
« Advising on pay and other remuneration issues, including promotion
and benefits; '
« Undertaking regular saIary reviews;
« Negotiating with staff on issues relating to pay and conditions;
« Administering payroll and maintaining employee records;
+ Interpreting and advising on empioyment law;
-« Dealing with grievances and implementing disciplinary procedures
» Developing HR pianning strategies which consider immediate and
long-term staff requirements; '
« Planning, and sometimes delivering, training, including inductions
for new staff; | ' ‘
» Analysing training needs in conjunction with departmentai
managers.
e AD (HR) shall report to DD (Admin & Accounts).

Skills/Competences/Knowledge
. » Effective written communications skills
~« Computer skills including the ability to operate computerized
accounting, spreadsheet and word processing programs at a hlghiy
proficient level '
+ Stress management skiils
» Multi-tasking
o Time management skill



13026 . THE PUNJAB GAZETTE (EXTRAORDINARY) DECEMBER 13, 2016

Term of References
. Web Master (BS-16)

* Coordinate with Senior to schedule the installation and maintenance
- of Authority’s Information Technology infrastructure.
~* Maintain an inventory of hardware, software, and website

» WCLA Website up gradation and maintenance on daily basis.

* Buiid or assist in the development of a website

* Manage websites and perform continual maintenance; this can
includes links, database, and other functions

» Provide web space for individuals and businesses _
Web programming (knowledge of HTML codes, HTTP, and XML
required) '

» Marketing of websites ‘on various platforms inctuding other sites and
search engines; determine ad structures, pricing, placement, etc.

* Administrative work - i

¢ Site promotion, sending out email, voicemail, newsletters, etc.

» Web Master shall report to AD (IT).

?
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Terms of Reference
, Senior Scale Stenographer BS-16

Job Description:

- » Senior Scale Stenographerwill work ciosely with senior staff to provide
administrative support, usually on a one-to-one basis.

» Assistseniors to make the best use of their time by dealing with
secretarial and administrative tasks.

¢ Devising and maintaining office systems, including data management
and filing. o

"« Screening phone calls, enquiries and requests, and handling them
when apprdpriate.

» Organizing and maintaining diaries and making appointments.

« Producing documents, briefing papers, reports and presentations.

» Organizing and attending meetings and ensuring the relevant Director
is well prepared for meetings.

» Carrying out specific projects and research. ‘ _

* Deputizing for the Assistant Director, making decisions and delegating

~ work to others in the Assistant Director’s absence.
» Senior Scale Stenographer shall report to Staff Officer.

Skills Required

» Short Hand skill is required.

« Urdu and English typlng At least 70 wpm and typlng speed of 35
wpm.

¢ MS Office Proﬁcnency

+ Computer skills including the ability to operate computerlzed
accounting, spreadsheet and word processing programs at a
proficient level.
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Terms of Reference
' PA BS-16

Job Description:

Ski

Personal assistant (PA) wili work closeiy with senior staff to provide
administrative support, usually on a cne-to-one basis. .

Personal Assistants will help Directors to make the best use of thelr
time by dealing with secretarial and administrative tasks.

Devising and maintaining office systems, mcluding data management
and filing.

Screening phone calls, enquiries and requests, and handlmg them
when appropriate. .

Organizing and maintaining diaries and making appomtments
Producmg documents, briefing papers, reports and presentatlons
Organizing and attending meetings and ensuring the relevant. Dlrector
is well prepared for meetings..

Carrying out specific projects and research.

Deputizing for the Assistant Director, making decisions and delegatlng
work to others in the Assistant Director’s absence.

PA shall report to the immediate Senior Officer.

ilis Required :
» Short Hand skili is required.
« Urdu and English typing.

+« MS Office Proficiency.

. Computer skills including the ability to operate co'nputerlzed

accounting, spreadsheet and word processing programs at a
proficient levei. '
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, Terms of Reference
Office Assistant BS-16
Job Duties & ResponS|b|ht|es'

« Maintain office filing and storage systems

"o Keep filing/document management system for electronlc and paper
~ documents organized -

« Monitor and order office supplies.

. Distribute/file all incoming mail.

« Perform-errands that assist daily functions: post office, bank.

« General reception duties. Return. calls as appropriate, usually per

request.
« Office Assistant shall report to immediate-Senior Off‘ cer.

Skills Required

« File management _ ‘

« Excellent written and verbal communication skl!ls

« Strong computer and internet skills ' e
« MS Office Proficiency :
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Terms of Reference
IT Coordinator BS-14

Job Descrlptnon-

Coordinate with AD IT to schedule the installation and maintenance
of Authority’'s Information Technology infrastructure.

Evaluate personnel in the Information Technology Infrastructure
division.

Assist in geographical information system (GIS)

Create presence of WCLA through social media and other internet
sources.

To maintain the networking and computer system of the concerned
department.

Monitor and control electromc computer and perlpheral electronic
data processing equipment to process business, scientific,
engineering, and other data according to operating instructions.
Assist AD IT in networking and softwares installation

IT Coordinator shall report to Web Master / AD (IT).
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Terms of Ref_erence
Computer Operator BS-12

Job Description: -

Data Entry. :

Take dictation, short hand proficiency will be an additional
qualification. '

Monitor and control electronic computer and peripheral electronic
data processing equipment to procéss business, scientific,
engineeri'ng, and other data according to operating instructions.
Help IT staff in networking and softwares installation

Drafting of letters and official documents.

Operating computer research on various subjects as directed by the
Director/immediate supervisor. _

To maintain the networking and computer system of the concerned
department. '

He will do such other office work as may be entrusted to him by'the
WCLA. . .

. Computer Operator shall report to the immediafe Senior Officer.

Skills required

Good typing speed in English and Urdu is required.
Computer skills including the ability to operate computerized
accounting, spreadsheet and word processing programs at a
proficient level. ’

Active Listening

Reading Comprehension

Time Management

Troubleshooting

Muiti-tasking

Operation and Control of Computer

Computer Skills/ MS Office Proficiency
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Terms of Reference
Cashier BPS-14

Job Duties & Responsibilities:

« Receive and disburse money in Authority. Usually involves use of
electronic scanners, cash registers, or related equipment. '

» To have a liaison with govt. agencies and bank for easy cash flow.

« Receive payment by cash, check, credit cards, vouchers, or
automatic debits. ' : '

o Issue receipts, refunds, credits, or change.

« Count money in cash drawers at the beginning of shifts to ensure

that amounts are correct and that there is adequate change.

« Cashier shall report to the AD (Accounts).

Skills Required:

s Cashiering skills

« Customer services skills _
« Excellent communication skills -

s Computer skills '
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Terms of Reference
RecOrd Keeper Bs-9

Job Descrlptlon-

v

To mamtaln WCLA's offi ice and store inventory.
Accurately computes time sheets of . WCLA's personnel and
maintains all related records.

" Prepares and types correspondence, reports and transcripts from _
- written, oral and/or mechamcal dictation, and accurately proofreads
" documents.

Maintains files and records for WCLA. .

Maintains accurate records for all vehicle maintenance transactions
“and ensures that invoices for repairs are correct, processed and '

paid on a timely basis. ' '

Orders supplies and/or equipment as necessa_ry' after consulting

- with the Director.

Enters work orders in the WCLA computer system and converts the
‘same into invoices.

Assists the Director with monthly billing.

Performs other dutles and speual projects as ass:gned

Record Keeper shall report to AD (Human Resource).

SklllS/COmpetences/ Knowledge

‘Goad Commumcatlon Skills (Oral & ertten)

Computer skills including the ability to operate computerized
accounting, spreadsheet and word processing programs at a
proficient level. ' ) '
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Job Description:

" Terms of Reference
Driver BS-9 (HTV/LTV)

Drive vehicles of WCLA safely.

« Transport items with due care.

= Prepare monthly driver’s report. _ _

» . Assist in other office-related tasks, as and when required.

»  Transport all WCLA staff and visitors safely. . :

s Clean and maintain interior and exterior of vehicles regularly.

+ Check and replenish fuel, oil and lubricants on daily basis. .

'+ Record all vehicle related expenses in log book and put speed-meter
reading on each and every expenditure bill at the time of making
expenditure or putting fuel/gas. '

» Prepare monthly driver/vehicle report about total vehicle activity

-Including total mileage driven, expenditure amounts and fuel
consumption rate etc. : ' )

» Hand over monthly vehicle report immediately to supervisor at the
end of each month : )

+ Help in kitchen as required i.e. serving tea/coffee, arranging food on
table etc. ' ' -

» Make small purchases as required by Secretary/Administrative ,
Assistant or other staff. '

« Perform other tasks as assigned.

 Driver shall report to Office Assistant.

Skills Required

« Must have good anticipation.

L]
B

- Defensive driving skills

+ analytical and problem solving skills
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Terms of Reference
~ Ahlmad BS-9
Job Descnptlon.
e To assist JUdICIal mag;strate in his daily routine. :
s Type letters, memoranda, reports, and other material from copy or
rough drafts as assigned.
-+ Sort and file materials and reports
s. Answer the telephone.
« Perform other duties as ass:gned
» Ahlmad shali report to the DD (Law)
Skllls required:
» Reading and writing 'comm’unicaﬁon skills.

Basic computer skills with applications such as MS Word, MS Excel -
" etc,

Knowledge of genera! office procedures and office machmes

(computer, fax, and copier). :
" = Correct English usage, grammar, spelling, punctuation and

vocabulary. :

‘« Record-keeping techniques.

* Oral and written communication skllls

*  General office clerical duties.

* Interpersonal skilis using tact, patience, and courtesy.

"
&
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Security Supervisor BS-9

Job Description:

Guard, patrol, or monitor premises to prevent theft, violence, or
infractions of rules. . :
Monitor and authorize entrance and departure of employees,
visitors, and other persons to guard against"theﬁ and maintain

‘security of premises.

Maintain record of visitors ,

Write reports of daily activities and irregularities, such as
equipment or property damage, theft, presence of unauthorized
persons, or unusual occurrences. K

Call police br_ fire departments in cases of emergency, such as fire
or presence of unauthorized person_s. . : :

_Circulate among visitors, patrons, and employees to preserve order

and protect property. '
Security Supervisor shall report to AD (Admin). .

 skills/knowledge:

Good verbal communication skills

Good judgment and decision making

Activeness

Supervision

Attentive : .

Practical knowledge of arms handling and safety.

.
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Terms of Reference
, Storekeeper BS-9
- Job Description: '
= Maintains inventory. Uses inventory managément software.

« additional details concerning new items,

* Maintains files appropriate to the activities of the unit, such as
invoices, order number, receiving date, shipping date, etc. .
Prepares reports. ' : ' '

Handles and stores merchandise or special products that require
some knowledge of spontaneous combustion, toxicity, fragility,
. rapid deterioration, contamination, etc. - ' _

* According to requirements and established procedures, arranges
stock. In case of €mergency or in order to replace outdated
material, suggests substitutes available in the store.

Controls and carries out the lending and renting of tools,
equipment, furnishings, and devices. Ensures that they are kept |
in good condition and that they are repaired or replaced as
necessary. . _ |
* Maintains equipment and mstruments. Ensures cleanliness of

work areas. :

* Store Keeper shall report to Ofﬁce Assistant,
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Terms of Referenée
Heavy Driver BS-9

Drive vehicles of WCLA safely.

Transport items with due care.

Prepare monthly driyer’s_report. ‘ - :

_Assist in other qfﬁce—related tasks, as and when required.
Transport all WCLA staff and visitors safely. S

Clean and maintain interior and exterior of vehicles regularly.

Check and replenish fuel, oil and lubricants on daily basis. :
record all vehicle related expenses in log book and put speed-meter
reading on each and every expenditure bill. at the time of making
expenditure or putting fuel/gas. N - - ,
prepare monthly driver/vehicle report about total vehicle activity
including total mileage driven, expenditure amounts and fuel
consumption rate etc. _ :

Hand over monthly vehicle report immediately to supervisor at the
end of each month B . R
Help in kitchen as___req,uired i.e. serving tea/cdffee,‘arranging food on
table etc. . : o _ C
Make small purchases as required by SecrétafY/AdministratNe
Assistant or other staff.
.perform other tasks as assigned. :
Heavy Driver shall report to Office Assistant.

skills Required

Mué;t have good anticipation.
Defensive driving skills
analytical and pr_obiem solving skills

T
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- Terms of Reference
Security Guard BS-8

‘Job Description: .

-

Guard, patroi, or monitor premlses to prevent theft, VIo!ence, or
infractions of rules.

Monitor and authorize entrance and departure of employees
visitors, and other persons to guard agamst theft and maintain

. security of premises.
_Maintain record of visitors

Write reports of daily activities and irregularities, such as
equipment or property damage, theft, presence of unauthorlzed
persons, or unusual occurrences. .
Call polsce or fire departments in cases of emergency, such as fi ire
or presence of unauthorized persons. :

Circulate among visitors, patrons and employees to preserve order
and protect property.: :

Security Guard shall report to Security Supervisor.

Skills/knowledge:

Good verbal communication-skills -
Good judgment and decision making .
Activeness

Supervision

© Attentive

Practical knowiedge of arms handling and safety.
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, felephone Operator BS-8

Job Description:
+ Telephone Operators are respon5|ble for sending and recelvmg

telephone calls

Maintain an online record of calls

Work involves placing, answering, and transfernng calls; receiving
visitors; and providing general information.

Performs clerical tasks as receptlomst to greet the public, sorts and
distributes mail; searches dally newspapers for Authority’s related
articles; assists with answering main office phones.

+ Telephone Operator shall report to Office Assistant. -

- Skills l Knowledge

Excellent Oral Communication sklils

Computer skills mciudlng the ability to operate computenzed
accounting, spreadsheet and word processing programs at a
proficient level ' o
Service Orientation - Actively looking for ways to help people.
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_ Electrician BS-7
Job Description:

+ Install, maiﬁtain, and repair electrical wiring, equipment, and
fixtures. :

» Inspect electrical systems, equipment, and components to identify
hazards, defects, and the need for adjustment or repair.

« Advise management on whether continued operation of equipment

. could be hazardous. 7 '
+ Maintain a record of all electrical equipment in WCLA
« Electrician shall report to Sub Engineer Electrical.

Skills/Knowledge
» Should be in Good physical health
+ Need to have a good Hand eye coordination
» Must have basic computer knowledge

3041



3042

THE PUNJAB GAZETTE (EXTRAORDINARY) DECEMBER 13, 2016

Fa

Plumber BS-7
Job Description: ‘ '
« The Plumber will be responsible for mstallmg, repairing and

maintaining pipes, fixtures and other plumbing used for water
~ distribution and waste water disposal in Authority’s bu;ldmg
« Plumber shall report to Oche Assistant.

Skalls/ Knowledge Requnred
The incumbent must demonstrate the following skills:
« ability to work cooperatively with other trades
» analytical and problem solving skiils
« stress management skills
« must have knowledge of water dlstrlbutlon and waste water disposal
in residential, commercial and industrial buildings '
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-

Mechanic BS-07

Job Description:

Keeps equipment available for use by inspecting and testing

“vehicles of WCLA; completing preventive maintenance such as,

engine tune-ups, oil changes, tire rotation and changes, wheel
balancing, replacing filters

Maintains official vehicles of WCLA in functional condition by

_ listening to operator / driver complaints; conducting inspections;

repairing engine failures; repairing mechanical and electrical

- systems malfunctions; replacing parts and components; repairing

body damage. _

Maintains vehicle records by recording service and.repairs.
Maintains vehicle appearance by cleaning, washing, and painting.
Contains costs by using warranty; evaluating service and parts
options.

Mechanic shall report to AD (Transport & Procurement)
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Job Description:

Dispatch Rider BS-5
To sort, deliver & receive post to addresses on a set route on a daily
basis.

Carrying and delivering letters, articles and messages.
Assisting in carrying out clerical activities;
To check mail delivery.

 Dispatch Rider shall report to Office Assistant.

"

Skills Required:

It is important to have a friendly attitude and to be weli-present
while on duty.

Ability to ride a bike

Must possess a valid license

Mentally and physically fit

Good knowledge of road network

Good verbal and communication skitis
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Terms of Reference
Constable BPS-5

3ob Description: .

L J
-

Preserve the peace inside Walled City of Lahore.

Prevent crime and other offenses

Provide assistance and encouragement to other persons in crime
prevention ' :

Apprehend criminals and other offenders and others who may
lawfully be taken into custody -

Execute warrants

Process charges, participate in prosecutions

Perform tawful duties as designated by the Inspector

Plan activities witHin assigned area of WCL. '
Facilitate and promote WCLA policies

Interview, interrogate, and investigate the suspects.

Assist other primary agencies such as fire or ambulance
Know and perform duties specnf ied in the WCLA'’s Policies and
Procedures : :
Police Constable shall report to Assnstant Director / Inspector.

Skills Required:

‘Communication Skllis Verbat and Written
Interpersonal Sensitivity .

'Knowledge of Human Behavior -

Ability to Accept and Work with Communlty DiverS!ty
Ability to Serve Victims

Ability to Promote and Facilitate WCLA Pohcmg
Ability to Use Police Related Technology

Analytical Skills '

Personal and Organizational Development Skills
Team Building Skills '

Ability to Act Professionally and Ethically
Reasonable Level of Physical Fitness and Well Being
Use Force Appropriately

Officer Safety Skills

Conflict, Avoidance, Resolution and Mednat:on Skills.
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- Terms of Reference:
Driver BS-4 '

Job Description:

Drive vehicles of WCLA safely.
Transport items with due care.

* Prepare monthly driver’s report.

Assist in other office-reiated tasks, as and when requnred. '
Transport all WCLA staff and visitors safely:

Clean and maintain interior and exterior of vehicles regulariy

Check and replenish fuel, oil and lubricants on daily basis.

Record all vehicle related expenses in log book and put speed- -meter
reading on each and every expenditure bill at the time of making
expenditure or putting fuel/gas.

Prepare monthly driver/vehlcle report ‘about total vehicle activity

“Trciading total ‘miteagé driven, ‘expenditure amounts and fuel

consumption rate etc.

Hand over monthly vehicle report rmmedlately to supervnsor at the
end of each month .

Help in kitchen as required i.e. serv:ng tea/coffee, arranging food on
table etc.

Make small purchases as. required by Secretary/Adminlstratlve
Assistant or other staff.

Perform other tasks as essigned.

Driver shall report to the AD (Transport & Procurement).

Skills Re.qu.ired

AN

Must have good anticipation.
Defensive driving skills
analytical and problem solving sKkills
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Terms of Reference
_NaibQasid BS-2
Job Description: * .
e Responsible for prowdlng administrative and clerical services in
order to ensure effective and efficient administrative operations.
«  Serving the guests and officers
« Compiles and maintain an up to date telephone dlrectory of
numbers and addresses |
« Ensures the Administrative Offices, Reception Area and ha!ls are
* kept ctean and organlzed
« Provide receptionist services
» Perform other related duties as required
» NaibQasid shall report to Office Assistant.

Skills Requnred
« QOral and written communication sktlls
= Reading comprehension skills
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Sweeper BS-1

Job Description:

. Keeps premises of office building, apartment house, or other
commercial or institutional building in clean and orderly condition.

. Cleans and polishes lighting fixtures, marble surfaces, and trim

described in Cleaner. S '

May transport small equipment or tools between departments.

May setup tables and chairs in auditorium or hall.

May be designated according to duties performed.

Sweeper shall report to Office Assistant.

L A

Skills/Knowledge , ,
= Considerable knowledge of street locations in walled city. -
. Considerable knowledge of the operation and servicing of sweeper
" equipment. '
« Skill in the care and operation of assigned equipment.
= Ability to carry out oral and/or written instructions.
« Ability to establish and maintain effective working relationships with
associates and the general public.
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MARKETING TOURISM, CULTURES&
B MOBILIZATION WING -
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. _ Terms of Reference S
Director Marketing, Tourism, Culture &Mobilization (BS-19)
Job Description: ’ . -

« Gathering sponsors and agencies 1o support WCLA.by funding different
schemes and projects. : ,

» Responsible for planning, development and implementation of all of
the Authority’s marketing strategies, marketing communications, and
public relations activities, social mobilization both external and
internal. . ' - ' -

. Directs the efforts of the marketing, communications and public
relations staff and coordinates at the strategic and tactical levels with
the other functions of WCLA : _

+ Responsible for creating, implementing and measuring the success of:
a comprehensive marketing, communications and public relations
program that will enhance WCLA’s image and position among the
general public, and facilitate internal and external communications;
and all Authority’s marketing, communications and public relations
activities and materials including publications, media relations, client
acquisition and so forth. '

Develop and implement Tourism strategies for WCLA-

« Responsible for tourism generating activities for WCL

«. Design strategies for promotion of crafts

Skills Required:
"« Leadership skills;
. problem-solving skills;
« IT skills; )
. research and communication skills; .
. presentation skills; - :
« teamwork & team building skills;
. ability to work to deadline
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Terms of Reference
Deputy Director (Marketing, Medla & Public Relation) BS-18

Job Description:

To look after all the advertlsement, media and Publnc Relation activities
of WCLA. '
To liaising with, and acting as the link between, WCLA and advertising
agencies by maintaining regular contact with both, ensunng that
communication flows effectively. :
Design PR strategies, communlcatlon and promotional strategtes and

. campaigns.

Responsible for prmt and communlcatlon material

Supervise the website, social media content

Comimunicate with partners and donors

Design strategies for internal and external cémmunlcatlon mechanasm
of WCLA

Building relationships with the medla

- Managing campaigns

Write press releases and briefs

Supervise the marketing projects

Supervise the photographer and videographer

DD (Media & Marketmg) shall report to Director (Marketmg, Tourism &
Culture)

SI(I“S Reqmred

Administrative ability
Oral and written communication Skl"

-Good leadership skiils

Should be Team oriented
Must have proficiency in MS Office.
Excellent IT Skills

Must have experiente of photography, TV production and News writing
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Terms of Reference
Deputy Director Tourlsm & Events BS 18

Job Description:

To organize tourism actmties of WCLA
Propose new ideas to umprove the tourism strategy, plannlng and

. implementation process.

To prepare proposals for tourism events 4

- Implement tourism events

Manage online record of activities and monuments
DD (Tourism & Events) shall report to Dlrector (Marketlng, Tourlsm &-
Culture).

Skllls Requ|red

Oral and written communication skill
Good Eeadersh;p skills

‘Should be Team oriented

Must have proficiency in MS Office.

_Excellent IT Skills -
Crafts & Culture
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Terms of Reference
Deputy Director (Socnal Moblhzat:on) BS-18
Job Description:

"« To develop strategies for smooth commun:ty mobilization

» Plan and design behavioral change strategies.

« “Conduct meetings in community about WCLA projects and schemes.

« Ensure better participation in the _meetlng and activities..

+ Sensitize community about WCLA's activities.

+ Ensure timely submission of weekiy/monthly work plans.

« Develop & submit fortnightly work plans & daily activity report.

« Provide full cooperation and support WCLA team handhng pro;ect
related complaints. :

« Sharing of pro;)ects mformat:on ‘and de51gn related to restorat:on and
conservation work.

« Grievance Redressal

» Mitigation during projects’ implementation.

« DD (SM) shall report to Director (Marketing, Tourism & Culture).

Skills/Knowledge
~« Computer skills/ MS Office Proficiency
-« Ability to work under stress.
« Cultural and political sensitivity of Walled City of Lahore.
» Strong communication skills
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Terms of Reference
Deputy Director (Crafts & Culture) BS-18
Job Description:

« To manage and lead the work of the Cuiture and craft team

e Prepare strategies and pIan for revival of fading crafts of Walled Clty of
Lahore

= Developing cultural attractions to enhance and increase tourists’
atcess is also one of the Ees’ponsibilities of the post. - '

» Develop concepts or creative ideas for craft objects.

» Fabricate patterns or templates to guide craft production

» Promote culture of WCL and rehabilitation work, usnng media such as
internet advertising and brochures. _

» Creates designs for all new project opportunities in addition to being a .
source of knowledge for new technologies.

-» Concept development for art and crafts promotion inside and outsude _

the Walled City of Lahore.
» . DD (Crafts & Culture) shall report to Director (Marketlng, Tourism &
Culture)

Skills Reqmred
-« Proficiency in drawing, composition and spatial relations vary widely.
» Knowledge of design techniques, tools, and principles involved in
production gf precision technlcal plans, blueprints, drawmgs and
e models

« Computer Skills / MS Office Proficiency.
» Critical Thinking approach.
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Terms of Reference
Assistant Director Crafts & Culture BS-17

Job Description:

Be responsible for the revival, promotion, deveiopment and
presentation of arts and crafts.

Develop and maintain database of artisans and crafts of Walled City of

Lahore
Carry out research in the development and production of arts and crafts

- Provide advisory services, training facilities and technical assistance to -

organization and persons engaged in the production of arts and crafts;

- Develop public interest in arts and crafts by organizing exhibitions,
displays, performances, workshops and seminars regarding arts and

crafts of Walled City of Lahore. - _

Promote, develop and preserve the arts & heritage of Walled City of
Lahore

AD (Arts & Crafts) shall report to DD (Crafts & Cuiture)

Skills Required:

Proficiency in drawing, composition and spatial relations vary widely.
Knowledge of design technigues, tools, and principles involved in-
production of prec:saon technical plans blueprints, drawings, and

. modeis

Computer Skills / MS Oﬁ"ce Prot"cnency, Adobe, Corel Draw and

. AutoCAD.
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Terms of Reference
Assistant Director (Social Mobilizer) BS-17

Job Description:

To motivate and implement a _participatory and gender sensitive
strategy for development and mobilization of communities living in the

Walled City area to ensure public participation in the project through

education, designing and implementing small scale project for
dustainable livelihood building on the indigenous knowledge, local
folklore, traditions of the community and oral and historical cultures.
To manage and bring positive change in the community according to
the WCLA’s project & scheme objectives. o

Conduct initial meetings in community about various schemes with DD
Ensure participation in the meeting. :
Promote awareness of the -activities of the WCLA, ~within the
community of Walled City of Lahore. . '

Develop and maintain the necessary documentation and record of all
project and WCLA's activities. ' :

To assist residents of the Walled City to identify needs and to generate
solutions identifying priority issues and to analyze their problems and
guide for resource mobilization. ' '
Ensure timely submission of weekly/monthly work plans to DD SM.
Develop & submit fortnightly work plans & daily activity report.

Provide full cooperation and support WCLA team handling project
related complaints. '

AD (SM) shall report to DD (SM).

“Skills Requiréd:'

L ]

Computer and communication skills.

- Ability to work under stress. . _
Culturat and political sensitivity of Walled City of Lahore.
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~

| Terms of Reference '
Assistant Director Tourism & Events BS-17

Job Description:

*

Organizeguided tours.

Organize tourism activities.

Event Management of other WCLA events.

Tq,assist with the organization and setting up of WCLA meetings,
seminars, conferences and other events _
Aggressively gather. information on each project to achieve quality -
event productions. - ;
Conduct research, make site visits, and find resources to help staff

~make decisions about event possibilities.

Propose new ideas to improve the eve;nt planning, tourri‘s'm promotion.
AD(Tourism & Events) shall report to DD (Tourism & Evenst).

siiits Reguired:

e & & & @

excellent organization skills and multi tasking

good communication skills - _
problem-solving _ : : .
a high level of attention to detail

the ability to work under pressure and meet tight deadlines
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Terms of Reference
Assistant Dlrector Media & Marketmg BS-17
Job Description:
* To keep liaison with media
» To update and develop content for communication materials, with a
~ focus on regularly updating the WCLA websnte and social medla
» To develop press releases
» To assist TV Channels and Media persons on site
» To proactively operationalize and maintain online discussion
forums/social media.
* Production of key documents., : . :
» To maintain a calendar of key events and other communication lists.
« To maintain the database of journalists and media persons.
» To maintain database of project photographs, documentar:es video
clips, news clips etc.(archive) ,
» Any other activities assigned by Director Media and Commumcatlons
and/or marketing director. :
- Researching, writing and dlstrlbutlng press releases to targeted medla
~« Collating and analyzing media coverage
» AD (Media & Marketing) shall report to DD (Media & M'arketing).

Skills | Requ:red
 Exceptional written communications skilts, wnth abmty to adapt style to
. suit different communications media and audiences :
¢ Excellent interpersonal skills
- o Ability to work on own initiative and as part of a team _

» -Demonstrable experience of communicating complex and nuanced
issues to the media

» Basic understandmg of, and wuhngness to fearn about often compiex
new technological developments. ' -
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Terms of Reference
Assistant Director Public Relatlomng BS-17 _

Job Descrlptlon.

AD Public Relationing will use all forms of media and communscatton to
build, maintain and manage linkages with different agencies and line
departments which range from public bodies or services to busmesses '
and voluntary organizations. :
Planning, developing and implementing marketlng and PR strategies.
Commissioning market research.

Managing the PR aspect of a potential crisis situation.

Market the events of WCLA

Develop and maintain database of orgamzatlons working in the same
area/ field

DA (PR) shall report to DD (Media & Markeing).

Skills Required:

Time/task management

Organizational skills :

Computer skills including the ability to operate computerlzed I;brary,
spreadsheet, word processing.

effective verbal, presentation and listening communications skills
team building skills ' '
decision making skills

analytical approach
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. Terms of Reference
Assistant Director (Historic Research) BS-17

Job Description:

« To research on different aspect of Walled City’s culture.and heritage

» Conduct research on different projects and schemes to be execiuted by
WCLA. - : .

» Gather historical references for WCLA interventions in reconstruction of
gates and other vanished heritage sites.

e Facilitate technical teams with historic d:mensuons/prospectlve

« Develop historical data archives of WCLA.

« AD(Historic Research) shall report to DD. (Media & Marketing).

Skills Required
» Analytical Mindset
o Research skills
» Computer skills ,
+ Time management
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Terms of Reference
Tourism Officer BS-16

Job ‘Description:

Organize guided tours and report to AD (Tourism & Events), WCLA

Organize ar]d frame tourism activities. 7 , »
Coordination with AD (Tourism) and Event Management of other WCLA

events. , »

‘To assist AD (Tourism) with the organization and setting up of WCLA
;meetings, seminars, conferences and other events

Aggressively gather information on each project to achieve quality

event productions.
Conduct research, make site visits, and find resources to help staff
make decisions about event possibilities.

Propose new ideas to improve the event planning, tourism promotion.
Any Other assignment given by AD (Tourism), WCLA
Tourism Officer shall report to AD (Tourism).

" Skills Required:

excellent organization skills and multi-tasking
good communication skiils
problem-solving , .
a high level of attention to detail : .

the ability to work under pressure and meet tight deadlines

'
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) Terms of Reference
Marketing Officer BS-16

‘Job Description:

To keep liaison with media

To update and develop content for. communlcation rnatenals wnth a
focus on regularly updating the WCLA website and social media.

To develop press releases and report to AD Marketing S -
To assist TV Channels and Media persons on site’ _

To proactively operationalize and maintain online discussion
forums/social media. ’ ’ '

" Production of key documents.

“Liaison with AD Marketing on different issues of Marketlng Wing.

To maintain a calendar of key events and other communication lists.
To maintain the database of journalists and media persons.

To maintain database of project photographs, documentaries, video
clips, news clips etc.(archive)

. Any other activities assigned by AD Marketing, WCLA.

Marketing Officer shall report to AD (Marking).

Skills Re’qunréd

Exceptional written communications skills, with ability to adapt style to
suit different communications media and aud:ences

Excellent interpersonal skills

Ability to work on own initiative and as part of a team

Demonstrable experience of communicating complex and nuanced
issues to the media

Basic understandmg of, and willingness to learn about, often: complex
new technolog|ca| developments. :
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‘ Terms of Reference
Graphic Designer BS-16

Job Description:

Prepare designs for brochures

Prepare designs for case study booklets

Prepare designs for newsletters and magazines

Prepare designs for 3D images of Royal Trail (before + after work)

- Prepare design for reports

Prepare design and printing material for seeking finding for other small

" projects like adopt a haveli etc.

Prepare designs for print material for upc_orhjng campaigns on health
and heritage awareness _
Prepare layout designs for official presentations.

- Prepare visual presentations by designing art and copy layouts.

Illustrate concept by designing rough layout of art and copy regarding
arrangement, size, type size and style, and related aesthetic concepts.
To design marketing and communication print material for WCLA.
Graphic Designer shall report to AD (Crafts).

Skills Required: :
A graphic designer must have:

creative flair
a strong visual sense

- originality

strong computer skills :
confidence, to present and explain ideas to supervisors and colleagues
the ability to grasp project and different schemes needs and consider
practlcal solutions

the ability to pay attention to detall ,

the ability to balance work ‘on several proJects at a time

good team working skills ' '

flexibility .

a matter-of-fact approach when :deas or designs are rejected.
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Terms of Reference
Librarian BS-14

Job Descr:ptlon

Responsible for providing library and research services for the WCLA
and maintenance of the library and its coliections. ‘
Manage the planning, administrative and budgetary functions of library
and information Serviceés. ‘ ’

Establish and implement library and information policies and .
procedures.

« Develop and manage convenlent accessible library and mformat:on

¢ services. '

. Analyze and evaluate Iibrary and information services, technology and
media service requirements. '

« Ensure efficient retrieval by users.

e Develop and maintain cataloguing procedures. ‘

+ Provide library servites in response to the mformatlon needs of library
users.

« Librarian shall report to AD (Historic Research). 7

- Skl“S Required

Knowledge of library pohues procedures, methods, ethics and

_professional standards

ability to manage a library and its collection
research skills '

“organizational skills

computer skills including the ability to operate computerized library,

‘spreadsheet, word-processing, spreadsheets, email, database and

graphics and website development programs at a highly proficient
level
communications skills
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Terms of Reference
Photographer 85-14
Job Description:
-« Photography of the Walled City Lahore.
» Coverage of events of the WCLA.
+ Coverage of restoration work and other interventions by WCLA.
» Coverage of day to day activities of WCLA.
e Photographer shall report to Tourism Officer / Marketmg Off“ cer

Skills Required
"« Vision — need artistic vision.
» - Communication Skills
o Technical Skills
« Computer Skills
« Adobe



Mgs  THE FUMAR GAZETTE (EXTRAGRAIARY BECEMBER 15 20

'!'erms of Reference
Vldeographer BS-;Q

Joh pescrg tion:
« Videographer of the Walled City Lahore

Produce documentaries

Carry out pre to post production activities

Coverage of events of the WCLA.

Coverage of restoration work and other interventions by WCLA.
Coverage of day to day activities of WCLA.

 Videographer shall report to Tourism Officer / Marketing Officer

Skills Required

Excellent sense of pace and timing. _ ,
Ability to visualize the written word and express it in pictures and
sound to achieve the producer's or director's vision

Ability to work well with others in a collaborative environment
Have a sound working knowledge of all kinds of cameras.
Script writing
Post production
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Terms of Reference

Job Descrlngon.

Organlze guided tours and report to Tourlsm Officer, WCLA
Organize tourism activities and event of WCLA with the direction of -

 Tourism Officer, WCLA

Event Management and coordination of other WCLA events.

To assist with the organization and setting up of WCLA meetlngs
seminars, conferences and other events - ‘

Aggressively gather information on each pr03ect to achieve quallty
event productlons :

Conduct research, make site visits, and find resources to help staff
make decisions about event possibilities. h

Propose new ideas to’'improve the event planning, tourism promotion.

-Event Coordinator shall report to Tourism Officer.

Skills Requnred

excellent orgamzatlon skills and muiti-tasking

good communication skills

problem-solving ’

a high level of attention to detail

the abmty to work under pressure and meet tight deadllnes
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. Terms of Reference
Public Relation Assistant BS-14.

Job Description:

PRA will assist AD PR and use all forms of media and communication to
build, maintain and manage linkages with different agencies and line
departments which range from public bodies or serwces to businesses
and voluntary organizations.

To complete assignments given by AD (Public Relatzon), WCIA
Planning, developing and lmplementmg marketing and PR strateg|es
Commissioning market research.

Managing the PR aspect of a potent:al crisis situation.

Market the events of WCLA. L

Develop and maintain database of organizations working in the same
area/ field _ '

PRA shall report to AD (PR).

- Skills Required:

Time/task management

_Organizational skills

Computer skills including the abtllty to operate computenzed library,
spreadsheet, word processing.

effective verbal, presentation and hstemng communications skulls
team.building skilis

decision making skills

analytical approach
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" Field Activist (BS-11)
Promote awareness of the activities of the WCLA, within the
community of Walled City of Lahore. '
Develop and maintain the necessary documentatlori and record of all
project and WCLA's activities.

_ Te assist residents of the Walled City to identify needs and to generate

solutions identifying priority issues and to analyze their problems and
guide for resource mobilization. . : -

. Any Other ass:gnment glven by AD (SM), WCLA
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Teim Of References
Siipervisor Solid Waste (BS-9)

+ Meets the public, handles and corrects. daily solid waste

comipldints ‘
 Keeps records on all trash & recyclables collected at the

recycliig centers.
o Performs other dutles as assighed.
. Iﬂsbetts the trash collection / bins and recycling centers.
« Establish schedules and methods for providing

‘assigned solid waste activities and services.
¢ Supérvisor Solid Waste shall report to Senior



THE PUNJAB GAZETTE (EXTRAORDINARY) DECEMBER 13, 2016 3071

Terms of Reference
Tourist Guide BS-7

Job Description: .

Attending tourist and greetmg them on reception in the Walled City.
To provide an exceptional tour experience for the Walled City tourists
through effective and relevant communication of the tour product.

- Making arrangements for catermg, accommodatlon transport and
excursions;

Offering sightsee_ihg advice;
Translating and interpreting;.

- Preparing reports.
 Tourist Guide shall report to Tourism Officer.

Skills/Knowledge

* ¢ & & & o

Excellent Public Speaking and Narration Skills
Excellent Problem Solving Skills :
‘Good Language Skills

Great Organizational and Leadershnp Sknlls
MS Office Proficiency
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(ENGINEERING WING)
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~ JOB ROLE OF DIRECT OR INFRASTRUCTURE &
ENGINEERING (BS—19) '

" To implement the Engineering aspects of. vision given by worthy
Director General, WCLA.

‘Responsible of Construction/ Rehabilitation of Heritage bunldmg works.
Top supervision of consultants/ contractors hired for Rehabilitation/
Civil works and other Engineering related works.
Monitoring of implementation of work plan. :

o Inter-directorate coordination'for_ ensuring the smooth execution of
works :

Liaison with line agencies and other Government Departments

Liaison with consultant and contractor and responsible regarding all

the works.

’ Endorsement/ Recommendations of bills of contractor certn" ed by the

consultant/ WCLA .Engineering Staff that quallty, quantity and designs

of the work executed is in accordance with the clauses of the contract

Supervising the programme of work and strategy for making the

project happen

Supervision of hiring of consultant and contractor for engmeenng

projects :

Developing PC-I & PC I and supervssnon for proposed and ongonng

- schemes _
To look after the engmeenng issues and glve techmcai advuce of
walled City projects.

Coordination with other departments for smooth running of projects
Supervision for the cleanliness and Solid Waste management of the
project area/ Walled City Lahore.

Attending meeting with regard to the prOJects approval and execution
(internal and inter-departmental).

To supervise the Water Supply network system laid under the project

~ executed. :
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JOB ROLE OF DEPUTY PIRECTOR (Design) BS-18

Working closely on construction plans with clients, architects,
consultants and contractors.

Developing design ideas u‘sing CAD software

. Investigating the properties / characteristics of materials like glass,

steel and concrete, and advising Wthh is most suitable for specific
construction conditions..

Workmg out the loads and stresses on dlfferent parts of a structure.

»_ Using computer simulations to predict how structures will react under

different conditions

Inspectlng unsafe bu:ldlngs and recommendmg options for repairs or
demolition

- Making sure that projects meet iegal guidelines, environmental

directives, and health and safety requirements
Reviewing the Desngns submitted by the design consultants. _

Checking and rev1ewmg the structure designs submltted by the
properties owners for stability and durability:

Vetting the designs using the computer aided structure software

Ve&ing the Rebar ratios of different structure components in the
projects.

Suggesting ‘the proper mix dESlgl’\ of concrete for the specific
construction purposes

Supervising prOJect teams

Gwnng progress reports to clients and senior managers
providing technical advice in related matters.
obtaining planning and/br building regulations approval
inspecting properties to check conditions/foundations

liaising with relevant professional staff and public departments
DD (Design) shall report to Director (Engmeermg & Infrastructure).
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JOB ROLE OF DEPUTY DIRECTOR (WATER SUPPLY) BS-18

To carry out all the tasks assigned by Director Engineering.

Coordination with WASA regarding the Water Supply System.

Ensuring the safety factors of the site during the execution of work and
confirming the regulation related to health, safety and the environment
(HSE) adhered as per the prevailing contract agreement. '

Review / verification of change orders, extension of times.

Resolving the issues between the consultants and contractors (If any) and
negotiate the issues successfully.

Communicating with the range of people including the consultants sub-
contractors, suppliers, the public and the workforce. -

Inputs for the PC-1 and PC-II for the upcoming Engineering projects.

Plan and coordinate all aspects of construction process relating to Water
Supply, including hmng of consultants and contractors.

To tackle all the issues at projects regarding the Water Supply.

Using Project Management techniques to plan smooth workflows.

Inputs in periodic status reports prepared by consultants. Preparat:on and
presentation of financial and physical progress reports for department’s
head, including suggestlons and recommendations. '
Inputs in processing of the running bills and payments of consultants.
Supervise Ads for timely completion of tasks.

To carry out day to day office documentation regarding the projects.
Collecting of data from WASA for Water resources and distribution
systems. ‘

~ Proposals for water budgeting and clean Water supply to WCL area.
Certification of contractor and consultant bills for payment.

DD (Water Supply) shall report to Director (Engineering & Infrastructure).
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J0B ROLE OF DEPUTY DIRECTOR (SEWERAGE &

‘SOLID WASTE) BS-18

To carry out all the tasks assigned by Director Engineering.

Coordination with WASA & LWMC for sewerage and solid waste disposal.
To tackle all the issues at projects regarding the S&SW. 7

Giving S&SW inputs for the PC-1 and PC-1I for the upcoming Engineering
projects. | D
Commiunicating with the range of people including the consultants, sub-
contractors, suppliers, the public and the workforce. '

- Ensuring the safety factors of the site during the execution of work and

confirming the regulation related to health, safety and the environment
(HSE) adhered as per the prevailing contract agreement.

Assess and reviews the project Key Performance Indicators to determine
accurate - status of project, making tactical decisions for allocating
resources, and assigning ‘staff requirements, to maintain project on
target. : A '

Supervise ADs for timely completiori of tasks.

Change Management as the drawings, design anq.speciﬁcations may

change anytime in a complex project and ensuring relevant parties are
notified of changes in the project. ' : o

To carry out day to day office documentation régarding the projects. _
Conflict Resolution between consultants and contractor and successfully '
negotiate the issue. | o o ' )
Propasal for efficient disposal of S&SW from WCL area

Certification of contractor and consultant bills for payment

DD (Sewerage & Solid Waste) shall report to Director (Engineering &

Infrastructure).
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JOB DESCRIPTION OF DEPUTY DIRECTOR (PROJECTS &
.CONSTURCTION) BS-18 |

. ePreparation of PC-1 & PC-II for the upcoming Engineering Projects.

« Plan and coordinate all aspects of the construction process, including hlrmg
of consultants and contractors.
-« Processing the running bills and payments of Consultants.
~» Closely conduct each step in hiring of consultants, from short listing, RFP's,
Technical Evaluation, financial evaluation, contract drafting to award of
contract.
e Preparing the site and l:ans:ng with other construction professnonals such as
‘ arch:tects engineers, estimators and surveyors before c_onstructlon work
‘starts

+ Developing the programme of work and strategy for making the pro;ect
happen _

» Making safety inspections of the site when work is- underway and ensuring
regulatlons relating to health, safety and the environment (HSE) are
adhered to as per prevailing contract agreement
- Using Project management Techniques to plan smooth work flows

« Communicating with a range of people including the consultants,
subcontractors, suppliers, the public and the workforce

« Reviews periodic status reports prepared by the consultants. Prepares and
‘presents financial and physacal progress reports for departmen_t’s head,
including suggestions and recommendations.

« Assess and reviews the project Key Performance Indicators to deterrmne
accurate status of project, making tactical decisions for allocating resources,
and assigning staff requirements, to maintain project on target.

« Review/verification of Change orders, Extension of times.

« Change Management, as the drawings, design and specifications may
change anytime in a. complex pro]ect and ensurmg relevant partres are
notified of changes in the project :

» Accountable for managing and maintaining the main contract and
subcontract database and all associated files.
- o Certification of contractor and consiitant bills for payment

s DD (PC) shali report to Director (Engmeering & Infrastructure)
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JOB ROLE OF ASSISTANT DIRECTOR (ENGINEERING) BS-17

To carry out all the tasks assigned by Deputy Director.

" 7o tackle all Engineering issues at projects.

Communicating with the range of the people including the consultants,
sub-contractors, suppliers, the public and the workforce. -
Review / verification of Change orders, Extension of time. _
Conflict Resolution between consultants and contractor and successfully
negotiate the issue. ' ' , o
Making safety inspections of the site when work is underway  and
ensuring regulations relating to health, safety and the ertvironment
(HSE) are adhered to as per prevailing contract agreement. -
Preparing the site and liaising with other construction p‘rofeésibnals such
as architects, engineers, estimators and surveyors b_éforetonstruction
work starts | , ' o |
Inputs in preparation of PC-18&11 for the upcoming engineering projects.
Reviews in periodic status reports prepared by the consultants. Inputs in
preparation and presentation of financial and physica!'progress reports
for department’s head, including suggestions and recommendations.
Supervise the Sub Engineers for timely completion of tasks. o

"To carry out day to day office documentation regarding the Projects. -

. Preparation of proposals for improvement of Infrastructure facilities.

Preparation and certification of contractor and consultant bills.-

- AD (Engineering) shall report to DD (Engineering)
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JOB DESCRIPTION/ ROLE OF ASSISTANT DIRECTOR (ELECTRICAL
ENGINEERING) BS-17 ‘

To carry out all the tasks assigned by Director Engineering.

Coordination with the consultant, contractor, LESCO and PTCL regarding

the Electrical and telecommunication network with respect to vetting of

purchase order, inspection of material'and stage inspection and site
~ issues.

To tackle all issues at prOJects regarding the Operation and Maintenance
. of Electrtcal and Telecom Network.

To involve in the de5|gmng of Electrical and Telecom Network with ACE

and AKCSP

Preparation -of PC-1 for - |Ilum|nat|on system and O&M of Electrical
" Network.

Supervision of Sub- Englneers (Electrlcal) for timely completion of tasks

and resolving of site issues. '

Supervision of Sub-Engineers (Electrlcal) for Illumination Network of

Package-I. :

~ To carry out day to day office documentation regarding the PrOJects

Proposals for improvements of Electricity supply to WCL area.
AD (Electrlcal Engmeermg) shall report to DD (Engineering).
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JOB DESCRIPTION/ ROLE OF SENIOR ELECTRICAL ENGINEER (BS-
17) | ‘

.. To carry out all the tasks aSS|gned by Director Engineering.

. Coordination with the consultant, contractor, LESCO and PTCL regardmg :
- the Electrical and telecommunication network with respect to vetting of

purchase order, inspection of materlal and stage mspectton and site
issues. : '

«  To tackle all issues at prOJects regard:ng the Operation and Maintenance

of Electrical and Telecom Network.

"« To involve in the des;gmng of Electrlcal and Telecom Network with ACE

-and AKCSP

- Preparation of PC-I for .illumination system and O&M of Electrlca!

Network.

«  Supervision of Sub- Engmeers (Electncal) for timely completion of tasks
and resolving of site issues.

»  Supervision of Sub- Engmeers (Electrical) for Ilumination Network of

_ Package-I.

.+ Tocarry out day to day office documentataon regardmg the Projects.
-«  Proposals for mprovements of Electricity supply to WCL area.

'+ Senior Electrical Engineer shall report to DD (Engineerihg). '



WiA G Gl (I BAMIGEOGASN TS SRS HALA ST T DR

i PUNJABVGAZE'I‘I‘E azx'monmrmm DECEMBER" 13, 3016 3681

{JADIATIZII) 21-298 N33R IOVI-BUE 30 2108 8

JOB ROLE OF SUB- ENGINEER BPS-15 (CIVIL)

W prnesnined 1o BeTe yoinee v banpizes oMasl md s suo yren o .
"+ To carry out all the tasks asgfgné% By 8 *fbr"Eta‘?iF’oi‘”Eﬁg‘ar’iE’Ei'fﬁg?an

. To supervisé 3f CORSIRIGH WoHRE 3t E‘é“ st bAs gnilnigilngid

. Highlighting ; and IRtirating SreaitRs 1o Senfgr deskie noviseaad o

. Prepardti ot ﬁﬁh&esﬁ?ﬁé?%%%%néﬁ&%ﬁfﬁ%%"”‘jﬁ‘““”‘” :

+ * PreparatiSh BP Rite SRS TSP ron<EehbauRl Réme GPiipresvive .

- Verification of works at sitt"QSiH&H by Contrattofl ! pritenibiced  »

2 leeRaRc! dfﬂé*a%‘uféh?éﬁﬁséoksﬁ sheh 01 ¥8b W0 noizivieque

- Survey works for various projects (ongoing and upconiing) 122(07G
29221 EGSTaM S vt Sitd QP BF Wontrdiddr 1 51amol) o sonsnstnisM -

. Superws:on of day to day repair and maintenante’ woiks 14t ‘project
area,s”::em:ﬁ:‘*’ sxosid) JA of hogst sz isohtsil esnign3 dua ¥

<

- Sub Engineer Civil shall report to AD (Engineering).
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J0B ROLE QF Sus-zuﬁmﬁea BRS-16 (EI.ECTRICAL)
AT
+ To carry out all the tasks assngned by senjor staff of Englneermg wing.
Ise all.Blgctrical works at site.
. Highhghttng and intimating electrical issues to senior staff
+  Preparation QiEstlmates for various electrical works.
+  Prepargtion of Rgte analysis for non-schedule items of works.

Survey.works for various pro]ects (engoing and upcoming)
»  Coordingting with site staff of contractor. ,
'+ Supervision of day to day repalr and maintenance of Electrical works at
praject area/s.
»  Maintenange of c:amgigmt Cell for sortmg out day to day electnca! issues
iR prajeet area.
Sup Engineer glgg;ricgl shall report to Ap (Electncal Engmeer)
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- JOB aol.s OF FIELD supenxu‘f;mm (gg-;g)
+ To carry out all the tasks assngned by senior staff of Engmeermg Wing.
» To supervise all construction works at site.
«  Highlighting and mtlmatmg site issues ta senior staff.
«  Préparation of Estimates for various engineering works,
+  Preparation of Rate analysis for non-schedule items of works.
*+  Verification of works at site claimed by contractor.
*  Survey works for various projects (ongoing and upcoming)
. Coordmatmg with site staff of contractor
+  Supervision of day to day repair and maintenance works at project
area/s.’ : ‘
Field SUpenntendent shall report to Sub Engmeer Civnl o '

Y
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: Terms of Reference
Director Conservation & Planmng (BS-19)

Job Descrlptlon.

-
]

-

Implementation of master conservation plan.

Zoning the Walled City.

work in consuitation with herltage conservation board {(HCB).

Design, promote and administer WCLA’s plans and policies affecting
land use, zoning, declaration of heritage properties, building control,
public utilities, community facilities, housing, and transportatlon are
the main responsibitities of this post.

- Hold *public:meéetings -and«~cenfer- with:: government, social scientists,

lawyers, developers, the public, and special interest groups 1o
formulate and develop land use or community plans

Prepare schemes and projects

Regulate the taxation and fines mechanism

Superwse the ownership registration in WCLA :
Create, prepare, Or requisition graphic and narrative reports on land
use data, including land area maps overlaid with geographic variables
such as population density. - '

~ Skills/ Competences/Knowledge

Management Skills

Oral Communication sKill

Decision Making wiliness

Critical Thinking skill

Job Task Planning and Organizing skills
Problem Solving Technique -
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- Culture Heritage Specialist (85—18)

Job Description:

-

JImplementation of master conservatlon plan.

Zoning the Walled City. -

Work in consultation with hentage conservation board (HCB).

Design, promote and administer WCLA’s plans and policies affecting land
use, zoning, declaration of heritage properties, building control, public

utitities, community facilities, housing, and transportation are the main

responsibilities of this post. _

Hold public meetings and confer with. government, social scientists,
lawyers, developers, the public, "and special interest groups to formulate
and develop land use or community plans. .

Prepare schemes and projects

Regulate the taxation and fines mechanism-

Supervise the ownership registration in WCL

Create, prepare, or requisition graphic and narrative reports on land use
data, including land area maps overlaid with geographic variables such as

" population density.

e Culture Her[tage Specialist shall report to Dsrector (Conservatlon &

Planning).

Skills/Competences/ Knowledge
 Oral Communication skill

Decision Making wiliness
Critical Thinking skill
Job Task Planning and Organizing skills
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Terms of Reference
Senior Architect BS-18

Job Description:

Senior Architect wouid be involved with de5|gnang new buildings,
extensions or alterations to existing buildings, or advising on the -
restoration and conservation of oid properties. : -
To work on individual buildings or on_large redevelopment schemes :
and can be responsibie for the. design of the surrounding landscape
and spaces in Walled City. _

Discussing the objectives, requirements and budget of a Lspeciﬁc

project in WCL.

Repairing and presenting feasibility reports and design proposals

Producing detailed workings, drawings and specifi ications.

Specifying the nature and quality of materials required for renovatlon

. or rehabilitation.

Preparing applications for planning and building control departments.
Regular site visits to check on progress, ensuring that the project is
running on time and to budget. |

Resolving problems and issues that arise during construction.

Ensuring that the ,env'ironmental impact of the development of project
is managed.

Senior Architect shall report to Director (Conservatlon & Plannlng)

Skills/ knowledge | .
An architect must have to demonstrate: '

Design talent
Engineering ability -
Social awareness
Business aptitude
Legal knowledge
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Terms of Reference ‘ :
Deputy Director (Land Record & Property Transfer) BS-18
‘Job Description: : ' .
« Registration of occupants and traders inside Walled City of Lahore..
« Assigning property number to WCLA properties that is houses, shops
etc.
~« To manage & implement all property transferring and registration
méchanisms. ' ‘ o I
« To Monitor the activity of erection or re-erection of a building or
commence to eréct or re-erect a building except with the previous
sanction of the Authority. o o
« To provide leadership to WCLA for the development, planning, '
implementation, coordination and ‘administration of Walled City's
geographical Information System and for the modernization of the
WCLA land records system. ' T
To supervise the land records and registration records.
To coordinate, research and manage land records of WCLA.
Maintain land records files and WCLA's survey files in good order.
Provide support during acquisitions to assure that potential purchase
property descriptions are accurate, describe property as depicted on
maps and that land is as stated. ' '
. Take measure to streamline the conduct of business, commercial
activity and to enhance quality of life of the people. -

« To direct the enforcement wing to take legal action as per required.
"« Also to ensure that WCLA has adequate backing documentation to

satisfy inquires should there be questions relative to the descriptions

. at some future time. : _ ,

« To monitor construction activities as per approved plan and to ensure

~ no violation. ' S o

« Enforce building bylaws and check rampant building violations.

« To Supervise and direct. assistant director Building control and
Assistant Director Enforcement regarding management in WCLA.

« DD (LR&PT) shall report to Director (Conservation & Planning).

Skills/Competences/Knowledge: _ , )

« _Comprehensive knowledge of the Authority’s procedures governing
land records, ownership transfers, exemption and exclusions ;
comprehensive knowledge of the Punjab Government laws, relating to

. property assessing; o :

« ability to supervise subordinate personnel;
ability to write clear and concise reports;

« Ability to establish and maintain effective working relationships with

associates and the general public.
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Terms of Reference
Deputy Director (Urban Planning) BS-18

Job D_escription:

Deputy Director Urban planning will create plan for the use of land
within Walled city. :

_Des'ign the streets and landscapes of Walled City of Lahore to be as

inviting to businesses and tourists as possible.

Frequently have to collaborate with other professionals (Iike engineers,'
architects, and public officials) on the job, and sometimes need to give

- presentations that communicate their plans for development in Walled

City. I _

Design, promote “and administer -government - plans and policies
affecting land use, zoning, public utilities, community facilities,
housing, and transportation in Walled City of Lahore.

Determine the effects of regulatory limitations on projects.

Create, prepare, or requisition graphic and narrative reports on land
use data, including land area maps overlaid with geographic variables
such as population density. , - ,
Process planning application for new construction in light of bylaws and
local requirements. To énsure all coded formalities before approval of

" plans (Residential/Commercial)

DD (Urban Planning) shall report to Director (Consei'vation &

Planning). -

Skil!s/ Competences/Knowledge

Management Skilis - -

Oral Communication skill

Decision Making wiliriess

Critical Thinking skill :
Job Task Planning and Organizing skills
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Terms of Reference | .
Deputy Director (Conservation) BS-18

Job Description: : : .

To take an active role in Walled City of Lahore heritage securing the
preservation and public enjoyment of ancient monuments. ,

To provide technical advice for statutory scheduled ancient monument -
casework, grant management systems for historic buildings and

 mosques, and the general conservation and promotion of the cultural
. heritage. : : . - .

To take a proactive role relating to casework particularly in identifying

- potential problems and proposing.solutions; to approach problems,

possible solutions and their impact on the cultural heritage, ina
practical and creative way.

To assess unauthorized works and damage to scheduled monuments
and to manage appropriate action. : _ '

To determine priarities for recording, repair, management and
interpretation works ' , :

on monuments across the Region, and promoting programmes of work
at priority : : ' : ’
Monuments through advice and recommendation of grant aid.

DD (Conservation) shall report to Director (Conservation & Planning). .

Skills/ Competences/Knowledge:

Leading a dedicated conservation team within WCLA.

Serving as a specialist adviser for a particular sector or interest.
Acting as a control officer for managing change in Walled City within
development control.. o

Excellent IT skills.

Excellent communication skills
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Terms of Reference
. Resettlement Expert (BS-18)
To ensure bundlng regulations and other legislation are followed when
houses, offices and other buildings are deggned and constructed in the

~ Walled City.

Carrying out regular anspectlons of the buuldlng encroachments and

building methods in Walled City.

Taking samples of new bunldlng materials and assessmg their
suitability. :
Issuing completion certificates when the work has been carned out

- satisfactorily.

Assist with development of project timeline, work breakdown structure.

and resource Requirements.

To.maintain a record of construction inside WCL

Antu:lpate communicate and manage issues and risks to prOJect
success.

Assist with the socialization and deployment of process |mprovements
To develop strategies for smooth community moblhzat[on

Plan and design behavioral change strategies.

Conduct meetings in community about WCLA projects and schemes
Sensitize community about WCLA's activities

Mltlgatlon during projects’ implementation.

Resettlement Expert shall report to Director (Conservation & Planning).

Skills/Knowledge

Computer skills/ MS Office Proficiency
Ability to work under stress.
Cultural and political sensitivity of Walled City of Lahore.

e Strong communication skills
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- Terms of Reference
Deputy Director (Licensing & Recovery) BS-18

Job Descrlptlon

Issue work permits inside the wCcL ' /

Carry out taxation ' ' '

TJo ensure rent and serv:ce charges are recovered in a timely “and
efficient manner.

To monitor rent accounts and take further approprlate actlon when
necessary.

To undertake all duties in respect of a range of local authority licensing
- provision. including the issue of licenses and generally for enforcmg the

provisions contained therein.

To use appropriate computer software to produce accurate licenses
and sets of license conditions, on time and for all hcensmg iegtslatlon
in the field of licensing responsnbillty _

To provide leadership to WCLA for the development planning,
implementation, coordination and administration of Walled City’'s
geographical Information System and for the modermzat;on of the
WCLA land records system. : :

DD (Licensing & Recovery) shall report to Director (Conservatlon &
Planmng)

Skllls/ Com petences / Knowledge

IT skills, team building skills, knowledge and expenence in dealing
with Licensing Act.
Must have proficiency in MS ofﬂce
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Terms of Reference
\ Assistant Dlrector (Enforcement) BPS-17
‘ JOB DESCRIPTIQN

. ASSIstant director of enforcement position is responsible for developing
specific expertise in and knowledge of walled city authority recruitment
environment through monitoring, investigation, and outreach and education
efforts designed to strengthen the-enforcement staff’s ability to monitor and
‘enforce compliance with authority rules. _ '

¢ Visit site along with enforcement inspector on a complaint or during random
visit.

» Issuing of notices for illegal or demolition of building by personal services to

' the owner/contractor/occupier and flxmg at sité or adopting any other
medium. . . ,

« Direct to Lodged FIR against the vnolators

e Sealed the property.

e On the direction of the authority could demolish the property whether
Partially demolition or complete demolition

o Call violators for personal hearing on the direction of the authority

« Remove the Encroachment in the walled city =,

e Send request to DD(Law) for filling Istaghasas in the court of Illaga -
Magistrate

-» To make sure that WCLA’s enforcement regulations are being foliowed o

In addition to inspection and investigation of properties and buildings inside
Walled City, enforcement -officer will also determine the nature of
environmental or health hazards, nuisance violations and unsafe building
conditions in WCLA.

« In addition, AD {Enforcement) must understand and cornply wnth Provincial & -
WCLA Act regulations on land usage, zoning, business permits and building -
access.

« To coordinate with bunldmg control team, lalse with police in case of |Ilegai'
construction.

e AD (Enforcement) shall report to DD (LR &PT).

SKILLS REQUIRED

+ Well - developed analytical, oral and writing skills. ‘
s The ability to work independently and manage various job assignments
e A tevel of self- confidence that allows you to remain p0|sed and able to -
' think clear in stressful circumstances
«- Willingness to keep infarmation confidential
-« The ability to communicate effectively wnth potential w1tnesses of varied
' backgrounds
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" Terms of Reference :
Assistant Director (Licensing & Recovery) BS-17
Job Description:
« To ensure rent and service charges are recovered in a timely and
~ efficient manner. .

» To monitor rent accounts and take further appropnate action when
‘pecessary. :

« Yo undertake all duties in respect of a range of local authorlty licensing
provision including the issue of licenses and generally for enforcing the

~ provisions contained therein.

« To use appropriate computer software to produce accurate Ilcenses
and sets of license conditions, on time and for all ilcensmg legislation
in the field of licensing responsibility.

« AD (Licensing & Recovery) shall report to DD (Licensing & Recovery)

Skills/Competences/Knowledge:
» IT skills, team building skills, knowledge and experlence in dealing
with Licensing Act.
» Must have proficiency in MS office.
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Terms of Reference
Assistant Director (Land Record & Property Transfer) BS-17

.'lob Description:

Provide assistance to Deputy Director (BC) of WCLA for the
development, planning, implementation, coordination and
administration of Walled City’s geographical Information System and
for the modernization of the WCLA land records system.

To supervise the staff for the land records.

To coordinate, research and manage land records of WCLA

Maintain land records files and Authority’s survey files in good order.
Provide support during acquisitions to assure that potential purchase
property descriptions are accurate, describe property as depicted on
maps and that land is as stated.

Also to ensure that WCLA has adequate backing documentation to
satisfy inquires should there be questions relative to the descriptions
at some future time.

To closely monitor construction activities, and to ensure that there is
no illegal construction against the approved plan.

Coordinate with enforcement team in case of illegal constructlon

Keeps DD (BC) well informed r.egardmg development activities inside
walled city of Lahore. ' '

To manage, regularize & assist in property transferring mechanisms. .

To contact with Sub Registrar walled city and Data Gunj Bakhash Town
‘and Ravi Town to collect information and attested copies of.registered
sale deed.

To Liaispn with the DD (SMT)/Re- settlement expert and DD (law)
regarding Package II.

Maintain the record of Demolition of buildings.

Maintain the record of approved building plans.

Maintain the record- of Government notification and amendments in
Rules and Regulations regarding Land Laws. '

To appear before the executive authority for matters relatmg to Iand
record and property transfer.

To collect the press release relating to the Land Record of WCLA
Maintain the record of Historical Buildings.

Maintain the record of Dangerous Buildings.

Maintain the record-of Collapsed Buildings.

Maintain the record of FIRE incidents after notification of WCLA.
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e

« Maintain the record of pending Litigation before different courts.

« Maintain the record of Settlement and Re-settlement in the WCLA.

. Maintain the record of Compensation to the illegal occupants in WCLA. .
. « Maintain the record of the properties owned by Auqaf Department
~*(Muslim and Hindu). _ A

. Maintain the record of Monuments Central and Provincial.

« Maintain the record of the empty Plot in Walled City.

. Maintain the record of litigation after notification.

« To collect the record from the concerned departments relating to the

_notified area of Walled City. : :
« To work with Director Marketing regarding acquisition and purchase of
Haveli's. = . ) ' -

« To maintain and reqularize the mechanism of NOC.

e AD (LR&PT) shall report to DD (LR&PT).

Skills/ Competences/Knowledge: ,
« Comprehensive knowledge of the 'Atjth'o'rity’s procedures gbverning
land _r'e'cords, ownership transfers, exemption and exclusions ;

-comprehensive knowledge of the Punjab Government iaws, relating to
_property assessing; ‘ o :

« ability to supervise subordinate personnel;

« ability to write clear and concise reports;

‘«  Ability to establish and maintain effective working relationships with
associates and the general public. - '
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Terms of Reference
Ass:stant Dlrector Env:ronment and Parks BPS-:I.7

Job Description: -
* The AD (Environment and Parks) must be able to: work in a success-
oriented, team environment, work mdependently on assngned prOJects,
and demonstrate superior judgment. .
. « Manages multiple aspects of the WCLA's Envnronmental Resources and
'Protection Program.
» Manages and evaluates the work of professional and techmcal staff
* Plans and organizes work activities to meet WCLA s goals and
objectives.
» Supervise Parks personnel in WCL and assnst in preparmg dally work
schedules.
¢ Make hiring recommendations, lmpiement employee eva!uatlons
coach and train employees and execute corrective action.
+ Promote all safety policies and procedures to employees.
~ » Ensure WCLA's employees receive all necessary communications _
regarding WCLA’s pohc:es and procedures related to environment and
parks.
. Responsable for maintaining Watled City of Lahore s Parks grounds and
properties including planting beds, trees and shrubs.
» Routinely inspect Park facilities, grounds and playground equupment ,
inside Walled City of Lahore.
» Monitor and order all the Parks supplies inside Walled C[ty of Lahore.
« Perform other duties as assigned.
e AD (Environment & Parks) shall report to DD (Conservatldn)
Skills Required:
e IT skills, team building skills, knowledge and experience in dealing
with Licensing Act. _ :
¢ Must have profi ciency in MS office.
* Good communication skills.
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- Terms of Reference |
Assistant Director (Fort & Monuments) BPS—17

Job Description:

To take an active role in Walled City of Lahore heritage secunng the
preservation and public enjoyment of ancient monuments and Lahore
Fort.

To provide technical advice for statutory scheduled ancient monument
‘casework, grant management systems for historic buildings, fort and
mosques, and the general conservation and promotlon of the cultural
heritage.

‘e, To take a proactive role relating to casework particularly in identifying

potential problems and proposing solutions; to approach problems,
.possible solutions and their impact on the cultural heritage and
tourism, in a practical and creative way.

To assess unauthorized works and damageto scheduled monuments
& fort and to manage appropriate action.

To determine priorities for recordlng, repair, management and
interpretation works

on monuments and Fort across the Walled City of Lahore.

» AD (Fort & Monuments) shall report to DD (Conservation).

Skllls/ Knowledge

Computer skills/ MS Office Prof‘ iciency
Ability to work under stress.
Cultura! and political sensitivity of Walled City, of Lahore

e Strong communication skills
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Job Description:

.

, Terms of Reference - ,
Assistant Director (Building Control & Commercialization) BS-17
To ensure building regulations and other legislation are followed when
houses, offices and other buildings are designed and constructed in the
Walled City. S .
Carrying out regular inspections of the building and building methods in
Wajled City. '

To conduct survey of dangerous Buildings in whole area of WCLA and

issue notices.
To conduct Fire safety survey and issue Notices to them.

" Taking samples of new building materials and assessing their suitability.

Issuing completion certificates when the work has been carried out
satisfactorily. ‘ : : '
Assist with development of project timeline, work breakdown structure
and resource Requirements. :

~ To maintain a record of construction inside WCLA.

To inspect the activity of erection or re-erection of a building or
commence to erect or re-erect a building -except with the previous:

" sanction -of the Authority

Inspection of Buildings who's Building Plans has been approved,

Anticipate, communicate ahd manage issues and risks to project success.
Assist with the socialization and deployment of process improvements.

To restrict Commercialization in the Walled City. :

To maintain list of survey regarding Commercial iltegal construction along
with Pictures. , . . :
Visit site regularly and report about current situation of walled city
weekly. : ' : , -
Recommend highly heritage building for preservation and highly .

. dangerous building for demolition.

AD (Building Contro! & Commerciali'zation) shali report to DD (LR &PT).

Skills/Competences/Knowledge: ' :

» Excellent analytical and problem-solving skills.

» Interest in and understanding of construction processes, legislation
and requirements.

e -Excellent IT skills. : .
The ability to explain complex issues and legal requirements in simple
terms. : o

» Ability to advice on issues affecting building projects, with an emphasis

~on cost-cutting and sustainability measures.
= - Strong communication skills, both written and oral, combined with
~good interpersonal skills.
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Job Description:

Terms of Reference
Assistant Director Urban Planning BS-17

Assessing the environment impacts on heritage sites.

To create plans for the use of land within the Walled city of Lahore.
To develop plans to address transportatlon probiems in Walled City of
Lahore. : :

Yo develop plans for improving the.economy of a particular area

To study the goals of WCLA's pro;ects and make sure that the area s
design supports the goals. :
researching and designing planning policies to guide development

- designing layouts and drafting design statements;

AD (Urban Planning) shall report to DD (Urban Planning).

Skills Required: :
The incumbent must demonstrate the following skills:

verbal and written communication skilis

commercial awareness

project management

team working skills

research skills

ability to work on a number of dlfferent problems at once



- 3102 THE PUNJAB GAZETTE (EXTRAORDINARY) DECEMBER 13, 2016

Terms of Reference
: Surveyor BS-17
Job Description: :

* Make exact measurements and determine property boundaries.

* Provide data relevant to the shape, contour, gravitation, location,
elevation, or dimension of land or land features OR Or near the earth's
surface for engineering, mapmaking, mining, land evaluation,
Construction, and other purposes. ,

* Prepare and maintain sketches, maps, réports, and legal descriptions -
of surveys in order to describe, certify, and assume liability for work
performed. -

*» Verify the accuracy of survey data, including measurements and
calculations conducted at survey sites. _

o Direct or conduct syr‘veys in order to establish legal boundaries for
properties, based on legal deeds and titles. ‘

* Record the results of surveys, including the shape, contour, location,
elevation, and dimensions of land or land features. )

¢ Calculate heights, depths, relative positions, property lines, and other
- Characteristics of terrain. . ' _

* Prepare or supervise preparation of all data, charts, plots, maps,
records, and documents related to surveys.

* Surveyor shall report to DD (Urban Planning) / DD(LR&PT).

Skills/ Competences/ Knowledge:
‘The incumbent must demonstrate the. following skills:
» Strong organizational skills and an-eye for detail.
» Willingness to work outside in all conditions. S
- o Interest in and firm knowledge of the buiit environment.
¢ Excellent IT skills. , ' . :
e Analytically minded, with strong problem-solving skills,
» Interpersonal and communication skills, both written and oral.
= Excellent people, project and time managemént skills.
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Terms of Reference

Assistant Director Registration Record BS-17
~ Job Description:
¢ To undertake. the daily functions of Authority’s’ document  or
registration information management system to provude an efficient ’
-and effective service to the organization.
» Assist in the impiementation of the orgamzatlon s electronic document
management system.
‘» Assist in the processes of the Authority’s records storage facmty
» Forward emails, print to capture if necessary, to officers that come
‘through Records ,
+ Process & classify correspondence, payments &invoice
« Ready mail for perusal by Director
« Capture & record mail on computer database
¢ Locate files and record daily mail onto them
~« Copy or scan copy mail for distribution (files out)
+ Distribute daily mail ,
~ « Collect / distribute inter departmental documents
¢ Print weekly reports for distribution {outstanding correspondence)
« Maintain Indentures - (registers, indenture, create & file) i.e.
~ Agreements, contracts, deeds, bank guarantees, tenders etc
'+ File agendas, minutes & reports to files when diven by Director.
= Process requests/files information required by officers -
». Process outside requests for information (state records) ,
.« Request by staff for archived information - retrieve, book out & record
* Report to DD (LR&PT) regarding the registration of property.
« AD (Registration Record) shall report to DD (Urban Plann:ng)/ DD (LR
& PT).

Skills/Competences/Knowledge:
The incumbent must demonstrate the following skills:
+ time management skilis
» decision making skills
- IT skills
» Interpersonal skills - 7 _
« Analytical & reasoning ability :
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F

- Terms of Reference , :
Assistant Director Archeology/History BS-17
Job Description: , C A N o
* surveying sites using a variety of rrjethods, including field walking,
- geophysical surveys and aerial photography; '
» Recording sites using drawings, detailed notes and photography of
- Walled City. ' _

* Wusing computer applications, such as computer-aided design (CAD)
and geographical information systems (GIS).to record and interpret
finds, sites and landscapes;: ' e

* conducting research-and desk-based assessments of sites;

* providing advice on the conservation or recording of archaeological
remains; , - o :

* ensuring important buildings, monuments and sites are protected and
preserved; ' -

. producing and publishing excavation and site reports;

-+ AD (Archeology / History) shall report to DD (Conservation)

Skills Required: _
The incumbent must demonstrate the following skiils:
» meticulous attention to detail” =
» written communication skills . .
e accurate recdrding and reporting skills, including writing, drawing and
‘photography skills '
~ e -an inquisitive mind :
~+ ability to extract and analyze data
» presentation skilis
« good IT skills
* good time management
+ flexibility in terms of location
¢ team working
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Terms of Reference
Assistant Director Architect BS-17

Job Description:

Creating building designs and highly detailed drawings both by hand
and by using-specialist computer-aided design (CAD) applications.
Liaising with construction professionals about the feasibility of
proposed projects, including constraining factors such as town
planning legisiation, envuronmental impact and project budget.
Working closely’ with a team of other profess:onals such-as building
service engineers, construction managers, quantlty surveyors and
architectural technologists.

Writing and presentlng reports, proposals, appllcatlons and contracts
Determining the materials to be used and specnfymg the requirements
for the project. : a
Adapting plans accordmg to cnrcumstances and resolvmg any related
problems that may arise during construction.

‘Making sure the project is running according to schedule and budget

Playing a part in project and team management.
Travelling regularly to bundlng SItes, proposed locations and client
meetlngs :

' AD (Archltect) shail report to Senior Archltect

Skills Requnred.

Excellent communication skills, both writteh and oral.
High tevels of creativity, imagination and vision.

- A keen interest in the built environment and the dedlcatlon to see

projects to their conclusion. :

Willingness to work long hours, under tlme and budget pressure
Excellent design and draftlng skills and proF ciency with computer-
aided design (CAD).

Strong mathematical skills. ,

A keen eye for the detail of specific tasks, combined with an
understanding of how such specifics fit in with the project as a whole
Organizational, project management and plannlng skills, mcludmg the
ability to juggle muitiple tasks.

An analytical mind with excellent problem-solvmg ablllty

Leadership skills as well as the ability to work well within a team of
other professionals. ' ' :
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Terms Qf R.eférence
~ Chief Draftsman BS-16

Job Descrlptlon

Draws rough layout and sketches, and assigns work to and-directs’

. subordinate drafting workers: Sketches layout according to design

proposal and standard specifications and practices.

Assigns drafting of detail drawings to -subordihate personnel and

verifies accuracy and completeness of finished drawings.
Establishing liaison with architects and engineers in order to
understand the nature of’ the project.

The draftsman should be able to create drawmgs accordmg to the

requirements of the project. _
Chlef Draftsman shall report to Semor Archatect

f Skillsl_Knowlédge
Chief Draftsman must have:

Interpersonal skills.

" Decision making Skills

Drafting skilis
Analytical skills

. Communication skills - - R -

Presentation skills
MS Office command

Knowledge of*: Drawmg Iong secttons/cross sectlons and pians for

- diffarent projects. Lo
-K"‘?Wf’e‘ige of reievant !aws, rules, regulatlons, polncnes and procedures
of WCLA. - SR o ’
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Term of References

5

‘Curator (BS-16) -

Job Description |

e

responsibility for a collection of artifacts or works of art;
acquiring objects or collec_tidns of interest tb the Historic Place;
Look after the Historic Place. o h

cafa'ioguifhg écquisitions and kee’piﬁg fecords;

, displaying objects 6r'coNec_tions'in way, that makes them accessible.

and engaging to the general public;
writing materials and articles for the website;
writing articles for internal and external publications;

collection documentation and management;

_staff man'a_gement, staff training, annual a_ppraisals and diScipIinary

matters

Curator shall':repOrtﬂto"AD (Archeology / History) -
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GIS Operator BS-14

| Job Description:

To operate GIS system.,

Upgrade information on GIS. °

Data entry .

To make maps, customlzed Geographlc Information: Systems (GIS)
applications and manipulate data for WCLA

To read and interpret maps, manipulate and understand dlgltal land .
data and manage data entered into a GIS database of Walled City.
To assign phasing notation to map product utilizing switch diagrams
and information, material information, etc as provnded in WCLA's land
data documentation.

GIS Operator shall report to Surveyor

‘Skills/Knowledge:

Must have good attention to detail in order to maintain and enter data

in a GIS database.

Need to have superb written and oral commumcatlon Skl||S for creating
and presenting data reports, training other people how to use GIS

_technology and may need to work on GIS programmlng

Computer Skills/ MS OfF ice ProF iciency
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Draftsman 85-11

Prepare detailed drawmgs of archltectural designs and plans for
buildings and structures according to specmcations provnded by
architect. -
Operate computer-alded draftmg equxpment or conventlonal draftlng
station to produce designs, working drawings, charts, forms and
records. L :
Determine procedures and mstructlons to.be followed according to
design specifi cations and quantlty of requnred matenals

Draw rough and detailed scale plans for foundatlons buutdmgs and
structures, based on prelumlnary concepts sketches, englneenng
calculatlons specrﬁcatlon sheets and other data , '
Coordinate structural, electncal and mecharucal desugns and C etermme
a method of presentatnon to graphlcaliy represent buit

Analyze building codes by—laws space anq site requnrements and

other technical. docurnents and reports to determ:ne thelr effect on
architectural dessgns .

Drafting, Laying Out, and Specufying Techmcal_‘Dewces, Parts and
Equipment - Provndmg documentatlon, det@r ] mstructtons, drawmgs,
or specifications to tell others about how devices, parts, equipment, or
structures are to be fabncated constructed assembled, mod:ﬁed
mamtamed or used. '

Documentmg/Recordmg Informatlon Entpring, transcnbung,
recordmg, stonng, or. mgintainlng mformat:on in wn&en or
electronlc[magnehc fom\ _

Communicating with. Superwsors Peers, ot Su&ﬁnates Providmg
information to supervisors, co-workers, and sypordmates by
telephane, in wntten form, e-mail, ac in person.

Draftsman shall report to Chief Draftsman.

gi(ills(lgnowledgel Comi;etences _

[ I D BEN BN BEY N3

Interpersonal skills. .
Decision making Skills
Drafting skills
Analytical skills -
Communication skills
Presentation skills



3110 THE PUNJAB GAZETTE (EXTRAORDINARY) DECEMBER 13, 2016

Terms of Reference
AutoCAD Operator BPS-14
Job Description:
» To prepare technical drawmgs/design on AutoCAD.
« Produce specifications and drawings that have to be centered on
written instructions, calculations and equations provnded by engineers
and designers.

« To assist the enganeers and architects in preparing- technical drawing
and designs. ,

. AutoCAD Operator shall report to Chief Draftsman

[ ]
Skills:
"o Excellent Communlcation ‘Skills

Proﬁciency in advanced m AutoCAD Microsoft Ofﬁce, Wmdows and
“‘Micro station application.

« Have manual drawing skills along wnth computer drawmg
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~ Job Description:

Terms of Reference
Patwari 55-9

« Patwari. will maintain the record of ownershnp of land & also records of
- construction on the land within Walled City Lahore.
Preserving land records, monitoring daily activitles, and gathering
information about mdividuals or land owners. o
Visntmg lands in the premises of WCLA and maintaining record of
ownership. -
The keeping of the record of nghts up to date by the punctual record
of mutations.
The account of preparation of statisﬂcal returns embodying the
information derived from the building inspections and record of rights.
Keep the record of the revenue—which keeps details of the person who
is paying revenue to the government for that land.
patwari shall report to AD (Reglstration & Records)/ AD (LR&PT)/
Surveyor.

SIuIIs required '

Excetlent verbal communication sknll K
Commercial awareness’ e
« Planning and organizing
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_ Term of References
Horticulture Supervnsor (BS-Q)

'Superwse Parks personnel in WCL and assust in preparmg dally work

schedules.

Responsible for maintaining Walled. Clty of Lahore S Parks grounds and
properties including planting beds, trees and shrubs. -

Routinely inspect Park facilities, grounds and playground equnpment

_inside Walled City of Lahore.

Monitor parks / grounds and report to AD (Environment & Parks)

- Perform other duties as assigned.

Horticulture Superv:sqr shaill report to AD( Envnronment & Parks)
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_ Terms of Reference
Conservatioh Foreman BPS-9
Job Description:
+ - To Manage aSS|gned conservatlon projects of WCLA.
« To make sure eqmpment is adequate for the tasks at hand.
« _To maintain inventories of materials and supplies
» To monitor work progress to ensure completion of work.
« Maintains equipment records and maintenance manualis.
« Conservation Foreman shall report to AD (Archeologv / History)
Knowledge Of: :
- -purchasing processes such as ordering from contracts, contacting local
vendors for bids, :
. writing specifications, and preparing requisitions and vouchers;
« facility maintenance skills such as plumbmg, e!ectncal repaar
~ carpentry, and painting; '
- grounds keeping methods, equipment, and maintenance;
Ability To:
» organize and prioritize projects on a Iong and shert term basis and
calculate time, Equipment, and manpower needs;
« clearly provide work direction to others; :
-+ delegate work to others based on evaluation of their capabilities; .
« communicate sufFCtently to resoive conﬂlcts with staff, the public, and
~landowners .
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Terms of Reference
_Conservation Supervisor BPS-7

Job Description: , ,

. To supervise the maintenance of inventories of materials and supplies.

« To monitor work progress to ensure completion of management plans
designed to maintain o o ‘
recreation areas, areas owned, leased, and managed by the WCLA.

« Plans backup and opt_ibnal tasks to fill in when projects are stopped -
because of weather, _ R
breakdowns, or other _unpredi'ctable influences. _

» Maintains equipment regords and maintenance manuais.

. Conservation Supervisor shall report to Conservation Foreman.

Knowiedge Of: ' 7 -

_ = purchasing processes such as ordering from contracts, contacting local
vendors for bids, writing specifications, ahd preparihg requisitions and
vouchers; . _ ' '

« facility maintenance skills such as plumbing, electrical repair,

~ - carpentry, and painting;- ' :

« grounds keeping methods, equipment, and maintenanc’e';

Ability To: i '

« organize and prioritize projects on a long- and short-term basis and

- calculate time, equipment,; and manpower needs;

« clearly provide work direction to others; '

- '« delegate work to others based on evaluation of their capabilities;

.+ communicate sufficiently to resolve conflicts with staff, the public; and
landowners :

e
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Job

Terms of Reference
GangMan BS-1

Descrlptlon ' :
Guard, patrol, or monitor premlses to prevent theft, violence, or
infracctions of rules. :
Maintain record of visitors
Write reports of daily activities-and irregularities, such as equipment ,
dr property damage, theft, presence of unauthorized persons, or '
unusual occurrences.,

- Call police or fire departments in cases of emergency, such as fire or

- presence of. unauthorized persons.

Circulate among visitors, patrons, and empioyees to preserve order
and protect property

Inspect and monitor construction sites within Walled City to ensure
adherence to safety standards and specifications

GangMan shall report to AD (Inspector).

Skills/ knowledge:

Good verbal communication skills
Good judgment and decision making
Activeness '
-Supervision
Attentive
Practical knowledge of arms handhng and safety
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SCHEDULE-III

Annex-1
(see regulation 10)

Official Form No. -
WALLED CITY OF LAHORE AUTHORITY |
PERSONNEL RE‘QUISITION '

- Location: ~ No.
Director (Admin & Accounts)

Following positions have fallen vacant. There is a need to fil these

position in accordance with prescribedz procedure and Regulations. A
copy of job description is attached for advertisement and for further
action: 7 ' T
POSITION TITLE AND NO: |
CATEGORY AND PAY SCALE:
OFFICE/SUPERVISOR:

EXPECTED DATE OF JOINING DUTY:

I certify _th_at the above required position is essential for the purposes
of Walled City Lahore Authority business and that it is provided in
budget of Authority. I also certify that the attached job description is
‘complete in all material respei:ts and represent a true sketch. of
position reduirements‘. ' '
Date:-

. Requesting Officer’s Signature .
Name : ‘
Title:

' Cl_e_a‘rance by Finance Office:

Approved by:
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(see regulation 31)
Official Form No.
WALLED CITY LAHORE AUTHORITY
Location: - No._ '
PERSONAL REQUISITION NO:
POSITION TITLE AND NO:
CATEGORY. AND PAY SCALE:
QFFICE/SUPERVISOR: 7
EXPECTED DATE OF JOINING DUTY:
To: The Convener of the committee - 7
Ail applications received for the above position were reviewed in the
light of approved job specifications. Following is a list of candidates
who meet required criteria and who are recommended for an
interview: 7
Sr. | Name Father's Age on Last | Education Ekpqriem:e Test
No. ' Name/ Date of ~ Period Marks '
'Husband's | application '
Name
1.
2.
3.
4,
5.
6.
7.
k]
8.
9.

' FOR NATIONAL TESTING SERVICE / ANY APPROVED
GOVERNMENT AGENCY ' ' ;
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CATEGORY AND PAY SCALE:

~ Annex-III

Official Form No

WALLED CITY LAHORE AUTHORITY
CANDIDATES INTERVIEW EVALUATION FORM

" PERSONAL REQUISITION NO:
POSITION TITLE:

LOCATION:
OFFICE/SUPERVISOR _
EXPECTED DATE OF JOINING DUTY:
DATE OF INTERVIEW:
Sr.. | Name Father’'s Name/ Age .Education Experience
No. | Husband's .. Period
7 Name ’ '
1' o
2.
3.
4.
5@
RATING .

- INTERVIEW COMMITTEE MEMBERS:

Sr.

‘ Signature

| o] & wl o =
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Annex-IV
(see regulation 10)

WALLED CITY LAHORE AUTHORITY
OFFER Of APPOI’N_TMENT CN CONTRACT -

Reference:
Date:
Dear, (Name of the Applicant)

Address: (The applicant's address)

We are pleased to welcome you to Walled C|ty L.ahore
Authority as

We are eager to. have you work wath uUs on such an
important assessment. We see your skills as a value addition to
our Authority and our clients. You would be appointed as a
(designation) and your date of joining would be (mention the
date) for a period of 03 to 05 years on Contract.

Remuneration

_Your monthly salary will be Pay Scale :
as Pakistani Rupees : __per month.

Place of Work

Your current location would be at {(mention the location in
which the employee is posted). However, you may be
" transferred/posted in any of the walied City Lahore Authority

branch offices or project locations in the country or abroad, at
the discretion of the Authonty

Leave -

_ You would be eligibte for the leave as per the regulations
applicable in the Authority.

During your stay with the Authority, you are duty-bound tc
commit your time completely to the work of the Authority.
Moreover, you would nct take up any other assignmient, whether
full-time, part-time or honorary, or in cash or in kind, without
prior intimation and written approval from the Authority.

Please return -a signed copy of this letter, which would
sighify your acceptance,

Once again we we!come you to (WCL Authority) and look
forward to have a fruitful association with you.

‘With Best Wishes,

Signature of the Direcférf(Admin & Accounts)
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(see regulation 10)

Personal & Confidential
Mr.
S/0: Mr. ,
(iddress) !

Subject: Letter of Appointment on Contr

With reference to your .acceptance of offer of appointment
dated , Wwe are pleased to ' appoint your
as :

1. Commencement Date

" _Your date of appointment will be effective from -
for a period of ____ years on Contract extendable till you
perform to the satlsfactlon of the Appointing Authority not
beyond the age of 60 years. .

2. Salary and Benefits

Salary and benefits are detailed in the offer of appointment
attached herewith. Your Gross salary is subject to-
deduction of Tax at source. '

3. Place of work

Your initial employment location will be . However, your '
services are transferable to any place in the country or abroad
or to any of the Walled City Lahore Authority’s associate or
sister concern or its subsidiary chent Iocatnon at the sole
discretion of the management

4. Working Hours

Walled City Lahore Authority observes the following workmg
hours:

- From Monday to Fnday From 8.0_0 am to 04.00 pm
{(Head Off'ce) -

5. Job Assignment/Reporting

In your assignment, you will be respons:ble for the duties of
_, ‘as more particularly laid out in the job
description for this position. You will report directly to the
supervisor nominated by the management.

6. Resignation and termination

If the exigencies of work so require, the Authority may not
relieve you earlier than the expiry of the entire, period of notice.
It shall, however, be open to the Authority to accept your
resignation with effect from any date earlier than the one




THE PUNJAB GAZETTE (EXTRAORDINARY) DECEMBER 13, 2016

i

offered by you in your resignation letter. The Authority will have
the right to terminate your employment without notice or

payment of salary in lieu thereof if:

{(a) You commit any breach of your duties and responsibilities

under this contract of service. -

(b) You are guilty of any gross default or misconduct, which
’ contravenes the expressed or ‘implied conditions of your

employment° and

(c) You commit breach.of any of the terms of clause 8 of this

o appomtment letter.
‘Absence without Notice

Absence without Ieave or remaining absent beyond the period of
leave originally granted or subsequently extended, shall result in
voluntary termination- -of your employment without any notice

uniess you: .

(a) Retuifri to work within 3 days from the commencement of

such absence, and

~(b)  Provide satisfactory explanation to management regarding

such absence
Non-Dtsclosure Agreement

(1) - During the course of your emp!oyment with us you will
have access to confidential/proprietary information about
the organization, its clients, its business transactions, and
associated companies. You shall not during your course of
Employment and two years after you have ceased to be in
the employment . of this organization, disclose such
confidential/proprietary information to any third party and

. for any unauthorized persecn.

(2) All notes and memoranda pertaining to this organization
trade secrets and confidential/proprietary information
made by or acquired by you during the course of your
employment shall at all times remain the property of this
'orgéanization. Upon termination " of your employment you
shall return all notes/memoranda -and any copies thereof
to organization that you may have obtained during the

~ course of your employment.

(3) You are obliged to sign a non-disclosure agreement
specific to a particular client as and when requared by

organization.

(4) Prior to joining organization, you, will ensure that you will
be free from any contractual restrictions preventing you
* from accepting this offer or starting work on the Jomlng,

date. )
Employment Regulations
(1) Whiist empioyed with the Authority:

-
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(2)

(3)

(4)

(5)

B ()

(%

(8)

(a) You will not engage in any trade or 'prdfe'ssi'on or
undertake any employment, full or part-time, while
in the service of Walled City Lahore Authority;

(b) You will have no objection to working extra hours in
the morning and/or the evening - according to the
requirements of the job. -

During your employment, you will be bound by the Walled
City Lahore Authority’s rules and regulations framed and
enforced from time to time. The Walied City Lahore
Authority reserves the right to amend - or alter the said
Rules and Regulations at its discretion, without any notice
thereof, and these will. be deemed as Rules and
Regulations in terms of your employment;

The Authority shall verify the facts stated by you in your
resume submitted during the interview process. If any of
the facts stated therein are found to be false, your
services will be terminated forthwith without any notice;

This appointment letter is governed by and shall be

construed in accordance with the laws of Pakistan, and

_both parties to this appointment letter shall submit to the

exclusive jurisdiction of the Pakistani Courts. This
appointment letter contains the entire understanding
between . the parties and supersedes all - previous

‘agreements and/or arrangements relating to employment -

with the organization. Any amendment. or modification to
this appointment letter shall be made in writing and signed
by both the parties. : ;

"The terms and conditions of service are confidential and

may not be disclosed to or discussed with anyone;

You will be required to effectively carry out all duties and
responsibilities assigned to you by your manager and

others authorized by the Authority to assign such duties

and responsibilities; .

You' will: be required to apply and maintain highest

standards of personal conduct and integrity and comply
with prescribed policies and procedures. All - acts
subversive of good conduct and discipline like
insubordination, gross negligence, corruption, fraud,
forgery, misappropriation, etc. wouid warrant strong
disciplinary action from the Authority. '

The emoluments/benefits due to you will be liable /.
subject to deduction of Income Tax in accordance with the
provisions, of the Income Tax Act and Rules made there |
under as alsg other applicable_laws, if any, as may be in
force from time to time.

10. Retirement
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-~ You will automaﬂcaliy retire from the service of the Authorlty on
attaining the superannuatmg age of sixty years

11. Date of Joining

You are required to join on or before , following
~which this offer stands withdrawn. At the time of Jo;nmg please
submit the foliowmg documents: ,

(a)

(b)
(<)
()
(e)

(f
(9)

Proof of compensation last drawn Date of Birth proof
certificate (Copy of passport / blrth certlﬁcate / S. S ()]
{two copies )

Ongmal Academic Certificates (all from 10th to Highest)
Original Resignation Letter with acknowledgement '
Relieving letter from previous employer (Originat)

Proc_)f of compensation last drawn (three months-Original)
Six passport size photographs (recent) '

Ban'k Statement (six 'mdnths)

12. Acceptance

(1)

2
' the date of the appointment letter, this offer of

(3)

(4)

Please sign and return the duphcate copy of this letter and
annexure as a token of your acceptance of the terms and
conditions mentioned herein.

If you fail to indicate your acceptance within a week from
employment will be deemed to have been withdrawn and
cancelled. . - '

All other terms and conditions -will be governed by the

- Authority’s pollcres as stated from time to time.

We look forward to your joining, us for a Iong, successful
and mutually benef"cnal assoc:atﬁon

Yours faithfully

Director (Admin & Accounts)



3124 THE PUNJAB GAZETTE (EXTRAORDINARY) DECEMBER 13; 2016

-\
(see regulation 46)

(4]
TRAINING NEED ASSESSMENT FORM
" Capacity Building Program
Human and Institutional Development

Name:

.| Designation:

Department:

Location:

Email )
Address: . : ‘
Contact ’
Numbers.

1.  Please indicate No. of Directorates

| Sr. Directorates
No. .

2. Please indicate functions/Current jobs each Diréctorate is
performing? ’

Sr. . Directorate
No.’

' 3. Please highlight briefly, the departmental strategic objectives?

4.  Please highlight the core competencies (from the attach list),
required to fulfill these strategic objectives: :
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5. Please intimate the areas where your ‘employees must have
functional/Managerial knowiedge?

6. Please s_ugge'st any improvements desired in the existing

Training Program if any;

a) Course

Content

i. Class room training

ii. . Virtual class room
_ training
. iii. Workshops

b) Training -
Methods iv. Seminars

'v. Games and simulations

vi. Group discussions

LTIy isstian

c) Training" ‘
Tools &

Techniques -

d) Training Aids
. (audio /

visual)

e) Course
Structure
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fy Training
Environment

7.  Training/Course Duration:

One Week  Two Week Three Week - Four Week  Eight Week
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Annex-VI1 _
{see regulation 67) . )
‘WALLED CITY LAHORE AUTHORITY

PERFORMANCE EVALUATION REPORT '

For Drivers: .
FOR THE PERIOD: FROM: TO

Narhe in Block Letters:
Date of Birth:

Parentage:

Designation:

Department/Region: -

ov b W N

Date of Joining:

BRIEF DESCRIPTION OF MAIN DUTIES:
i. Knowledge of general 0 | EE | ME | NI [UNS

maintenance of the vehicle }

ii. Whether servicing to the

vehicle done regularly

iii. Whether ails are being

changed periodically

iv. Knowledge of traffic

rules )

v. Capacity to attend to-

minof repair "

vi. Whether punctual in
attending to duties

vii. Punishments, censures

of special commendations

in the period under report

viii. Date of
communication of any
adverse remarks since last

report

ix. General remarks
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including statements of
discipline, integrity,

reliability and ability in

driving etc. =~ ‘ b

x. Overall grading

._H..__._.

. Reporting Officer:  Name & Designation

Signature_

Countersigning Officer:

Name & Designation

Signature

]




THE PUNJAB GAZETTE (EXTRAORDINARY) DECEMBER 13, 2016 3129

Annex-Vlli (See Regulation 67)
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Annex-1X
~ (See Regulation 67)
. PART-Il .
The'rating in Parts-li should be recorded by initialing the appropriate box. The ratings
denoted by alphabets are as under. o o
" A" Very Good 3 Satisfactory - 'C’ Unsatisfactory
(Fdr uniform interpretation of qualities listed on these parts, two extreme shades are

mentioned against each iter_n).'

A B - C
1. Appearance & | Creates excellent’ C;Iumsy;
bearing. . . impression. | Unimpressive.
2. Punctuality. Vaery regular. _ .| Habitual late comer.
' Atways prepared 1o o _ Retuctant to take on
3. Acceptanceof | take on responsibility . responsibility; will
responsibitity. even in difficult o avoid it whenever
' ' cases. possible.
N Uncooperative; does
Cooperative; well . :
not inspire
4- Relations with: liked and trusted. !
- . confidence. Difficuit
_a) Superiofs Works well in a team. :
: colleague.
b) Colleagues Courteous and
] N . Brusque and
¢) Subordinates effective; Inspires . .
intolerant; does not
: confidence - ) .
: eam respect
Haughty;
L X Courteous and ughty
5.-Behavior with public. : Unsympathetic and ill
helpful.
. behaved. .
_ Has a thorough grasp T Does not know
6. Knowledge of work. of the knowledge ) " | enough about the
S S e L IPTD | relevanttohisjob. ;{oaonce| -} Lol presentiob.
Always up to date; ) Alw behind
in
: accumulates no . s
7. Work. : schedule; very slow
a) Output > i ' ‘ disposal
b S Always produces ' R
B work of exceptionally ' of pr 'al_s
. . work of poor qu
high quslity. . k of poor qualty
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PART-Itl ‘
(©) Pen-Picturé:‘ Please comment on strong points, weak‘points, fitnass for
promotion, usefulness for further retention in service. Also indicate whether further

training is required for increaéing efficiency. If so, in 'v_vhat'aréas?

(d) Counseling: Was the officer advised to ifnprove his performance during the
period under report? If so, on what aspects and with what resuits?. '



3132 THE PUNJAB GAZETTE (EXTRAORDINARY) DECEMBER 13, 2016

PART-IV
(To be filled by Reporting Officer and Countersigning Officer)
(c) Overall Grading

_ » By Reporting ' By Countersigning
. - Officer " Officer
(i) Honest ' '
(iy  Corrupt
(i)  Responsible
Name of the Reporting OFficer. ............................... ..Signature.........._......
_ (Capital ietters) _
Designation ...............ccoovviiiiiceeneiiieieeeeeeeeDaYS :
PART-VI -

(a) REMARKS OF THE COUNTERSIGNING OFFICER:
Please report on the aspects not touched upon by the Reporting Officer. if you
disagree with the éssessment of the Reporﬁng Officer, please give reasons thereof. '
You should also indicate hmfv ﬁequently you have seen work of the officer repbrted

- upon.

' Name of the Reporting Officer............ e, e Signature............. S
(Capitat letters) '

Designation ..ot Date.......................

(b) REMARKS OF THE SECOND COUNTERSIGNING OFFICER (IF ANY):
Name of the Reporting Officer................cceeoieviiiin, Signature...................... _

CDesignation ... R Date
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INSTRUCTIONS FOR FILLING UP TIIE 7
PERFORMANCE EVALUATION REPORT FORMS

1. (i) PER is the most important record for the assessment of an officer. At-the

same time the quality of PER is a measure of the competence of the .
Reporting Officer and Countersigning Officer. it is, therefore, essential_thét
utmost care is exercised by all Reporting and Countersigning Officers.
- (i} The Reporting and Countersigning Officers shpuid be*-
' (a) as objective as possibie; and |
(b) clear and direct, not ambiguous or evasive in their remarks.
(iii) The over-riding importance of Part-{V should be clearly understood in the
overall grading. -
(iv)Over-rating should be eschewed by all Reperting/ Countersigning Officers.
{v) Vague impressions based on inadequate knowledge or isolated incidents
should be avoided. ' ’
2. The forms, are to be filled in duplicate. Part-l will be filled by the ofﬂc1a| bemg ’
reported upon and should be type written.
3 Part-l to Nl will be filled by the Reporting Officer and Part-IV by both the
Reporting Officer and Countersigning Officer. " Part-V(a) will be filled by the
Countersigning Officer.
4. Assessment in the PER should be confined to the work done by the officer
reported upon during the period covered by the report.
5. Raporting Officer is expected to counsel the officer bemg reported upon about
~ his weak points and advise him how to improve. Adverse remarks should
Hormally be recorded when the- officer fails to improve despite counselling.
6. - The PER form should be filled in a neat and tidy manner. Cuttings/erasures
should be avoided and rmust be initialed, where.made. .
7. (i) The rating in Part-ll should be recorded by initialing the appropriate box. _
(i} In Part-lll(a) Pen-Picture should also" include remarks about the
: reputatlon of the officer. :
8. For uniform :nterpretatfon of quahtles etc., listed in Part-ii, the two extreme
shades are mentioned against each item. For example, a very courteous official will
be rated ‘A’ in Part-it (5). A haughty'and il-behaved Official will merit a 'C’ rating.
9. The Countersigning Officer should weigh the remarks of the Reporting Officer
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against his personal knowledge of) the official -being reported upon, compare him with
other officials of the same gréde working under different Reporting Officers but under
the same Countersigning Officer, and then give his overall assessmeht_in Part-V. In
certain categories of cases remarks of a Second Countersigning Officer may als_o_ be
required o be recorded.A in cases where the wofk of the. 6fﬁcial reported upon is
supervised also by an officer outside the normal chain of supervisory command in
" _respect of some technical aspects, such officer may send his remarks in respect of
such specific aspects to the Second Counteréigning Officer by the third week of
Jalj\uary through a separate sealed cover. }
10 if the. Countersigning Officer differs with the grading or remarks given (in parts
- other than Part-1li) by the Reborting Officer, he should score it out and give his own
grading in red ink. In Part-V he is requiréd to give his own assessment in addition to
that of the Reporting Officer.
11.  The Countersigning Officer should underfine, in red ink, remarks which in his
opinion are adverse and should be communicated to the officer reported upon.
12.  Time schedule for completion of PER writing — _
(i)The official . to b_e reported upon should submit the PER Form after
completing Part-l to the Reporting Officer on 1st day of.January. :
(iifThe Reporting Officer should record his remarks in apprbpriate.parts by the
end of 1%t week of January.and pass on the report to the Countersigning
. Officer by 8lh January. ’ .
(iii)The Countersigning Officer showyld record his remarks 'by- the end of
' second week of January and pass on the report to the‘ 2nd Couhtersigning
- Officer, if any, by 16lh January. o -
- {v)The final Countersigning Officer should ajso record his.' remarks within one
week. : ' . : )
(v)Report writing should be compléted within the month of January.
13. In the event of non-sub_mission of PER Form by the officer répoﬂe_d upon
- within the stipulated time, the Initiating Officer may proceed to initiate PER on the
basis of available in_fo'rmation - '
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"~ Annex-X
: (See Reguiation 67) _
For officers in ' - ) L © UF50
Grade 16 and above o . . T .

GOVERNMENT OF THE PUNJAB

(Name of the Department/Office) ' ‘ (Name of Service)
* - PERFORMANCE EVALUATION REPORT )

FOR THE PERIOD FROM : T0

PART-|
(To be filled in by the Officer Reported upon)
Name (in block fetters) ...... e e ;
Date of Birth ....................... '; ....... FETPR Date of entry in service
Post held during the report period with BS...... DU, R

Academic qualification(S)..............coi i s e

ook Wb

'T,raining received during last five years:

Name of course Dates . Name of

attended . -From .To institution and cournitry -

6. Brief descriptionr of main duties:
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7. Specify the quantitativelphysicallﬁnancial' targets/objectives set by the
department and your achievements against each target -

Give reésons of faiture (if !
any) to achieve objectives/
" _targets

Objectivesitargets ObjectiVesftargets '
fixed ' achieved

1 Sr.No |

8. During the p_en'od under report, do you believe that you have made any
exceptional contribution, e.g., successful completion of‘ an extraordinarily
challehging task or major systemic improvément resulting in significant béneﬁts to
the public and/or reduction in‘timre and cost? If so, piease specify: ' |

9. What can be done to make you more effective?

10. Signature of the officer reported upon with date
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~ PART-ll
(To be filled by the Reporting Officer)

PERFORMANCE ASSESSMENT:
1. Please comment on effectiveness of the officer in performance of main duties
as detailed at Sr. No. 6 of Part-. - ' '

2. Has the officer correctiy reflected objectives/targets fixed for himfhér at Sr.
No. 7 of Part-i? If not, please specify.

3. Has the officer achieved objectives/targets as claimed at Sr. No. 7 of Part- |?
* If not, please specify. ' ' '

4. Do you agree with the reasons for faiture in achieving the objectwesltargets :

reflected at Sr. No. 7 of Part-i‘7 if not, please specify.

. 5. Do you agree with the claim of exceptional contribution of the officer at Sr. No.
" 8 of Part-1? If not, please specify. .
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PART-IlI
The rating in Part-lll should be recorded by |n|t|allng the appropriate box The ratlngs :
denoted by alphabets are as follows: ) : _
A VeryGood ‘B’ Safisfactoy - ‘C'  Unsatisfactory
(For uniform mterpretatlon of qualities listed in these parts, two extreme shades are -

mentioned against each ltem)

A
) | Haughty.,
1. Behavior with vahly L
Courteous and helpful. Unsympathetic and ,
public. : .
: it-behaved.
2. Financial Exarcises due care in .
L Irresponsible.
responsibility. financial discipline. .
. Alwa red to Reluctant to take on
3. Accepiance ‘ysprepa oo o
) _ | take on responsibility responsibility, will avoid
of responsibility. ]
even in difficult cases. it whenever possible.
4, Knowledge of | Has a thorough grasp :
Doses not know enough
laws/ rules/ of the knowledge . .
. 1 about the present job/IT
proceduresiiT refevant to his job/1T .
. illiterate.
skills. - skills. . ‘ ]
55 . Organizes and uses Lacks .
. Supervision : controt,
staff and other )
and guidance., i ineffective. 1
resources effectively. ‘
6. Ability to take | Very Yogical and Indecisive,
dacision. decisive. “vacillating,
PART-IV

(a) Pen-Pucture Please comment on strong pomts weak ponnts fitness for |
promotion, usefulness for further retentlon in service and ana!ytrcal ability of Il ofﬁcer.
Also indicate whether further tralnlng is requrred fori lncreasmg efficiency. If so, in
what areas?

(b) Counseling: Was the officer advised to improve his performance dun the
penod under report? If s0, on what aspects and with what results’? ,
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PART-V
(To be filled by Reportang Officer and Countersigning Officer)
‘(a) Overall Gradmg
By Reporting By Countersigning
. | B _Officer ~ Officer
()] Very Good
(i)  Satisfactory
- (i) ~ Unsatisfactory
By Reporting By Countersigning |
Officer Officer i
(i) Very Good
(i) - Satisfactory
(i)  Unsatisfactory
(b} Integrity
Name of the Reporting Officer..............c..c....c.............. Signature............. e
: _ ~ (Capital letters) - '
Designation ............ LT VOO Date........................

*(Where the Reporhng and Counters:gnmg Ofﬁcers want to grade the officer as
. “Outstandlng they may draw with thelr own hand another box in Part-V (a) of the
~ PER forms, initial it and write “Outstanding™ on the descriptive s:de They are also
required to fully justify this ~assessment. Unless so justified, thelr assessment would

_be deemed to be 'Very Good")
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' PART-VI
(a) REMARKS OF THE COUNTERSIGNING OFFICER:
Please report on the aspects not touched upon'by the‘ Reporting Officer. if you
~ disagree with the assessment of the Reporting Officer, please give reasons thereof.
You should also indicate how frequently you have seen work of the officer reported

upon. -

Name of the'Reporting Officer......................... e Signature.................. . .
’ (Capital letters) '

Designation ... Date..............c....c1.

(b) REMARKS OF THE SECOND COUNTERSIGNING OFFICER (IF ANY):

A

Name of the Reporting Officer...............c..coooeiiiininnnen. Signature....................... .
' © (Capital letters)
Designation ....................... e ......Date............ e
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INSTRUCTIONS FOR FILLING UP THE
PERFORMANCE EVALUATION REPORT FORMS

Evaluation through Performance Evaluation Reports-(PER's.) should be used

as a too! for human resource development. Reporting Officers should realiZe that the
objective is to develop an officer so ihat he/she realizes his/her true potential. It is
not meant to be a fault finding proc;ess but a developmentai one. The Reporting
Officer and the Reviewing Office should not shy away from reporting Shortcomings in
performance, attitudes or overall personality of the officer reported upon.
2 Performance Evaluation Report is the most important record for the
assessment of an officer.- At the same time the quality of PER is a measure of the
competence of the Reporting Officer and Countersigning Officer. It is, therefore,
essential that utmost carg is- exercised by all Reporting and Countersigning Officers.
3. The Reporting and Countersigning Officers should be:- ‘

(a) as objective as possible; .

(b) clear and direct, not ambiguous or evasive in their remarks;

' {c) vague impressions based on inadequate knowledge or isolated incidents

should be avoided; and : a : _

(d) overrating should be eschewed by all the Reporting Officers and

Countersigning Officers. o
4. The forms are to be filled in duplicate: Part-1 will be fifled by the officer 1 being
reported upon and should be type written. Parts-ll to IV will be filled by the Répqrting
Officer. Part-V will be filled by both the Reporting Officer and Countersigning Officer.
Part-VI by the Countersigning Officers.
5. - Assessmentin the PER should be c_:onﬁned to the work done by the officer
reported upon during the period covered by the report. i
6. Reporting Officer is expected to counsel the officer bemgreported L}poh‘[ R
about his weak points and advise him how to improve. Adverse remarks should |
normally be recorded when the officer fails to improve despite counseling.
7. The ratings/grading in Part-1ll & V should be' recorded by initialing the ,
appropriate box. .
8. The objectivesftargets may be fixed by all the departments for their
employees keeping in view the functions assigned to the departments. The

Regulations Wing, S&GAD has an advisory roie and it always endeavours to tender

-
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advice as early. as possible and assist the Administrative Departments to take
decisions relating to service matters. The objectives/targets fixed by the Regulations
Wing, S&GAD for Section Officer (Regulations-111), S&GAD, Deputy Sécretary
(Regulations), S&GAD and Additional Secretary (Regulations), S&GAD are detailed

below as an example:

- ()  Targets fixed for Section Officer Regulations-lll, S&GAD
No. Nature of cases : Time limit
Processing of references pertaining to interpretation of Punjab Civil
Servants Act, 1974 and Punjab Civil Servants (Appointment & Conditions 7 days
1. of Service) Rules, 1974 , ' 3 da'ys
(i  Processing and submission of cases to the higher authorities. . 2 days
(i) Attending to the queries.
(i) Issuance of advice.
Frarning and Amendment of Service Rules 7 days
0] Procaessing of proposals. . 15 days
(i) Collection of information from the Administrative Department for
oompiélion of proposal.
. 1.day
2 (i) Subr_r_ynssuon of agenda. 7days
(iv) Arranging meeting of SRC. 3 days
{v} . Issuance of minutes after meeting of the SRC. . 10 days
(vi) Vetting of draft rules in consultation with Law Department.
{vi)  Initiation of summary .aﬂeI receipt of vetted draft. ;::::
(viii)  Issuance of notification after approval of the Chief Minister. -
3. | Handling of Court Cases ' R
KU Preparation of para-wise comments and submission to the highér 7 days
authorities.
{Time limit stipulated by the Courts for submission of report and parawise
: comments must be kept in view. The lime limit fixed by the Court should
"be Obeyed invariably). '
(i} Vetting of the comments by the concerned Law Officer and
submission in the court ’ . 4 days
4. | (i) Processing of Assembly questions and submission for approval 4.days
(i)  Reply to the concermned authorities '
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(Time limit stipulated by the Courts for subnﬂission of reports and

2 days
5 Special Task‘a To be fixed by
the Secretary.
.Routine Cases. As fixed in the
Manual of
& Secretarial-
. ) Instructions
_ Submissicn of monthiy arrears statement On the 10th of
(as per Manual of Secretariat instructions). every month
) {ii) Targets fixed for Deputy Secretary {Regulations), S&GA1)
S, . -
No. Nature of mses. Time limit
1. Disposal of cases involving interpretation of ruies and regulations. 2 days
| Disposal of Court Cases
(Time limit stipulated- by the Courts for submission of reports and
2. . . Same day
parawise comments must be kept in view. The time limit fixed by the :
Court should be obeyed invariably).
Examination of summaries. . Same day
4. Assambly business.. Same day
Special Tasks. To be fixed by the
5 ) Secretary
Routine Cases. As fixed in the
Manual of
6 Secretariat -
Instructions
Inspect the working of the Sections under his / her charge. Al feast once in
7 ) every three months
8. | Surprise visits of the Sections under his / her charge. Once in every month
(iii) Targets fixed for Additional Secretary (Regulations), S&GALI)
Sr.
No. - Nature of cases Time limit
Disposal of cases involving interpretation of rules and regulations. 2 days
2. Examination of summaries marked by the Secretary. Same day
Disposat of Court Cases .
3. 2 days
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parawise comments must be kept in view. Tﬁe time limit fixed by the
Court should be obeyed invariably).
4, Assembly business. Same day
5 Spegial Tasks. ' . . - ‘ To be fixed by the-
. Secretary
Routine Cases. ' Asfixedinthe |
Manual of .
8. |
. . : Secretariat :
_ instructions - -
7 Inspect the working of the Sections under his / her charge. At Ieas_t once every | 5
three months |
8. | Pay surprise visits of the Sections under his / her charge. Once in every month
9.- | Review of statement of arrears. Monthly §

The Regulations Wing, S&GAD has fixed targets for dilsposal of work in the
shape of time limits. The other- Departments may, however, fix objectives/targets
keeping in view their own requirements. ’

9. The Reporting Officer shall, at the beginning of the year set quantitative/
physical/financial targets in consultation with the officer reported upon. In the case of
an officer taking up a new assignmefit during the reporting year, such targets/goals

shall be set at the time of assumption of the new assugnment

10. The targets shouid be clearly known and understood by both the ofﬂcers,

concerned. _

11. Although herformanée appraisal is year-end exercise, in order that it serves
as a tool for human resource development, the Reporting Officer and the  officer
repoﬁed upon shouid meef during the course of the year at regular intervals to
review the performance and to take necessary corrective steps

12. It should be the endéavour of each appraiser to present the truest possibie
picture of the appraisee in regard to his/her performance, conduct, behavior and
potential. ‘

13. - The Countersigning Officer should weigh the remarks of the Reporting Officer
_against his personal knowiedge of the officer being reported upon, compare him with
other officars +f the same grade working under different Reporting Ofﬁcers but under
the same Countersigning Officer, and then give his overall assessment in Part-Vi. In

certain categories of cases remarks' of a Second Countersigning Officer may aiso be
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rrequsred to be recorded. The Second Countemlgnmg Officer wm record his remarks
in Part-Vi(b).

14. If the Coimtersngnmg Officer- differs with the gradmg in Part-lll by the
Reporting Officer, he should score it out angd give his own grading in red ink. In Part-

" VI he is required to give his own assessment, in addition to that of the Reporting _

Officer. . .

15. The Countersigning Officer should underiine, in red ink, remarks which in"his

opinion are adverse and should be communicated to the officer reported ,upon.'
16.  Time schedule for completion of PER writing— :

{i) The officer to be reported upon should submit the PER Fonn after completmg'

Part-l to the Reporttng Officer on 1™ day of January:

(ii) The Reporting Officer should record his remarks in relevant parts by the end ,

of Is' week of January and send the report to the Countersugning Officer by
8'h January.

(i) ~ The Countersigning Officer should record his remarks by the end of

~second week of January and pass on the report to the Second
Countersigning Officer, if any, by 16lh January.
" {iv)  The final Countersigning Officer should also record his remarks within one
(v) Report writing s:houid be completed within the imonth of January.
17.  In the event of non-submission of PER Form by the officer reported upon

within the stiputated time, the Initiati'rig Officer may proceed to initiate PER on the

“basis of information available in the Department



