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1. The M anual

This Human Resource Manual establishes policies and procedures for the following principal
activities:

Hiring and deputation of employees
Employee administration

Training and capacity development
Compensations and rewards

Managing performance appraisal system
Managi ng employee separation/termination
Processing of payroll

Managing organization and positions

E R I

PMIU has two categories of staff: staff on deputation from government and contractual staff.
Accordingly, the purpose of this manual is to provide guidance commo n to both categories and
also to distinctly encapsulate specific requirements for each category.

1.1 Purpose and Scope of Manual

Sindh Basic Education Program (SBEP) is managed through a Program Management and
Implementation Unit (PMIU) as provided in the approved PC -1 of the Program. This Manual

will support implementation of the SBEP in a systematic, transparent and accountable

manner. The processes and procedure laid i n this Manual focus on the PMIU and related
implementing partners in the Provincial Government such as Planning & Development Board,
Finance Department, School Education & Literacy Department and agencies within the SE LD
i.e. PPP Node .

The purpose of the Manual is to provide required assistance and guidelines in the
management of Human Resources and outline the policies and procedures laid down by the
authorities of this program and the Government. It is to serve as a code of conduct as well
as determinate the role of actors involved in this program. The manual has been designed

in compliance with the laws, rules and policies governing the civil servants of the provincial
Government. This manual will serve as a guide and on -going referenc e to streamline the day
to day working of the organization, monitoring the conduct and efficiency and evaluating the
performance of the employees. As with any document referencing to the laws, regulations,
notifications, circulars etc. from the government departments, officials or authorities, the
manual is also intended to be reviewed for updates upon any development in connection

with the matters included herein or any other factor having effect on the subject area of this
manual.

The Manual provides ne cessary information related to program structures,
appointments/selection, job description, compensation & benefits, entitlements, leave,
termination and capacity development resulting into acquisition, management and
development a human resource with adde d values.

It serve s as the Standard Operating Procedure (SOP) in relation to comprehensive reference

of policies, procedures and general information concerning the operations of the PMIU of
SBEP.
1.2. Approval, Revisions and Updates in the Manual

Program S teering Committee (PSC) is the forum for approval of this Manual and any
subsequ ent changes made in this Manual.  The policies and procedures contained in this
Manual are subject to modification. The PMIU is responsible for any revisions, deletions and

addi tions in the manual, in accordance with the required needs. Any changes / revisions in
the manual is given in Section 3 of this Manual.
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The updates are to be communicated to the users via official e -mail or otherwise as well. Upon
receipt of new or revi  sed information, the user can print and insert the replacement pages with

the superseded pages. New or revised policies and procedures become effective when issues

unless otherwise specified. However, if the update required is in response to a law, rule,
regulation, official notification, directive, circular or any other such authoritative document or
communication, the effective date of the said document or regulation shall apply to the subject

matter of this manual even if the necessary updates to the man ual are pending approval from
the PSC.

1.3. Responsibility and Authority

This manual is the property of the PMIU/ SBEP. The HR Section in the PMIU of the Program

is responsible for safeguarding, implementation  and periodic review  of the Human Resources
Manual under the supervision of Program Manager Support Services who is responsible to
maintain and keep the manual up -dated as and when required.

2. Document approvals

Name and Ref to the Suggested Signature Comments of Approval of
Designation section Changes and Date Sectional PD
where head

change is
required

3. Revision history

1 -
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4.

Human Resource Management Manual

Definitions

fliAbsence 0 means absence from duty with out sanctioned leave in advance;

iAccusedd means an employee alleged of mi sconduct

manual ;

ifAppointing Authorityo means the authority
posts under Sec.4 of the Sindh Civil Servants (A.P.T) Rules, 1974;

AChair mamidvs t he Chairman of the 6Provincial
Commi tt eebo, as the case may be;

Steeri

ACompetent authorityo means the authority exerci

Sindh Delegation of Powers Rules, 1962; as provided in the approve d PC-I; as
authorized by the PSC or as provided in the Manual;

fiDeputationist 06 me aancwvil servant  defined under Sec.2(b) whose services have been
borrowed from the government under Sec.2(bb) of the Sindh Civil Servants Act 1973;

ADut yo means cpefspecdicseraces; functions ortasks assigned to an employee
in the course of his/her employment in the PMIU;

AEmpl oyeed means an employee of the program
fiGovernment o means the Government of Sindh;
fiHuman Resour ceodo Pol olicyyformuated rand provided in this Manual for the

selection of the deputationists from the government and hiring of professionals and other
employees for the program;

hi

red

S

un

competent

ng

ng

t hr o

AHonorari umd means a payment gr ant ealonfoospegialwaekmp| oyee as

beyond his described scope of job;

filncrement 0 me aper®dical increase in the salary subject to terms and conditions of the
service for the deputationists and of the contract for contractual employees;

ALeaveod maea availedwith priorapprov  al of the sanctioning authority;

fiMillennium Development Goals 0 me a mternationally determined goals for the
improvement of  education;

i Mi s c ondu c tWolatoed thesprocedures and Policy by a deputationist  as provided
in the Manual OR violation of the conduct of the Government Servant s (Efficiency &

Discipline) Rules 1973 ;

APayo means the amount mont hly drawn by an

pay, allowances and emoluments provided in the PC -1; allowed by the ~ PSC or given in the

contract of the program employees or in the terms & ¢ onditions of the deputationists;

iAiPenal ty oPunmshmaantsto be imposed on account of misconduct under the Manual
OR the penalty imposed on deputationist under The Removal from Ser
Ordinance, 2000;

fiParent Department O me athesoriginal department of a civil Servant from where his
services have been borrowed;

vice (Special Powers)
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s. iProcuremento means the acquiring of t Sindh Paidic vi ces or
Procurement Regulatory Authority (SPPRA) Act, Rules and Guidelines and in accordance
with the provisions of PC -1 or with the approval of the PSC ;
t AProgram Directoro means the Progr amwbdigaetliotized as provi
to exercise the financial powers of the Officer in Category -l under the Dele gation of the
Powers Rules 1962;

u ASchedul e of establishmentd means the schedule of em
program including officers, experts and other staff approved in the PC -1;

v. School Management Com mittee: - Committees constituted and notified by the SELD
involving civil society and the school administration.

w. Selection Committee: a committee provided in PC -1 and constituted by the government
under Sec.2 (i) of the Sindh Civil Servants Act 1973.

X. ASeci al payod means an additional pay or emoluments gr
competent authority in consideration of arduous nature of duties or a specific additional
work or responsibility;

y. ATemporary positiond means a posi eniaothoritsferalontedoned by t h
time which may or may not be reflected in schedule of establishment or budget;

Human Resource Management Manual Page 9



5.

5.1.

5.2.

5.3.

5.4.

Introduction

Under Kerry -Logger Bill, the Government of US has committed to work with GoP /GoS to
improve the education sector in the areas affected by the floods / torrential rains, in Sindh in
year 2010. Considering the damages to the schools in the various districts and in the selected
towns of the Karachi, the USAID committed to provide an aid of US $81 million for

construction of new and bigger schools for enhancing accessibility and quality of the education
for the poor / marginalized communities in those areas.

For this purpose both governments have signed an Activity Agreement for execution of the
program through a well  -established Pro gram Management Implementation Unit (PMIU) to be

funded through GoS counterpart fund.

Objective  of the program

Through a partnership between USAID and the G overnment of Sindh (GoS) aims to achieve
fii ncr e ad sudtained student enrollment in primary, middle and secondary schools and
provide improved infrastructure in various geographical locationsin Sindh 0. The objective of the

SBEP is to manage and implement the program and monitor the construction of schools in the
eight programmed districts severel y affected by the floods during 2010 in the Sindh Province:

Jacobabad

Shahdadkot @ Kamber
Karachi (Selected towns)
Kashmore @ Kandhkot
Larkana

Sukkur

Khairpur

Dadu

=8 =4 =4 =4 =4 8 4 4

Components of the program

Construction of schools affected by 2010 floods;

Support to GOS  Policy Reforms to merge, consolidate and upgrade schools through
construction of schools;

Improvement in early grade reading in primary schools;

Community mobilization with a focus on increasing girls enrolment and improving
nutritional status of children;

Technical assistance to the SELD;

Monitoring & Evaluation ; and

School Construction Design and Construction Management & Supervision.

=a =4 =4 =a =4 =a =4

Program Steering Committee (PSC)

A PSC with representation from USAID for observing the Program and overall coordinatio

n

among all GOS Departments is to be chaired by Secretary, School Education & Literacy

Department (SELD). The TORs of the PSC are ¢ ontained in the notification at Annex ure
(N otification of PSC).

Members of the PSC include

Secretary, SELD (Chair - Person),

Secretary, Planning & Development (P&D) ;

Additional Secretary, Finance Department;

Chief Program Manager, Reform Support Unit (RSV), SE LD;
Deputy Commissioner  of the concerned  District ;

Program Director, SBEP  (Member / Secretary of the PSC  );
Direc tors Schools (Sukkur, Larkana, and Karachi Division) ;and

@~poooTsy
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5.5.

5.6.

5.7.

h. Representative of USAID Pak istan will attend the meetings of the PSC as an observer
and may contribute to the discussions.

Terms of reference of the PS C

Primary function of the PSC isto take r esponsibility for the achievement of outcomes of the
Program, overall coordination, and guidance on and approval of major business decisions.

The PSC is responsible for:

a) Monitoring and review of the program status, as well as providing oversight of t he program
deliverables rollout;

b) Controlling program scope in the changing circumstances, ensuring that scope aligns with
the agreed outcome requirements of GoS and USAID. Scope management will be

particularly important in pre -budget meetings and at the time of Mid-Term Review of the
Program;

C) Resolving program conflicts and disputes, reconciling differences of opinion and approach ;

d) Granting formal acceptance of program deliverables as reported t hrough various progress
reports;

e) Granting acceptance/clearance to the sub -project PC -Is for placing in PDWP for formal

approval ; and
f) Championing and building support for the Program

PSC may review, redefine, add or modify the above terms of reference in its meetings. PSC

meet s on quarterly basis or as required. The Program Director (PD) SBEP facilitates the PSC
mee tings. PD, SBEP is responsible for preparing Minutes of the PSC Meetings to be shared

with the Chief Minister Secretariat, members of the Committee , all Program staff, and
general public through the Program website.

Program Management and Implementation Unit (PMIU)

PMIU is established inthe  SELD, GoS . PMIU is headed by a PD  who reports directly to the
Secretary SELD, who is also the Chai rperson of the PSC . PMIU serve s as the Secretariat of
the PSCand PD as its Secretary. The PMIU management is also mandated to develop policies
and procedures to ensure that its directives are followed. The PD is assisted by a DPD and
three Program Managers (PM) supervising different se  ctions of the program:

a) Schools Construction Design and Constr uction Management & Supervision;

b) Learning, Ref orms and Community Mobilization; and
C) Support Services
Terms of Reference / Functions of PMIU

Overall objective of the PMIU is the transparent and efficient management of SBEP, ensuring
programmatic quality and effectiveness, technical coordination, internal and external
communication, accountability, and sound administration. PMIU is accountable to PSC.

The PMIU is responsible for:

a) Engaging with SBEP stakeholders on strategy and policy matters

b) Identifying windows of opportunity to further develop the Program and components;
managing actively the scope of the Program according to changing strategic environment ;

C) Elaborating PC -1 document guidin g implementation at the individual component level ;

d) Appraising sub -project PC -Is within th e mandate given by the Program Steering
Committee ;

e) Working out frame works, regulations, policies, and procedures necessary for effective
management of the Program, t o be approved by PSC ;

f) Identifying schools for construction and/or up -gradation in accordance with agreed
policies ;

Human Resource Management Manual Page 11



0) Initiating and managing architectural design of schools and preparing procurement
packages for contractors

h) Supervising construction in terms of timeliness, cost effectiveness, delivery, and quality

of works ;
i) Introducing systems and pro cedures for Project Management Cycle as specified by USAID
)] Procuring or facilitating the procurement of services and other inputs to the interventions

at component level ;
k) Approving the utilization of funds within the mandate given by the PSC ;

) Monitoring progress and outcomes of all components under its jurisdiction and undertaking
specified evaluations

m) Preparing quarterly & annual work plans and budgets as specified by the Project
Monitoring & Evaluation System (PMES) ;

n) Preparing monthly and quarterly progress reports as per PC -1l format

0) Developing and implementing a quality plan for identification, design, and construction of
sub - projects to ensure qualit y of works in line with agreed upon standards ;

p) Preparing a risk management framework to identify potential risks and risk response
measures for active risk control ;

q) Collaborating and coordinating with SBEP staff, to be hired by USAID, to |mplement all
comp onents of the Program in an integrated manner for optimum results ;

r Promoting a team culture within PMIU and with its stakeholders; ensuring timely staff
recruitment and creating incentives for staff retention ;

s) Publicizing the achievements of the Program th rough paper, and electronic media to
ensure its visibility and to improve accountability of implementers ; and

t) Undertaking any other assignments as delegated by the PSC

Human Resource Management Manual Page 12



5.7.1. Organogram of PMIU
PMIU Organogram

Program Steering
Committee

}

Internal Auditor

Program Director
(D) BPS 19/20

| |

Deputy Program Director Assistant Internal
(D) BPS 18 / 19 Auditor

Stenographer <+

. ! | |
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Construction Management Program Manager Support Lgarning & Cgommunity Y Senior Manager Monitoring &

(D)BPS 17 / 18 Services (D) BPS 17 / 18 Mobilization Evaluation
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Manager
Construction
Design &
Contracting . £
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Officer
(Shifted From
(LRK)

Manager
(Construction |« y h
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Manager Finance &
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HR Manager
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| ‘ l

= Accounts Administration
Finance & Officer Officer
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Admin
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I l l |

Documentation l
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Operator / Off'fg)soy Drivers (7) :::g:tczh) Workers Gs:::’"(t;)
Electration (2)
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5.8. Human Resource (HR) s ection at PMIU

The HR section at PMIU is included in Support Services Section, which is headed by PM -SS,

assisted by Manager 1 HR. Services.

The HR section is responsible for the implementation of HR policies and procedures  of PMIU,

recruitment of staff and their overall management including the employeeassitdsrecord

also responsible for the safe

guarding and implementation of the HR manual under the

supervision of PM Support Services.

Human Resource Management Manual
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6. HR Policy and Plan

6.1. HR Policy

The policies and principles set in this Manual intend to ascertaina  nd align the SBEP strategy

with the shared values and culture of the government and the corporate community:

a. Vision: Enabling PMIU to function with best human resource to achieve the program
objectives.
b. Mission
A Manage the human resource professionally and with integrity;
A I mproving employees6 ability to focus agn t
A Improving technical and managerial skills for better integrati on with government;
and
A Program partners, targeted communities
C. Objectives
A Attract and employ b est qualified through a merit based process ;
A Provide an enab ling environment for management;
A Ensure that an adequate performance management system is in place ;
A Provide necessary training and development opportunities ;and
A Suggest incentive model for retai ning the best performers.
d. Core values at SBEP:
a. Applying exemplary standards of professional conduct
A Respecting laws and regulations
A Respecting strict confidentiality
A Accepting internal and external controls
A Behaving in a manner that answers to the expectations of the stakeholders
A Reporting and developing trustworthy information
A Dealing with conflicts of interests in transparent processes
A Working as a team for the benefit of the program and the communities
A Utilizing all resources to deliver qualit y to the stakeholders
A Offering solutions to complex challeng es
b.  Building on mutual trust and respect
A Listening patiently and communicating openly
A Supporting each other
A Caring for colleagues and community
A Sharing opportunities to grow, learn, develop and manage
A Rewarding talent, contribution and quality
A Supporting a balanced life style
6.2. Principles  of ethical conduct
To ensure that there is complete confidence in the integrity of the PMIU, each employee shall
respect and adhere to the fundamental prin ciples of ethical service as reproduced hereunder:
1. Employees are required to place loyalty to the Constitution, the laws, and ethical
principles above private gain.
Human Resource Management Manual Page 15
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10.

11.

12.

13.

14.

Employees shall not hold financial interests that conflict with the conscientious
perform ance of duty.

Employees shall not engage in financial transactions using nonpublic Government
information or allow the improper use of such information to further any private interest.

An employee shall not, except pursuant to such reasonable exceptions as may be
prescribed , solicit or accept any gift or other item of monetary value from any person or
entity seeking official action from, doing business with, or conducting activities regulated

by PMIU or SBEP generally , or whose interests may be substantia lly affected by the
performance or nonperformance of the employee's duties.

Employees shall put forth honest effort in the performance of their duties.

Employees shall make no unauthorized commitments or promises of any kind purporting
to bind PMIU, SBEP or GoS .

Employees shall not use  their position within PMIU for private gain.

Employees shall act impartially and not give preferential treatment to any private
organization or individual.

Employees shall protect and conserve PMIU, GoS and/or SBEP  prope rty and shall not use
it for other than authorized activities.

Employees shall not engage in outside employment or activities, including seeking or

negotiating for employment, that conflict with official duties and responsibilities towards
PMIU.

Employee s shall disclose waste, fraud, abuse, and corruption to appropriate authorities.
Employees shall satisfy in good faith their obligations as citizens, including all just

financial obligations, especially those such as Federal, provincial , or local taxes th at are

imposed by law.

Employees shall adhere to all laws and regulations that provide equal opportunity for all

Pakistanis regardless of race, color, religion, sex, national origin, age, or handicap subject
to applicable rules and regulations promulgated by GoS or the Federal Government from
time to time

Employees shall endeavor to avoid any actions creating the appearance that they are
violating the law or the ethical standards as documented herein

6.3. HR Plan

As per approved PC -1, following categories of employees are to be employed at PMIU:

a)
b)

From GoS on deputation basis under section 10 (a) of the Sindh Civil Servants Act, 1973;
Experienced, skilled and appropriately qualified persons from the market.

7.3. Human Resources:

fPMIU will ensure that proper human resources are made available with appropriate
description of duties, lines of reporting, market based salary, appropriate qualification, and
segregation of duties, etc. HR Manager has been provided in the management structure
of the PMIUO
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Strength of employees at PMIU is given in Annex VIIl in PC -l ASummary and Detail ed
of Program Management and I mplementation Unitbo
Positions at PMIU:
S# Title Positions Scale Filled
a
1. Program Director 1 19/20 on
Deputation
. 18/ 19 on a
2. Deputy Program Director 1 Deputation
Program Manager Construction 18 On r
3. 1 .
Management Deputation
4 Program Manager Reforms, Learning and 1 18 On r
) Community Mobilization Deputation
. 18 On r
5. Program Manager For Support Services 1 Deputation
: ; e Py
6. Senior Manager Planning, Monitoring and 1 Open market
Evaluation
: —— 3
s Manager_ Construction Designing & 1 Open market
Contracting
8. Manager Construction Supervision 1 Open market
9. Documentation Engineer 1 Open market a
10.  Manager Communications 1 Open market a
Manager Reforms, Learning and a
11. Community Mobilization ! Open market
12.  Manager MIS | M&E 1 Open market a
13.  Manager Information Technology 1 Open market a
i r
14. Mangger 'F|nance & Accounts and 1 Open market
Administration
15.  Senior Manager Procurement 1 Open market a
16. Internal Auditor 1 Open market a
17.  Assistant Internal Auditor 1 Open market a
Planning, Monitoring and Evaluation Open market a
18. . 2
Officer
Finance and Accounts Officer (One Post Open market a
19. since re -designated as Administrative 2
Officer)
20.  Procurement Officer 1 Open market r
21. Manager HR 1 Open Market a
22.  Administration Officer 1 16/17 r
23.  Accounts officer 1 16/17 r
24.  Admin Assistant 2 Contract (14) a
r
25.  Receptionist cum Telephone Operator 1 ?pen market/
26.  Stenographer/ Computer Operator 1 14 a
a
27.  Electrician / Generator Operator 1 A(?pen Market /
28.  Drivers 7 4 a
29.  Dispatch Rider 2 4 a
30.  Security Guard 2 1 a
31. Office Boy 8 1 a
32.  Sanitary Worker 2 1 a
Human Resource Management Manual Page 17



7.

Responsibilities

Designation

Following officers in the GoS and the PMIU have certain roles to play at various stages in the
process of HR management:

Responsibilities / Expectations

a)

Chief
Secretary

a) Approval of posting of top management

b)

Secretary
SELD

a) Initiation of process for hiring of top management
b) Notifying of the Selection Committee

¢) Sending the offer letters in case of the Deputationists.

c)

Project
Director

a) Ensure compliance to this policy/procedure

b) Approval and Implementation of PC -1

c¢) Budget management with respect to salaries

d) Approval of offer letters in case of market staff.
e) Overall contract management

e) Convening of Selection Committee meetings

d)

Manager HR

a) Hiring Requisition Formgenerated on the basis of Human Resource P
of the Program and submitted to P§SS along with draft advertisement fo
approval process

b) HR requisition advertisement issued calling for applications/C.Vs withi
days

c) Applications/CVs received duentered in a registered Ang

d) Shortlisting of CVs on the basis of given criteria

e) Reviewed CVs/profiles are received to place interview calls
f) Interview calls are placed

g) Selected candidate(s) are contacted and offered verbally*/ Offegigtt
issued
h) Training need / orientation plan on the hiring/selection of new employe

i) maintenance of HR related records.

d)

Managers

a) Abide by the guidelines set forth in this policy/procedure and complete
the career development packages for their employees in accordance with
the timetables set forth in this document.

b) Attend training classes and take the online Computer -Based - Training
(CBT)fprogram on fiCareer Devel opment. o

Human Resource Management Manual Page 18



c) Use the two forms contained within the appendices to conduct
i performance appraisals of your employees.

8. Procedures

8.1. Deputationists

Procedures for employees transferred from Government on deputation basis under section 10
of the Sindh Civil Servants Act, 1973;

8.1.1. HRPlan

According to the approved PC -1, following positions are to be filled on deputation basis.
S# Title ‘ Positions Scale AnnIe\:léure
1 Program Director 1 19/20 VI-A
2 Deputy Program Director 1 18/19 VI-B
3 Program Manager Support Services 1 17/1 8 VI-C
4 Program_ Mana_lger_ Reforms, Learning and 1 17/ 18 VI-D
Community Mobilization
5 Program Manager Construction Management 1 17/ 18 VI-E
6 Administration Officer 1 16/ 17 -
7 Accounts Office r 1 16/17 -
8.1.2. Selection Proc essfor deputationists
a. Initiation: Secretary SE LD will initiate the process for establishment of PMIU with the
selection of top program management position leading to staffing the PMIU with full human
resource support to perform functions provided in the PC -1. To provide equal opportunities
for these positions the officers will be selected for deputation under the Sindh government:
AiPol i cy Gui del i nes wi t h regard t o Positing Gover nme

Guideline s are givenin Annexure T Il

For this purpose, the GoS has notified a selection committee headed by the Secretary

SELD with repres entation from other departments. Annexure i 1l of selection
committee.

b. Advertisement / Circulation : Since the positions are restricted for civil servants only
therefore, the education department will circulate the available opportunity for the
information of all civil servants through at least three  newspapers and an inter -
departmental circular to be issued by the Services, General Administration & Coordination

Department, Government of Sindh calling for applications for such positions within a
speci fic time which should not be Atlvertisement/tireautar 14 days
letter Annexure 1 IV should include the following points:

i Eligibil ity Criteria : there shall be eligibility criteria for selection against each
position to be mentioned in the publication containing following aspects.

1 Qualification;

1  Service experience;
1  Specific experience in project components;
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1  Scope of Job;
1 Age;
1 Compute r skills;
1 Interpersonal skills;
Eligibility criteria for each position and detail job descriptions are provided at
Annexure T V and Annexure T VI respectively .
ii. Incentive  Package : Advertisement/ circular letter shall mention the statement

that project specific incentives for each position as per PC -1 will be provided
subjectto negotia tion against the expected outputs.

c. Applications for the position : Interested officers will apply for such positions on an
application form provid  ed for the purpose  along with No Objection Certificate (N.O.C) from
their parent department . Sample application is given in Annexure T VII.

d. Collection and recording of application s: PMIU (HR section) will enter in a separate
register maintained for this purpose only all  applications received through postal/courier

services and the printed copies of the applications re  ceived through email ~ with date and
time of the receipt of the application in PMIU.

Likewise an e -log of the received application will be ¢ reated and shared with the Chairman

of the Selection Committee for his information and maintaining transparency in the

process. A report on all received application for each of the position will be prepared at
the closing of the working hours of the last d ate of application.

e. Quantification and Shortlisting of the candidates: For the purpose of shortlisting of
the candidates, the Secretary SELD will require the PMIU, or constitute a sub -committee
to quantify the candidates according to the given criteria a nd for the purpose of the
interviews. Sample of quantification format is provided in Annexure T VI I

f.  Interviews of the Shortlisted ¢ andidates by the Selection Committee: Selection
Committee will meet to interview the shortlisted candidates. Proceedings of the interviews
will b e recorded and score shall be given to each candidate in a structured form. Sample
format is provided in Annexure T IX.

g. Final or Second Interview, if required: Selection may hold a second interview of the
select candidates, ifiti s so required and after having recorded reasons for that.

h. Compensation Package Negotiation : The compensation package with upper limit is
provided in approved PC -1 however it is for the selection committee to negotiate and
recommend the package to selected candidat e(s) based on the experience, skills and

expected outputs  justifying the additional monetary incentive.

i. Offer letters: On completion of the interview process and final selection of candidate(s),
the Secretary SELD / Chairman Selection Committee will direct the PMIU |, nominated for
the issuance of the Offer Letters along with the copy of the terms & c¢ onditions and
compensation package  of the post for which an Officer has been selected.  Offers letter is
provided in Annexure T X.

j-  Acceptance of the offer : The Officer so offered the j ob shall accept the offer on given
terms and conditions ~ Sample acceptance letter is provided in Annexure T XI.
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k. Approval of the Chief Secretary . Since the candidates may come from various
departments / agencies of the GoS , therefore the Secretary SELD will move note with final
proposal for the selection of the officers for the approval of the Chief Secretary, Sindh.

I.  Transfer Order : The Services, General Administration & Coordination department, with
the approval of the C  hief Secretary, will issue an order for placing services of all officers
so selected from various departments at the disposal of the Secretary, S ELD / SBEP for
further placement  against the positions for which they are selected.

m. Assumption of Duty: On acc eptance offer and joining of the officer, the PMIU will
formally issue an office order giving the date of allowing the officer to assume the charge
of his position to all sections w ithin the PMIU,  with intimation to the School Education &
Literacy Departme nt and parent department of the deputationist. Sample Office order is
givenat Annexure 1 XII.

n. Terms & Conditions: On assumption the PMIU wild!l formally ex
Condi tionsdé of the of f iwithe periodofthe depuition, jobsdescriptiorf, e r e d
expected outputs, performance manag ement including the following:

Standard Terms & Conditions of the deputation will be signed by  the deputationist (s) and
the Secretary SELD that would include the required outpu ts as mentioned in this Ma  nual
against each such position for annual performance evaluation. Standard format of  terms
& conditions is provided in  Annexure T XII1.
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8.1.3. Transfer, Charge and Termination

a. Competent authority: In case of PD and DPD being the grade 20/19 officers, the
Chief Minister or Chief Secretary are th e competent authority  , as the case may be,  for
approval of selection as well as termination of the terms & conditions of the deputation.

For all other deputationists, the Secretary SELD, being the Administrative Secretary
of the PMIU, is the Competent Authority for the Approval of the Terms & Conditions
at the time of the Selection and the termination thereof.

b. Termination or Transfer: As a matter of principle, having been selected on the fixed
term deputation , the employees transferred from government departments have to
complete minimum period of two years.

However, since the services of the civil servants in PMIU on deputation are
governed under  The Sindh Civil Servants (APT) Rules 1974 therefore in exceptional
cases such as promotion of employee, professional courses or any other
unavoidable circumstances, the government could transfer the deputationist in
consultation with the Secretary SELD / Chairman PSC.

Termination of deputation:

In case of PD  :the Secretary SELD, on the basis of performance evaluation or for
any other reason after recording it in wr iting may request Chief Secretary for his
transfer and termination of his deputation.

In case of all other deputationists . The Secretary SELD, on recommendation of
the P.D based on the performance evaluation or any other justifiable reason
recorded in wri ting, may terminate the terms & conditions of the deputation and
surrender the services of any deputationist(s) to their parent departments.

Personal Hearing : In case of PD or all other deputationist (s) for termination of
deputation, the Secretary SELD or PD will provide an opportunity of personal
hearing to the deputationist (s) before sending their recommendations to higher
authorities.

C. Additional Charge
The competent authority, in case of transfer of the P.D , may allow the additional
charge to be held by the DPD with Category -1 financial powers, till the selection of

new P.D, to ensure that that the implementation of the program is not hindered.

Secretary SELD, in case of all other deputationists, may allow the additional charge
to be held and such functions performed by any other officer keeping in view the
principle of equivalence and seniority.

d. Termination on Request of the Deputationist:

In case a deputationist request ing for termination of his deputation , he may submit

a written notice to the higher authority with one
surrender the p roject allowance for one month in lieu thereof. Termination of the

terms & condition of deputation require approval from the competent authority.
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8.1.4. Leave
Leave is applicable to the deput ationists according to the Sindh Civil Servants (Leave) rules.
8.1.5. Service Record

Service/personal record of the deputationists  will be maintained by the PM T SS in the
personal file of officer which must contain following record:

i Application / CV;
ii. Copies of CNIC and Photograph ;
iii. Educational testimonials

iv. Service Statement;

V. Last Pay Certificate;

Vi. Interview result with signatures of Selection Committee ;

Vii. Copies of offer letter, acceptance, joining and terms & conditions

Viil. Copy of job description/ Terms of Reference ;

iX. Leave record ;

X. Copies of ACR/ Performance Evaluation Reports ;

Xi. Record of advises or disciplinary actions taken, if any ;and

Xii. The record will be up  dated from time to time with authorization from PM T
SS.

8.1.6. Pay, allowances and subscriptions

At the time of processing of payroll of the deputationist s, Manager Finance will  ensure that

pay and allowances including project allowances and all deductions are made according to
the L ast pay Certificate (LPC) and depositedinthe relevantaccount office ofthe A G and the
statements are placed in their personal files on monthly basis. For this smooth process the

deputationist will:

a. The project allowance with maximum ceiling has been provided in the PC -1 however
it is for the selection committee to recommend the amount of project allowance to
be paid to the deputationists T Section 7.1.2. (h);

b. provide their own duly verified LPC and Service Statement  to be obta ined from the
office of A G or their p arent departments for placing in th eir personal record in the
PMIU; and

c. continue to subscribe towards G.P. Fund, Benevolent Fund asperSection3 of A The
Sindh Government Servants Benevolent Fund Ordinance, 1960 and Gr oup Insurance

in accordance with the Gov  ernment rules and procedures.
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8.1.7. Performance Appraisal

Performance of the officers on dep utation will be appraised annual ly on the basis of and on

the Performance Evaluation Report (PER) given in Annex ure i XIVA for BPS 17 T 18
Officers and Annexure T XIVB for BPS 19 -20 and onthe basis of indicators and expected
outputs provided in the standard for mat of terms & conditions.
Deputationists Appraising Countersigning
Officer Authority
1. PD 19/ Secretary SE LD Chief Secretary
20
2. DPD 18/ 19 PD Secretary SE LD
3. Program 17/1 8 DPD PD
Managers
4. Administration 16/17 PMi SS DPD / PD
officer 17
5. Accounts Officer PMi SS DPD / PD
Performance Appraisal by the PSC: In the first quarterly meeting of each calendar year,

the PD will make a presentation to PSC for its annual review of the program and the
performance of key officials of the program. PSC will review the performance and provide
guidance in laying the fresh goals, if required. PSC will device a performance review
mechanism for this purpose through internal and external resources.

8.2. Market Based Employees

The approved PC -1 provides for hiring of market based skilled human resource through a
competitive  process for which the Sindh Education D epartment has notified a Selection
com mittee. Notification of the selection committee is placed at Annexure T XV.

Guiding Policy Principles

a. Merit and Equal Opportunity: Approved PC -1 provide that the professional s for
market based positions are engaged through a competitive process providing equal
opportunity for employment. The selection in the Program is made purely on the
basis of merit.

b. Special Quota: SBEP adheres to the share/quota specified by the GOS for W omen
5%, Minorities 5% and Special Persons 2%, besides the selections on merit. As per
applicable policy circulars of the Govt. of Sindh

C. Compensation: Though the compensation package for the market based
employees are provided in PC  -I, however in  exceptional cases their salary and
benefits can be negotiated and offered according to their qualification, skills and
experience, on recommendation of the Selection Committee after second interview
and negotiation.

Human Resource Management Manual Page 25



8.2.1. HR Plan

HR Plan of the PMIU, subject

to any variance in the future, is as under:

- Title of the Position Status/Scale Annexure
No. for JD
Annexure
1. Sr. Manager M&E Open/Market KVII - A
Manager Construction Annexure
2 Supervision Open/Market XVII -B
Manager Construction Annexure
3. Design and contracting Open/Market XVl -C
. . Annexure
4. Documentation Engineer Open/Market VIl -D
Manager Annexure
S Communications Open/Market XVII -E
Manager Reforms, Annexure
6. Learning and Community Open/Market
L2 XVII -F
Mobilization
Manager Planning, Annexure
7. monitoring & Evaluation / Open/Market
XVIIl -G
Manager MIS
Manager Information Annexure
8. Technology Open/Market XVIIl -H
Manag er Finance & Annexure
. Accounts Open/Market — yun -
Senior Manager Annexure
10. Procurement Open/Market XVl -3
. Annexure
11. Internal Auditor Open/Market VI -K
12. Assistant Internal Auditor Open/Market Annexure
XV -L
Planning, Monitoring and
13 Evaluation Officer 17 Annexure
' (IxPMIU) (1xRegional Xvil -M
Offices)
Manager Human
14 Resources ( One Post of 18 Annexure
' Procurement officer since XVIII -N
re -designated)
15 Procurement Officer 16 Annexure
) XVII 70
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No. of Annexure

Title of the Position Positions Status/Scale No. for JD
- . . Annexure
16. Administrative Officer 1 16 VIl -P
. . Annexure
17. Admin Assistant 2 14 XVIIl -Q
Receptionist cum Annexure
18. Telephone Operator 1 Open/Market XVII -R
19. Stenographer/ Computer 1 12 i
Operator
20. Electrician / Generator 1 Open/Market i
Operator
21. Drivers 7 4 -
22. Dispatch Rider 2 4 -
23. Security Guard 2 1 -
24. Sanitary Worker 2 1 -
8.2.2. Hiring Process
a. Initiation: The PD, with the consent of Secretary SE LD will order the initiation of process
for the hiring against vacant position according to the HR plan .
b. Advertisement:
The HR section is responsible for advertisement for invitation of applications against
vacancies in at least three leading daily newspa pers in English, Urdu and Sindhi languages
within a specific time which shoul d nolhefdlewingwillss t han 14
be necessarily mentioned in the advertisement , the specimen of which is given at Annex ure
XVI .
i Title of the required  position and brief descripti  on of program;
ii Eligibility criteria for each position including qualification and experience for the position ;
iii Duty Station ;
iv Closing date for submission of application ;
v Posting address for submission of applications
Eligibilit y criteria for each position and detail job descriptions are provided at Annexure T
XVII and Annexure 1 XVIII respectively .
C. The application : Format of the application is provided with the advertisement as well as on
the website of the PMIU www.sbep.gos.pk
The application should  cover following:
i Personal I nformati on: name, fatherds name, post al ad

number, telephone number (line number and cell number), email address.
ii. Academic Qualification;
iii. Professional experience: starting from last employment; covering nhame of employer,

designation/ title, starting date, ending dat e, nature of duties ; and
iv. Copies of CNIC and two passport size photographs; and
V. Two Refe rences; name, designation, organization, address, telephone number ( line and

cell), e mail address.
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Sample application isat Annexure T XIX.

d. Collection and recording of applications : PMIU (HR section) will enter in a separate
register maintained for this purpose all application received through postal/courier services
and the printed copies of the applications received through email with date and time of the
receipt of the application in PMIU.

Likewise an e -log of the received application will be created for maintaining transparency in
the process. A report on all received application for each of the position will be prepared at
the closing of the working hours of the last date of ap plication.

e. Quantification and Short listing of the candidates:  For the purpose of shortlisting of the
candidates, the Secretary SELD will require the PMIU, or constitute a sub -committee to
quantify the candidates according to the given criteria and for the purpose of the interviews.

i Qualification ;
il Work Experience ;
iii. Computer Literacy ;

iv. Knowledge of subject;
V. Inter -Personal & Communication Skills ; and
Vi. Willingness to work in Field
Sample of quantification format is provided in Annexure T XX.
f. Test, Interview , Negotiation and final selection
i Dispatch of letters to short liste d candidates for interviews (and / or test, if required)

through r egistered post/ Courier Service;
ii. PMIU will conduct the test, if required ;

iii. Selection committee will conduct the interview of shortlisted candidates in a
structured form and recommend the successful candidate for the vacant posi tions on
the basis of final score sheet. The score sheet for selecti on of candidates is at
Annexure T XXI;

iv. The selection committee may negotiate terms and conditions including the
compensation package with the top recommended can didates;

V. The PDmovesanot eto SecretaryS ELD onthe basisof recommendations by selection
committee , seeking his formal approval fo r hiring of selected candidates;

Vi. PMIU will issue the  offer letter s with draft con tract to the selected candidate and will
be instructed to obtain Police verification and medical fitness certificate from
concerned Police station and MS services Hospital. Sample offer letter and joining
reportis givenat  Annexure 7 XXII A and Annexure i XXIIB respectively ;

Vii. If selected candidate is not joining, then se cond best candidate on the basis of score
sheet would b e given offer for the position;

viii. Select candidate(s) available and willing to join will report to PM 1 SS and will be
allowed to join immediately or on the date as mutually agreed ; and

iX. On joining of candidate, PM i SS will issue office order giving the name of selected
candidate, position and date of joining with intimation to all program sections, and
SELD. Draft officer orderisat Annexure T XXIII .
g. Contract management

PD will sign the contract with selected employees who have joined the PMIU. Draft contract
at Annex ure 1 XXIV.
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i Title of the position ;
ii. Duration of contract (should be issued by specifying the period and extendable for further
period of Program on the basis of performance of employee) ;
iii. Salary package ;

iv. Duty station ;
V. Roles and responsibilities and expected outputs ;
Vi. Standard terms & conditions;
Vii. Reporting hierarchy ; and
viii. Performance Evaluation
h. Probation Period

All selected staff for PMIU coming through open competition/market will be on probation for
an initial period of  three months extendable for further three months and can be terminated

if the performance is not found up to the mark. After successful completi on of probation, the

probationary period will be counted as part to the total service. For termination of probation,
performance evaluation of the employee will be carried out by the supervisory officer and
recorded in the performance evaluation report

i Tr ansfer and Postings
The employees selected from open market working in PMIU, could not be transferred to any
other Government Department. However, their internal transfers within various sections of
the PMIU can be made on need basis.

j- Resignation

The em ployee selected from open market may resign fr om service at any time with one

mont hds adv amddesstodPDi a @ne-month salary in lieu thereof. All resignations

require acceptance and approval from the competent authority.
Procedure:
i An employee can resign by submitting a written resignation to his supervisor

addressed to the PD one month in advance of his end of service date. After approval
by concerned competent authority, Finance Wing will take action for final settlement

etc.

ii. Thet erm fimont hd used herein in respect of notice
to the English Calendar and will commence from the day following the day on which
notice is given by the employee or by SBEP as the case may be.

iii. A letter of acceptance/rejection of resignation shall be issued to the resigning
employee regarding the status of his resignation by HR.

iv. In case the PMIU intend to extend the contract after the term of the contract of
employment ends, it will inform the employee at | east 30 days before the end of the
contract. In case no renewal/extension in contract is granted at least 30 days prior
to the end of contract, the employee is relieved on the contract end date.

V. Employee is required to complete a clearance form and obtain relevant signatures
in order to make sure that all outstanding liabilities have been cleared. The employee
must turn over all files, keys, equipment and liquidate any cash advances and or
any other assets belonging to SBEP.

Vi. At the time of the last paymen t of salary to empl oyeeDemamke must
Certificateo, confirming that al | payment s due
received along with vehicle(s), equipment and any other item provided to him /her
by SBEP.
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Vii. Empl oyee should fiéniewFaim"aand@ EREmpll ayee
and submit it to concerned HR , a sample of both form is given at Annexure
and Annexure T XXVI respectively.

8.2.3. Term ination
The services of any employees from open market can be terminated any time with one
advance notice in writing or payment of one month's salary in lieu thereof (as mentioned in the

signed contract). However, services can be terminated with immediate effect as a result of
disciplinary action against an emplo yee as provided in sectio  n 8.4.1. of this manual.
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Activity Chart for hiring of management

Activity Responsibility

Hiring Requisition Form is generated on the basis of

1 Human Resource Plan oft  he Program and submitted 1 Manager HR
' to PM 1 SS along with draft advertisement for
approval process
2. Requisition finalized with any changes, if required 2 PMT SS
3. Requisition recommended to P.D 3 DPD
5
4. Approval by P.D
HR requisition advertisement issued calling for
L o Manager HR
5. applications / C.Vs within 15 days anage
Letter issued to all members of for information of the
6 process intimating the approximate date for the 7 PMi SS
' interviews
Initiate drafting of documentation for quantification 7-10
7. and shortlisti ng
Training need / orientation plan on the
3.a hiring/selection of new employees 11-12 Manager HR
Program Manager
3b Input in the training/orientation Plan 13-14 (RL&CM) and Sr.
' Manage M&E
8. Applications/CVs received and entered in a 22 Manager HR
registered /e -log
9 Shortlisting of CVs on the basis of given criteria 23-25 Manager HR
CVsl/profiles are reviewed and shortlisting finalized .
10.  atthe level of PD/DPD 26 PMT 5SS
Reweyved CVslprofiles are received to place 27 Manager HR
11. interview calls
12 Interview calls are placed 28 =
Interviews conducted 35-36 PD /.DPD / PM ss
13. Selection Committee
hortlisting f lecti f i i
$ o.rt isting for selection of appropriate candidates 38 PMi SS
14. finalized for approval of the PD
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Activity Responsibility

Selections are made for the requisite positions from
15. the interviewed candidate 39 PD/DPD
16 Draft Offer Letter approved DPD
Selected candidate(s) are contacted and offered
17. verbally*/ Offer letters issued 40 Manager HR
18. Draft contracts prepared and approved 41 DPD
On acceptance of position candidate(s) will be
19 allowed to join immediately or as per his availability, PMi SS
' if mutually agreed.
Joining allowed i Office Order issued with Name of
selected candidate, Position and Date of Joining with PMi SS
20. copiestoall sectionsin PMIU, Regional Offices, SELD
and USAID and Members of Selection Committee
21 Contract Signed PD/PM T SS
29 Training / Orientation starts All Program Managers
* Non -availability of any candidate will be accepted only when received in writing i.e, either
through post/courier or email. Verbal non -availability shall not be accepted in any case.
8.24. Leave
The leave will be applicable as provided in the contract.
8.2.5.  Service Record
The service record of each employee will be maintained in their respective personal files

stored under lock and key and access should be limited to staff members duly authorized by
Manager HR. A personal file must have following record:

i Application / CV;
ii. Copies of CNIC and Photograph
iii. Medical Cert ificate and Police Verification;

iv. Educational testimonials ;

V. Interview result with signatures of Selection Committee ;

Vi. Copies of offer letter, acceptance, joining and terms & conditions;

vii. Copy of job description/ Terms of Reference ;

Viii. Leave record ;

iX. Copies Perfor mance Evaluation Reports

X. Record of advises or disciplinary actions taken, if any ;and

Xi. The record will be updated from time to time with authorization from PM T
SS.
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8.2.6. Pay, Special Pay and other benefits

a. Pay: The salary package and other benefits for positions filled through open
competition from market are negotiable within the allocations provided in approved
PC-1 (Annexure i VI, Operating Cost of PMIU) . The annual salary raise will be
allowed based onthe  performance evaluation.

b. Special Pay & Over -time: In addition to pay and any other allowances paid as a
part of regular salary package following employees of the PMIU may be paid
additionally on the rates determined by the competent authority but not exce eding
the rates allowed by the government for similar positions;

i.  Overtime a llowance for Staff  Car Drivers and Dispatch Riders;

ii. Assistants, Computer Operators, Data Entry Operator, Drivers and Naib

Qasids working in late hours after the office hours will be entitled to a
conveyance charge according to the rates admissible by the Finance
Department, Government of Sindh ;and

iii. Each of the overtime allowance or conveyance charge will be subjected to the
verification by the Officer in -Charge and approval of the competent authority.

8.2.7. Performance appraisal

The contract of every employee shall provide for the performance appraisal of the employee
against the job description and the targets assign to him by the senior authority. Such

appraisal would be conducted f  or the purposes of grant of annual increment in the salary and
determining whether the services of the employee would be continued or otherwise.

8.3. Orientation  / Training

DPD and the PM -SS are shall arrange orientation  or Need Based Training  sessions for the
officers selecte d/ transferred from government d epartment or  hired from open m  arket with
the purpose of providing orientation to such selected/hired staff members with  the salient
aspects ofthe scope and activities of the program , geographical coverag e, roles and
responsibilities of different sections in the PMIU, line of authority, stakeholders and working
mechanism of PMIU.  Employee s of all categories and short/long term consultants working in

PMIU are entitled to attend  such orientation  training pro grams at designated  venue .

Sample of Training Need Assessment isgivenat Annexure T XXVI I

PM 1 SS is responsible for undertaking such need assessment, designing of the orientation or
refresher programs

8.4. Efficiency and Discipline

The employee transferr ed from Government Department on deputation and employees hired

from market are governed under fiThe Sind Removal from Service (Special Power) Ordinance,

2000 o.

a. The c ases of the deputationists  will be referred to their parent department for necessary
action and in case the disciplinary grounds are determined the employees shall be
repatriated to their parent department.

b. The cases of employees hired from market will be processed by the PMIU. The PD has
the final authority to ta ke disciplinary action for employees hired from market . Except

for Internal Auditor
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C. The case of Internal Auditor will be referred to the Secretary SE LD who shall be the
competent authority.

The disciplinary proceedings shall be undertake n under the r elevant provisions
mentioned below

Section 2(b) of the Removal from Service (Special Powers) Sindh Ordinance, 2000:

i mi s conduncludes conduct prejudicial to good order or service
discipline or conduct unbecoming of an officer and a gentleman or
involvement or participation for gain either directly or indirectly in industry,

trade or speculative transactions or abuse or misuse o f the official position
to gain undue advantage or assumption of financial or other obligations to

private institutions or persons as may cause embarrassment in the
performance of official duties or functions;

8.4.1. Disciplinary Proceedings
Proceedings agains t the employees for lapse of duty or misconduct as defined above
and the resultant punishment on the g rounds, where an employee in the opinion of the
authority to proceed according to the Ordinance.
Procedure to be followed for taking d isciplinary ~ action / inquiry

i Complaint:

Head of Section on receiving complaints or on his motion will forward a
complaint to HR section for inquiry or investigation.

. Fact finding:

PMi SS willundertake himself or on the directions of the PD ath orough inquiry

orinvestigation of  nature of the delinquent behavior of the employee and the factors

which have led the employee to behave and conduct himself in a manner which is

contrary to the accepted norms of the PMIUG6s rules a
iii. Inquiry

After receiving fact finding report, the PD after determining the nature of offence

or misconduct ma y decide to initiate an inquiry as per provision of the Ordinance
or otherwise.

iv. Warning / Counselling:
In case the misconduct of the employee is not so grave that it warrant an
inquiry, the PD may issue a warning to the employee and direct for his
counselling.

V. Termination:

In case the misconduct is established beyond any doubt the competent authority
may terminate the services of the employee with foll owing conditions:
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T In case the misconduct is of the criminal nature i.e. financial
misappropriation, theft, bribe, breach of confidentiality or trust etc.

1 In case of finance misappropriation, t he amount so misappropriated would
be recovered from the remaining salary of the employee

i In case there is no criminal liability or any recovery to be affected, the
employee would be terminated and paid balance of the salary.
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9. Office Administration
9.1. General

9.1.1. Office Accommodation

The program has hired  office premises as per allocations approved in the PC -1. Following aspects
are considered before making the choice of the office premises:

1  Security of the premises ;

1 Availability of all services / utilities ;

1 Adequate accommodation for all office staff;

1  Parking space for vehicles

After having hired the premises, the PMIU shall take following steps for ensuring smooth
functioning of office:

1 Necessary utility provisions

9  Office equipment and furniture

1 Safety and security measures

1  Office manuals to be in place for following the processes

9.1.2. Office Record

Record pertaining to the program activities shall be maintained properly, classified and kept in
safe manner.

a. All Program Managers and Senior Manager (M& E) are responsible for safe custody of the
record pertaining to their respective Sections.

b. PMi SSwill beoverall incharge ofthe office record. He, with the approval of the
PD/DPD, will prepare and issue instructions/guidelines for safe custody, catalo guing,
movement of files/documents to and from the record room/space declared for the
purpose of record.

c. An Office Assistant will be nominated as custodian of such record room with complete
inventory of the record.

d. He will maintain Dispatch & Receipt sect ion in the office with Dak and Fax Register to
ensure that all mails and fax received in or sent out are entered into these registers.

9.1.3.  Office Secrecy

a. Over all classification of the Program documentation
meaning thereby that the documentation should be seen or dealt by the concerned
people/employees only and must not be taken out of the PMIU in any case ex cept for

the official purposes;

b. All employees will ensure complete secrecy and confidentiality of the program affairs
and documents that they deal with or proceedings of the meetings that attend. All
reports will be shared with stakeholders in the manner prescribed by the PMIU for this
purpose. Likewise, all communication through emails will be restricted to the addresses
and circulation/distribut ion list approved by the PMIU;

c. Office papers not to be used further like drafts etc . are destroyed properly on daily
basis.

All employees shall sign the Annual Confidentiality form, Sample of Annual Confidentiality
isgivenat Annexu re i XXVII .
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9.1.4. Conduct

Since the PMIU promises equal opportunities for employment and envisages a mix of skills,
expertise and gender therefore all employees working with PMIU must observe the Code of

Conduct given hereunder for maintaining the highest st andards of official conduct in the PMIU.
Office conduct includes regulations and procedures to be practiced in the PMIU as explained
below:

a. Attendance:
All employees are required to report to work on time every day and maintain a satisfactory
record of attendance in the manner prescribed. If an employee is unable to report to work
he is expected to notify his supervisor within 30 minutes of his start time. In case of
emergency/ uncertainty, an employee can take leave instead of un -notified absence. All
unapproved absences wi || be not ed in t he empl oyeeds
unauthorized absences will result in disciplinary action.

b. Office Hours:
The Sindh Government's office timings would be followed by PMIU. All employees are
required to attend  office regularly and observe office timings strictly. Habitual absenteeism
and non -observance of office timings shall warrant disciplinary action.

c. Public Holidays:
Employees are entitled to enjoy Public Holiday notified by the Government of Sindh and
District administrations in the program districts. Non -Muslims are also allowed to avall
optional holiday on their religious festivals, if not notified officially with the prior sanction of
the higher authority. However, such leave is treated/ adjusted agains t casual leave.

d. The Dress Code :
The employees of SBEP should wear decent dress suitable to the office environment and
their personal appearance  (suit, with or without close collar, trousers with full or half sleeves
shirt, safari suit or shalwar kameez pr eferably with waist coat) . The dress should raise the
professional image of the Program. Drivers and office orderlies will wear uniform provided
by the office free of cost.

9.1.5. Ethical and Legal Responsibilities

All employees of the PMIU shall observe highest standards of the ethics and shall refrain
from the following;

Possessing and use of any sort of drug ;

Harassment of other employees, especially sexual harassment of female employees ;
Possessing and display of all sort of arms ;

Involvement in any sort of corruption and unethical acts ; and

Acceptance of any gift from anyone engaged with PMIU

®o 0o

9.1.6. No Smoking Zone

Offices and fields/sites of SBEP are to be declared as No Smoking zone and employees of
PMIU be directed to strictly avoid smoking in office premises. Use of pan, naswar, gutka etc
should also be prohibited in working areas and program vehicles as well.

However smoking shall only be allowed in designated places to protect the health of non -
smokers. Use, sell, possession, distribution, trafficki ng or storing of drugs and alcohols are
equally prohibited in the areas/ places falling within the premises of PMIU. Violation of above

policy must be reported to immediate supervisor (Preferably in writing) for disciplinary

punitive action.
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9.1.7. Respectforal |

PMIU believes in humanity and should strictly abide the universal declaration of Human Rights
signed by the Government of Pakistan and Proclaimed by General Assembly of the United
Nations.

Respect and regard to every Human irrespective of his class, colo r, caste or working position in
office shall be the policy of the organization. Any act contrary to this policy and defaming any
employee or different sections of society shall be seriously noticed by the management of PMIU.

Abusing, insulting, shouting et ¢ are equally considered unethical acts in our society and inter -
native community. PMIU employee representing a well reputed organization should behave in a
civilized manner and respect all sec tions of society and colleagues.

9.1.8.  Discrimination against women

Elimination of all forms of discrimination against women shall be the policy of PMIU. The

term discrimination against women shall mean any distinction, exclusion or restriction made

on the basis of gender, which has the effect or purpose of impairing or nu llifying the
recognition, enjoyment or exercise by women on a basis of equality of men and women, of

human rights and fundamental freedoms in the political, economic, social, cultural, civil or

any other fields.

Hence PMIU believes to eliminate prejudices and customary practices based on the
perception of the superiority or inferiority of either of the sexes or on stereotype roles for

men and women. Manual extends the selection to a position to all without any discrimination.
Employees of PMIU are expect  ed not to indulge in suchimmo ral acts, failing which necessary
action shall be t aken against their misconduct under t he Protection against Harassment of
Wom en at Work Place Act -2010 .

9.1.9. Violence and harassment

Keeping the work environment safe, secure and healt hy shall be the commitment of PMIU.
Any form of violence and harassment instilling fear and insecurity to life and property or
hindering the smooth working of employee and the organization shall not be tolerated.
Possession or display of weapons at workpla ce or visits should be strictly prohibited (except
law enforcing agencies of the persons deployed for the security to be approved by the
Authority. Such cases shall be reported to authority and cases registered against violator

under the law. Threatening b ehavior shall also be considered as an act of the violence and
sever action be initiated against such act.

Any unwelcome advance, request for favor or any written or oral commun ication or physical
contact of any nature demeaning attitudes causing self -disr espect and interference in
working environment or creating and intimidating and attempt to threat to be reported to

the supervisor.

The HR section shall get the signed copy of Code of Conduct. A sample of Code of Conduct
isgivenat Annexure 1 XXIX.
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9.2.

9.2.1.

9.2.2.

9.2.3.

9.2.4.

9.3.

Disbursement
Salaries & allowances
Payment of salaries to employees of PMIU shall be first charge on the budget of the PMIU

which shall be paid on the first day of every month. Process for payment of salaries is
provided in Financial Management Manual.

The first day of each month will be pay day for transfer/ disbursement of salaries for
employees. In case of holiday(s), first working day of the month will the pay day.

The procedure of payment of salaries & allowances is provided in Financial Management.
Utilities
Payment of utilities  (electricity, gas, telephone, internet, water and sewerage) shall be second

charge onthe budget ofthe PMIU. PMT SS shall ensure the regular provision of utility and
payments thereof on monthly basis.

Consumables

The PM 1 SS will ensure that adequate allocations are provided in annual budget of the PMIU

for procurement of consumables (Printing material, Stationery, office material etc.) and as far

as possible such consumables may be procured in bulk a nd payments made in accordance
with Procurement and Financial Management manuals respectively.

Works

Payments of the construction of schools under the program will be made according to the
procedure laid down in Schedule of activity and Project Implemen tation Letter (PIL)  executed
between Gov ernment of Sindh and the USAID.

Detail procedure is provided in Financial Management Manual.
Attendance & Punctuality

i. Attendance of employees will be maintained through Bio -metric system installed at
PMIU. HR section will have admin rights of Bio -metric system and will be maintaining
the attendance records of all employees. If an employee is unable to reach the office,
he will notify his supervisor  within 30 minutes of start time . All unapproved days of
absence wildl be considered | eave and n cEkcesdivei n
and unauthorized absences will result in disciplinary action.

ii. Late coming shall be marked after ~ 9.15 A .M. Three late arrivals in a month shall be
counted as one leave and such leave shall be added to the leave availed record. These
adjustments shall be made on monthly basis. PD, DPD and Program managers are
exempted fromsuchd  eductions due to the nature of their job description that includes
their commitments outside the office, however, they are responsible to exemplify
punctuality

iii. Arrival after 11:00 A .M. and e arly going before 4:00 P .M. without permission shall be
consider ed as half day.
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9.3.1.

9.3.2.

9.3.3.

9.3.4.

Office Timings

The Sindh Government's office ti mings would be followed by PMIU. All employees are required

to attend office regularly and observe office timings strictly. Habitual absenteeism and non -
observance of office timings shall warrant disciplinary action. Government notification as
follows:

Lunch / prayers

Break
Monday to Thursday 9:00 AM 1:00 PM to 2:00 PM 5:00 PM
Friday 9:00 AM 1:00 PM to 2:30 PM 5:00 PM
Office Timings in Ramadan

In the Holy month of Ramadan, the office timings are observed as follows:

Start Time End Time

Monday to Thursday 8:00 AM - 2:00 PM
Friday 8:00 AM - 1:00 PM
Holidays
Employees are entitled Public Holidays notified by the Government of Sindh and District
administrations  in the program districts . Non -Muslims are also allowed to avail optional

holiday on their religious festivals, if not notified officially with the prior sanction of the higher
authority. However , such leave is treated/ ad  justed against casual leave.
Leave

An employee may apply for any type of leave which is due and admissible to him and it shall

not be refused without a just reason recorded in writing. Sindh Civil Servants  Leave Rules
1986 shall apply in case of all employees of the Program except as may be provided
otherwise in this Manual for the market based employees.

i Earned Leave

An employee shall earn leave with full pay which shall be calculated at the rate of 2
days for every calendar month of duty rendered and credited to the leave account
as fAEarned Leaved at the end of each calendar year.
of an employee on the last day of December, shall be carried forward and expressed

in ter ms of leave on full pay. PD is the competent authority for grant of earned leave
to all market based employees.

ii. Casual Leave

Casual leave will be availed as follows:

a. Casual leave up to 3 days shall be sanctioned in favor of an employ ee by his
immediate supervisor;
b. There shall be 25 days casual leave during a calen dar year;

c. Casual leave shall ordinari  ly not exceed 07 days at a time;
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d. Casual leave can be granted in conjunction with public holidays, but not with
any othe r kind of leave or joining t ime;

e. Casual leave shall not be claimed as a right, but shall be granted by way of grace
to enable employee t o attend to his private affairs; and

f.  During casual leave or holidays no employee shall leave the Headquarter except
with permis sion from sanctioning  authority;

iii. Special Leave

A female employee, on the death of her husband may be granted special leave on
full pay as provided in Section 16 of the Sindh Leave Rules 1986 for a period not
exceeding one hundred and Eighty days (Iddat Leave).

iv. Maternity L eave

Maternity leave is to be granted on full pay, outside the leave account to a female

employee to the extent of ninety days (90) in all from the date of its commencement

(as specified in the application for leave) as provided in Section 15 of the Sindh
Leave Rules, 1986.

V. Re - Call from Leave

Employee could be re -called to duty during any kind of leave in case of any
emergency from his leave by the head of the office in such case the employee is
provided return (one way) fare with one daily allowance.

Vi. Overstay After Sanctioned Leave

Unless the leave of an employee is extended by the leave granting authority, an
employee who remains absent after the end of his leave shall not be entitled to any
remuneration for the period of such absence un til and unless the extended period is
decided by the competent authority.

Vii. Ex - Pakistan Leave
Normally this leave  will not be allowed to market based staff except for religious

purpose s. Employees can consume his annual earned leaves for this purpose and
such leaves will be approved by the PD.

Viil. Process for Leave Sanction
a) An employee shall apply for a leave on the prescribed form at Annexure T
XX X;
b) The Section in -charge would be authorized for sanction of casual leave not

more than three days for employees up to scale  10;

C) For Assistant Managers and below, t he leave exceeding 3 days or any other
type of leave up to 7 days will be recommended by section in -charge and
approved by DPD in PMIU. For leave exceeding 7 days will be approved by
PD;

d) For Managers and above, any type of leave up to 10 days  will be approved
by the PD;

e) For DPD and Program managers any type of leave exceeding 10 days will be

approved Secretary S ELD on the recommendation of PD;
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iX. Handing Over Charge While Proceeding on Leave and assumption of charge
on return from Leave

a. An Employee proceeding on leave (Other than Casual Leave) shall hand over
the charge of his post to an employee as may be ordered by the
PD/DPD/PM/RD and shall, shall sign a handing/taking over report.

b. An employee on return from leave shall report for duty to the authority that
sanctioned his leave and assume charge of the post to which he is directed
by that authority unless such direction is given to him in advance.

In case he is directed to take charge of a post at a station other than that form where
he proceeded on leave travel expenses as on transfer shall be payable to him.

X. Maintenance of leave record
The leave record will be maintained by the Manager HR for staff working at PMIU.
9.3.1. Preparation of Employee Attendance Roll
The Manager HR shall prepare AEmMpl oyee Attendance Roll 0
during the month. Such attendance roll / timesheet shall be sent to the Manager FAA for

preparation of payroll by 20 t of the each month.

The attendance for the remaining 10 days of the month, shall be taken into account in the
payroll of next month.

Sample of AEmMpl oyee AttendaAmexurd®Roil XXXl.i s provided at
9.4. Vehicles

The PMIU may procure as many numbers of vehicles as is pro vided in the approved PC  -1. The
vehicles can however be used for the Program purpose but only after prior approval from PD /
DPD for field visits or general duties as and when required.

9.4.1. Use of Program Vehicles

The authorized employees can use the program vehicles subject to availability and within
the budgetary limit of sanctioned amount specified to meet the expenses as POL and
maintenance charges . The program employees can also use public transport for official
purpose and the amount  spent on public transport should be reimbursed by the accounts
section of PMIU after the verification of the receipts their approval and provisions under

travelling head.
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9.4.2. Authorization for the use of vehicles

No. Of

Vehicle Entitled Official

1 Program Director Toyota Corolla Xli 1300 CC  /Vigo
1 Deputy Program Director Toyota Corolla Xli 1300 CC  /Vigo
3 Program Managers (3) Suzuki Swift 13 00 CC

1 Dispatch Rider at PMIU Honda Motor Cycle 70CC

9.4.3. Maintenance of Vehicles

PM1i1 SS andthe section of his office (  Admin Assistant) dealing with transport matters shall

be responsible for management and maintenance of vehicles. A log book of each vehicle
shall be maintained with history of use, repairs etc. Concerned officer will also sign the lo g
book and ensure the correct entry of covered millage.

Driver will be responsible for:
Cleanliness / washing of the vehicle ;
Change of oil & filter ;

Maintain log book ; and
Timely maintenance, service and repair as and when required.

1
1
1
1
9.4.4. Field Visits

In case the vehicle is required fo r the a llote e officer for out of station visit for program
purpose permission is to be granted by the PD on request containing following details:

i Purpose of visit ;

ii. Destination ;

iii. Duration ;

iv. Any advance required for POL  ; and

V. Recommendation by Section In -Charge/ Program Manager

In case the vehicle is required for the officer other than the officers authorized program
vehicles for out of station visit or for any other program purpose , requisition is to be made

with following de tails:

i Name and designation of the officer ;
ii. Purpose of visit ;

iii. Destination ;

iv. Duration ;

V. Any advance required for hiring of the vehicle ;

vi. Mode of any other public transport i.e. by air, by rail, by road ;
Vii. Recommendation by Section In -Charge/ Program Manager ; and
viii. Permission granted by the PD for reimbursement

PMIU should maintain the vehicle log Book which shall be signed by the person who are using
the car. Sample of The Vehicle Log Book is given provided at Annexure T XXXILI.

9.4.5. Acci dent/ Theft
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In case of accident or theft the vehicle, the rules and regulation of the Gov ernment of Sindh
will be applicable on all PMIU vehicles and the Manager Support

9.5. Traveling and accommodation

9.5.1. Traveling Allowance/Daily Allowance

Government of Sindh rules and regulations will be applicable for traveling allowance and

Daily allowance (TA/DA) during program visits. The employees working with PMIU could use

office vehicles for Program duty and field visits after approval from concerned Prog ram
Manager and PD .

Process for Field Visits/ Traveling
Completion of the travel request form containing:
i Name and designation of employee ;

ii. Nature and purpose of travel/ field visit ;
iii. Destination/ place of visit ;

iv. Duration of field visit
2 Mode of traveling (in case of using official vehicle use vehicle requisition request) ;
Vi. Any advance required

°©  Recommendation by section In -charge/ Program Manager

°  Approval from PD/ DPD

°  Provision of advance for daily allowance from Finance Section

°  Submission of required receipts to finance se ction for clearance TA/DA claim

0 The visiting employee should submit a brief rep ort of field visit along with Note
Sheet in concerned secti on with following details:

Name and designation of employee

Date/ duration of visit

Place of visit

Purpose of visit

Meetings attended during the field visit

Outcomes of the field visit

Decisions taken during field visit

Actions required for future and responsibilities

S@rooooTp

9.5.2. Air Travel

In SBEP, air travel in economy class is allowed to all entitled/authorized staff working with

PMIU with prior approval from PD. HR section will be responsible for making reservations

through a travel agent, maintain the record and make payments. The travel ing employee is
required to submit ai  r ticket and boarding cards etc . with TA claim.

9.5.3. By Road

Employee at PMIU are allowed to make official visit by road, and file rei mbursement claim

to finance s ection. The requestfor travel shallbe madeto HR section , after getting checked

by head of section, and request shall be approved by PD I PMIU. The sample of Travel
Request Form isgivenat Annexure T XXXI Il .

9.5.4. Overnight Accommodation

The employees will be entitled to accommodation in hotels and rest houses and government
guest houses at the rate based on their one and half Daily Allowance plus three days for high
cost of living stations. Reimbursement shall be subjected to the entitlement

Il Travel authorization
il Copies of the receipts and bills paid ; and
il Certificate of actual expenses from the employee.
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10. Annexures
Annexure T I: Notification of Program Steering Committee

GUVERKNMEN] UF SINUH
SERVICES, GENERAL ADMINISTRATION
AND CO-ORDINATION DEPARTMENT

NOTIFICATION

NO:SO(C-IV)SGA&CD/4-26/2011:  The Government of Sindh is pleased to constitute a Program Steering
Committee (PSC), for Sindh Basic Education Program under USAID grant, with the following composition &

L TORs:-

3 Socmam Education Department, Gowt. of Sindh. . Chairman
2. | Secretary, P&D Dm& Govt. of Sindh. Member

] dditional Seci Gowt. of Sindh. fcmber |
3~ | Chief Mam Reﬁm Unit, Education i femb
5. t Director, Sindh Basic Education Project. Member/Sccretary
6. | District Coordination Officers of concemed Districts Members ‘
7. | Representative of USAID Observer

Primary function of the Program Smnng Comumittee is to achieve outcomes of the program, overall
coordination, and guidance on and approval of major business decisions.
i) The Program Steering Committee is responsibie for:

u) Monitoring and review of the project status, as well as providing oversight of the project deliverables
rollout,

b) Controlling projest scope in the changing circumstances, ensuring that scope aligns with the agreed
outcome requirements of GOS and USAID. Scope management will be particularly important in pre-
budget meetings and at the time of Mid-Term Review of the program.

¢) Resolving project conflicts and disputes, recoaciling differences of opinion and approach,

d) Granling formal acceptance of project deliverables as reported through various progress reports.

¢) Championing and building support for the program.

li) The Program Steering Committee issesponsible for approval of the following major elements:
f) Prioritization of project objectives and outcomes us identified in the Program Results Framework.
8) Deliverables and schedules as identified in the Program work plans and budgets (quarterly, annual,

overall). b
b) P:ommhadgetbmedmeﬁm.mdmm ‘mﬁmuﬂmmww

expeciations, -
Strategic risk management framework to ensure that st ddress potential threats to the
at the threats arc regulary re-

project’s success have been identificd, estimated and spprove
assessed. ,

B

Utrocy usparomesh
=20

of &
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Quality assurance plan to ensure that project deliverables

q J tations of all the stakeholders.
\ ) PSC will meet within a month of the end of a quarter !
1 V1) Minutes of the Meetings will be shared with the: 1, members of the
Commiue_a, all Program Stafl, and general public thro
L}s‘ @ RETARY SINDH
Q NO:SO(C-1V)SGA&CD/4-26/2011: Karachl, dated the 18tk November, 2011,

Copy is forwarded for information & necessary action 10:~

Scniar Minister, Education & Literacy Department, Govt. of Sindh, Kamchi.

Additional Chief Seoretary (Dev.), P&D Department, Govt. of Sindh, Karachi,

Additional Chiel Secretary Home, Home Department, Govt. of Sindh, Karachi.

Secretary to Governor Sindh,

Sccretary to Chief Minister Sindh.

Administrative Secretarics (all), Government of Sindh,

Chairman / Mcmbmlﬁojbauwr :f the Committee,

Secretary (Staff) to Chief Secretary,

m?merm Sindh. % Lt o

Master file. (|
SECTION OFFICER (C-1V)

f@

R,
!“"

TS
o
o
SINCH AN APt REFORM S

et & )

VYVVYVYVYVYY

IMWARD NO ILZL._SM'-
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= FFRA NO. :B8213521.S52 e Jun, 201 12:590M 2t

GOVERNMENT OF SINDH
SERVICES, GENERAL ADMINISTRATION
AND CO-ORDINATION DEPARTMENY

NOTIFICATION

EO:SO;C-IE15535&(20,*4-;6“l: jn comtinuation of this department's notifieatior ab

cven number dated 18" Novemuer, 2011, the Government of Sindh 15 pleased o inchade

T e

Directors ol School Education (Karuchi, Hyderabad, Sukkur, Lurkana) and represcutative . ¢
Pakisian Reading Program (PR} as Members ol Program Steering Comnulice (15 for Basic

Education Progr:;m under USAID grant,

SAJAD SALEEM HOTIAN:
’ CHIEF SECRETARY SINDil

NO:SO(C-TV)SGA&CDI4-26/11: Karachi, dated the 15" April, 2034,
Copy is ferwarded ‘or inforration & necessary action to:

Additional Chief Secretary (AL, Gevernment of Sindh, Karachi.

Seurctary to Governar Sindh,

Sccretary to Chief Minister S,

Administrative Secrotaries (alll, Government of Sindh, ,/W \

Chairman / Members (ail) of the Commiten I A

VYN VYY

.\ ..\———-

P.S. to Chiel Sccretary Sindb, T
%, P.S. to Seeretary (J&O), SGA&CD. t

i
! : " ."\, N,
3 Master file. \(}j 3}&1‘ '. %‘\}lw

(Owits Nazir Mughal) "
SECTION QITICER (CAIVD
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Annexure 7 Il Guidelines for Deputation

No. SOII(S&GAD)1 -112/06
GOVERNMENT OF SINDH
SERVICES, GENERAL ADMIN INSTRATION

AND CO-ORDINATION DEPARTMENT

Karachi, dated the 23 " August, 2010

1. The administrative chief Secretaries (All)
Government of Sindh,
Karachi.

2. The chairman,
Enquiries & Anticorruption Establishment
Govt. of Sindh,
Karachi.

3. The chairman,
Chief Ministerod6s Inspection, Enquiries &
Implementation Team,
Karachi

4. The Administrative Secretaries (All)
Government of Sindh,

5.  The Provincial Sind Officers, Sindh.

SUBJECT: POLICY GUIDELINES WITH REGARD TO POSTING OF GOVERNMENT EMPLOYEES ON
DEPUTATION

In continuation of Finance Departmentld/6/22pen6i cy circu
dated 12 -7-1981, relating to terms and conditions of civil servants on deputation the Competent
Authority has been pleased to approve the following policy gui delines while considering the case of
government employee on deputation:

i Administrative departments shall henceforth requisition the services of only those
government employees who fall within the definition of section 2 (b) of the sindh civil
servants ac t 1973 for their posting in borrowing department on deputation or specific
period. However, in exigencies of service or in dire need the borrowing department
may obtain the services of any Government employee serving in another department
provided the lend ing department has consented to it as per dictum laid down by the
Honoébl e High Court of Si ndh5-32010passedin@PMono n- order 30
57/2010 and others:

ii. Administrative Secretary of the borrowing department shall provide a certificate under
his own signature that the services of such a civil servant / Government employee are
essentially required, as no fit and suitable person commensurate to fill such post is
available in the borrowing department and that the qualification and experience of
such proposed deputationist are matching with the requirement rules and job
description of the post to be filled by such deputationist

iii. Case of proposed deputationist shall not be considered if the same is not received on
the prescribed proformas of deputation and not duty signed by the concerned
Administrative Secretaries of borrowing / lending departments

iv. Proposed civil servant shallr  emain on specific posting on deputation for approved
tenure and his transfer from such post shall tantamount to termination of his existing
deputation.
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V. Maximum deputation period shall be three years subject to yearly renewal by the
Competent Authority.

Vi. Consequent upon clearance of the proposed deputationist, he shall extend undertaking
that in case of cancellation of his deputation period or in case of completion of his
approved tenure of deputation, he shall report to his parent department without
wait ing for separate order and in case of such default he shall render himself liable to
be proceeded under disciplinary proceedings.

All the concerned are, therefore, directed too adhere to above instructions in letter and
spirit.

-sd-
(IQBAL HUSSAIN DURRANI)
SECRETARY (SERVICES)

A copy is forwarded for information to : -
i.  The Principal Secretary to Governor, Sindh, Karachi
ii. The Secretary to Chief Minister, Sindh, Karachi
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Annexure T Illl: Notification of Selection Committee

PR DR TS (2 ST =08 b

SOVERNMENT OF SO

SERVICES, GEXNERAL ADMINIS VRATI < f
| CODRDINANON QERERTIAENT E
{ :
{ 2
! NOTIFICATION
N Sl ¥ KSGAZC DY On recemmendation of the Pregrem Steéring Coramitee, Einda Baze
Educstion Trogram (PSC-SBEP), the Oovernment of Sindh are plaased to censthune the follonging ~Selacrien,
Copaniitiees™ for racruitment/relestics of spexcified ST for the Progmm Muniltging ard Implememation
r .
(MUY, SBEP on contmet 1aals In liny with 1he cet uriteria s par appreved POAL |
S0 | Composition of Selection Comumistee (3) | Purview / Mencate far the ;
I ] ] post fpositian
. T | 5 Secrefury, Edvashon {Charman)
‘ li. Additionsl Sceretary (Admn.), P&D Deparlueat _ ;
i, liii, Crdef Progrum Menger, RSU, Program Direstar and Depity Mogram Dizestar
’ P Education & Liserscy Department (Ciwil Servants)
w USAID Repeesentatives (2)
27| i, Secrotary, Education {Chairman} ]
ii. Progrem Director-SBEP (Scorvtary) L2
i, Additional Sccretary (Setvicea-T), SGARCD, Inluerral Acditor ) ;
4v. Additional Secretrry (Adma.), PAT Depseiment (Comjpetitive HLaikst based iiving) ’-
| v. USAID Repeosentatives (2) |
| vi. Ralevant Technical Persont }
s (nominated by Finance Depariment) b
! (BS-12 or abowve) -
: 3. | i, Secrstary, Education (Chairoan) Program Managers: ‘
¢ i, Program Dizestor-SBEP (Seccctay) 1. Leaming, Refonms & Compumity Mobdlaarien
i, Representative from SGA&C Department 2. Prograsn Manager Support Srvices
iv. Representative from P&D Deptriment 3. Canstructicn Management (Civit Servents)
v. UBAID Representatives (2} ]
4. | 1. Seeretary, Education (Chalrman} Manngan: :
i1 Addilicnal decrstary (Services-T), SCARCD. EN&E, IT, Lewsning, Reforms & Comun: Mah,
4 | iii, Program Deector-3BEP (Secretary) Communication, Finznce Accounts ard Admir. | .
|iv, Additional Secretary (Adma.), PAD Department | Senice Procurement Specinlist, Covstraion
i v, Relevunt Teshnical Pexson . Design & Contragting, Constroction Supetvisiur,
(33-18 vr aboye) PMAE Officet, Fanance & Acsoums OFicer,
I I J vi. USALD Repesssatatives (1) i Procurement Dfficer (Market based),
' CHIEF SECRETARY SINDH
NOISO{C-TV)SGA&CD/4.26/1] Karacht, dutad the 17" Janvary, 2013,
Cupy is farmyrded for information & necessary acticn toi-
> Additionsl Chicf Searetary (Dev.), P&D DepartnentTiome Finance Departmeal,
Goweramey of Sindh, Kamehi. . ;
> Scerctary to Governae Slndh, i
¥ Secretary to Chicf Mimisiee Sindb. SEmats |
) % Administrative Secretaries {ull), Govemment of Sindh. H
i ¥ Chaaman / Membess of the Commitiee.
t *  Depuly Scurcaary {Stafl) to Chicf Secretary.
boee e » P.S.1o Chief Scorciary Sindh, e 210
' ¥ P3, o Seoretery (IEC), SGARCD. =
¥ Master file.
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Annexure i IV: Sample of Advertisement / Circular

Advertisement for Positions

%

>

STATES;
5
8
|
|

= USAID

Ja

Al U q‘g
"IY/57 FROM THE AMERICAN PEOPLE

A\
Ot

Uy

3t

=
S

CAREER OPPORTUNITIES

Government of Sindh (GOS) and USAID have agreed to improve access, equity and
quality in education by improving governance and institutionalizing accountability in
education service delivery.

Sindh Basic Education Program (SBEP) is initiated to increase and sustain student
enrolment in primary, middle and secondary schools in targeted geographic locations in
Sindh by developing a school environment conducive to teaching and learning.

Now SBEP is inviting applications for following positions based in Program Management
& Implementation Unit, Karachi.

S | Position Qualification Experience Station
#
Details and application format for the above positions are available at www.sbep.gos.pk

. Please send your CV along with application (on prescribed format) at the following
address:

The last date for submission of appl ications is

Human Resource Management Manual

Page 51



Annexure

S.
No.

Deputationists

T V: Eligibility Criteria

Education

Fifteen

{ Experience

expe

Bachel or 6s yearso
and selection by General Administration at
FPSC/SPSC Federal/Provincial or Divisional /
through District Level. Preference would be
competitive given to officers having exposure Upto
PD 19/ examination. Mid - | to work of Project Monitoring, 5(5)
20 career and senior Implementat ion & Management as
. . . Years
management wel | as to Division
courses of Management.
National School of
Public Policy
qualified
Bachelor's degree Eighty ears' experience of General
and selection by Adminis tration at Federal /
FPSC/SPSC Provincial or Division/District level.
through Preference would be given to
competitive officers having an exposure to
N . o Upto
examination. work of Project Monitoring,
DPD 18/ 19 . . 45
Preferably mid - Implementation & Management as ears
career and other well as District Af f ai r s 6 y
trainings / courses Management
mandatory for BS
17 officers
qualified
Masters in Social 10 Years in public sector. 3 years
Science. MBA in in project management will be Upto
Program Managers ) . .
. 17/ 18 | Finance or HR will given preference 45
Support Services .
be given years
preference
Program Manager PAS / PSS 5 to 7 years of experience Upto
Learning Reforms, P
. 17/ 18 45
and Community ears
Mobilization y
BSC Civil Mi ni mum 15 expeeiemnaes id
Program Managers Engineering or a the relevant filed Upto
Construction 17/ 18 g . g . 45
Master's Degree in
management . . years
Engineering
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Annexure V| A: Job Description i Program Director

JOB IDENTIFICATION:

Job Title: Program Director (PD) Job GradeBS 19/20

Department:
a. School Educatio& LiteracyDepartment Government

b. Services anGeneral Aministrative department of Job LocationKarachi

c. United States Agency for International Development

of Sindh

GoS

Pakistan

ORGANISATIONAL RELATIONSHIPS:

Reports to: SecretarySchool Educatio®: LiteracyDepartment | Directly SupervisesN/A

Sindh

Indirectly SupervisesN/A

This Job description reflects the general details considered necessary to describe the principal functions of thagdb id
and shall not be construed as an exhaustive description of all the work requirements inhererjbin th

GENERAL JOB OBJECTIVE:

il

To plan, manage and facilitate all activities related to Sindh Basic Education Program (SBEP) in target distri
Northern Sindh and selected towns of Karachi for implementation as per the approvied PC

To providedynamic leadership, and to ensure good governance and conducive to work environment at Pr
Management and implementation Unit (PMIU) established for SBEP.

To formulate and ensure implementations of strategies related to monitoring and evaluation gfgonoactivities at
Provincial and district level to achieve program objectives.

To liaise with Officials @&chool Educatio& LiteracyDevelopment, Government of Sindh at provincial and district lev
and USAID/Pakistan Karachi Office for effective mganeent and implementation of activities mentioned of-P&hd
activity agreement.

V. KEY RESULT AREAS/PRINCIPAL ACCOUNTABILITIES:

= —a

IncreaseA & A0Af A& yR NBO23ayAltAz2y 2F talL! a Iy aSaad
Provide /create awell developed and robust body of knowledge available and accessible across PMIU pertainin
decisionmaking on USAHEelated agenda.

Develop an #ective working relationship with key individuals of USAID and Govt. of Sindh.

Develop and implen& a coherent and effective PMIU stakeholder strategy, in collaboration with relevant USAIL
partners.

Increase PMIU profile lgevising clear and cohesi@pproachesandmessages both internally and externally.
Success in influencing key USAID stakeholie$®rogram Steering Committee towards tlecisionghat are in best
interest of the Program

V. MAIN DUTIES AND RESPONSIBILITIES:

Ensure that programs and activities are being laid out efficiently and as effectively and implemented in line with
misson and vision of PMIU, by:

o Engaging with SBEP stakeholders on strategy and policy matters
Appraising suiproject PGs within the mandate given by the Programme steering Committee
Introducing systems and procedures for Project Cycle Management as spbgifisiAID
Approving the utilization of funds within the mandate given by the PSC, and in consultation with D
a2y AlG2NAY 3 LINBPINBaa |yR 2dzid2ySa 2F Ittt O2vYl
specified evaluations

O o0 oo
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(]

Promoting a team culture with PMIU and with its stakeholders; ensuring timely staff recruitment an
creating incentives for staff retention

Publicizing the achievements of the Program through paper, and electronic media to ensure its vis
and to improve accountability of impleenters

Allocate resources and supplies to the staff to exploit their highest potential.

1  Overseeing the performance of the DPD towards his direct responsibilities, including but not limited to:

0]

0
(0]

Identifying windows of opportunity to further develop the SBER its components; managing actively,
the scope of the Program according to changing strategic environment

Elaborating P€document guiding implementation at the individual component level

Working out frameworks, regulations, policies, and proceduregssary for effective management of
the Program, to be approved by PSC

Identifying schools for construction and/or gadation in accordance with agreed policies

Initiating and managing architectural design of schools and preparing procurement packagis for
contractors

Supervising construction syfrojects in terms of timeliness, cost effectiveness, delivery, and quality
works

Procuring or facilitating the procurement of services and other inputs to the interventians
component level

Preparing queerly and annual work plans and budgets as specified by the Project Monitoring &
Evaluation System (PMES)

Preparing monthly and quarterly progress reports as petlPfGrmat

Developing and implementing a quality plan for identification, design, andremtion of subprojects

to ensure quality of works in line with agreed upon standards

Preparing a risk management framework to identify potential risks and risk response measures for
risk control

Collaborating and coordinating with SBEP staff,adibed by USAID, to implement all components of
the Program in an integrated manner for optimum results

Coordinate with districts to ensure implementation of approved guidelines for selection of schools {
construction and/or upgradation and issue guidelines for quick and legally accepted transfer of lanc
to district education departments for consiction of proposed schools.

1 Enable the program management team by managing infrastructure support, Human Capital, Administration, an
Relationgor SBEP PMIU.

= —a —a —a

Facilitateon-site surveys and review of programs at the district level as well as prahMiexcel.

Ensure effective evaluation of programs/programs and provide feedback as needed.

Prepare a risk management framework to identify potential risks and risk response measures for active risk con
Undertake any other task assigned by PSC.

VI. DECISIOMAKING AUTHORITY:

- Planning, and implementation of plans pertaini

Decisions taken without consultation with others G2 tal QA A Yl'fl IS NY | € Yl

- Management of internal affairs of PMIU

- Financial decision making of PMIU in consultat|

Decisions tken in consultation with others with DPD and PSC

VIl. CONTACTS/WORK RELATIONSHIPS:

Within department or organizatiorPurpose

= =4 —a —a —a

Districts

SecretarySchool Educatio& LiteracyDepartment 1 Management of PMIU
Program Steering Committee
Program Managers and PMIU staff
Counter parts from USAID

Outside the organizatiorPurpose

1  Civil Society Organizations 1 Achieving PMIU goals

1  Service providers
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1 School Management Committees
1 Development partners
1 Reforms Support Unit

VIIl. KEY DIMENSIONS OF PESITION:

Leadership of Project Management & Implementation Unit, SBEP

Name:
Job Holder
Date : I

Approved By

Supervisor
Date: [/ [ Date: [/ [
IX. JOB SPECIFICATIONS
Educational Qualification . OKSt 2NNRa RS3INBS yR aStSOilaz2y oe

Mid-career and senior management courses of National School of Public Poli
qualified

Experience CATGSSYy &SI NBQ SELISNRA GnyFéiéral/PravindaSoy S NJ
Divisional / District Level. Preference would be given to officers having expos
to work of Project Monitoring, Implementation & Management as well as to
SAQGAGA2Y I t kK5EAAGNAOG ! FFEANBQ al yI 3

Others
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Annexure V | B:Job Description 1 Deputy Program Director

. JOB IDENTIFICATION:

Job Title: Deputy Program Director (DPD) Job Grade: BS 18/19

Department:
a. School Education & Literacy Department
Government of Sindh
b. Services and General A dministrative Job Location: Karachi
department of GoS
c. United States Agency for International
Development 1 Pakistan

Il ORGANISATIONAL RELATIONSHIPS:

Reports to:  Secretary, School Education & Literacy Directly Supervises: N/A

Department Sindh

Indirectly Supervises: N/A

This Job description  reflects the general details considered necessary to describe the principal
functions of the job identified and shall not be construed as an exhaustive description of all the
work requirements inherent in the job.

I, GENERAL JOB OBJECTIVE:

1 To assist Program Direct to plan, manage and facilitate all activities related to Sindh Basic
Education Program (SBEP) in 7 target districts of the Northern Sindh and selected towns of
Karachi for implementation as per approved PC -1.

1 To assist Program Dir ector in implementation of activity agreement in selected districts or
Sindh for SBEP interventions to achieve program objectives.

1 To formulate and ensure implementation of strategies related to monitoring and evaluation of
program activities at PMIU and field level to achieve program objectives.

1 To liaise with Officials of ~ School Education & Literacy Department, Government of Sindh at
provincial and district levels, and USAID/Pakistan Karachi Office for effective management and
implementation of activiti es mentioned in PC -1 and activity agreement.

V. KEY RESULT AREAS/PRINCIPAL ACCOUNTABILITIES:

1 Increased Collaboration of PMIU as an "essential partner" for USAID across their networked
organization.

1 Effective operational collaboration with other functions across the organization, especially other
team partners.

1  Well developed and effective working relationship with key individuals of USAID and Govt. of
Sindh.

V. MAIN DUTIES AND RESPONSIBILITIES:

1 Ensure that programs and activities are being executed efficiently and as effectively and
implemented in line with the mission and vision of PMIU, by:

o Identifying of windows of opportunity to further develop the SBEP and its
components; managing actively the scope of the Program according to changing
strategic environment

o Elaborating PC -1 document guiding implementation at the individual component

level

o  Working out frameworks, regulations, policies, and procedures necessary for
effective management of the Program, to be approved by PSC

0 Identifying schools for construction and/or up -gradation in accordance with agreed
policies

o Initiating and managing architectural design of schools and preparing procurement
packages for sub -contractors

0 Supervising constructi  on sub -projects in terms of timeliness, cost effectiveness,
delivery, and quality of works

o Procuring or facilitating the procurement of services and other inputs to the
interventions at component level
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o0 Preparing quarterly and annual work plans and budgets as specified by the Project
Monitoring & Evaluation System (PMES)

o Preparing monthly and quarterly progress reports as per PC -1l format

o Developing and implementing a quality plan for identification, design, and
construction of sub  -projects to ensure qualit y of works in line with agreed upon
standards

0 Preparing a risk management framework to identify potential risks and risk
response measures for active risk control

o0 Collaborating and coordinating with SBEP staff, to be hired by USAID, to implement
all compon ents of the Program in an integrated manner for optimum results

1  Assist the Program Director towards his direct responsibilities, including but not limited to:

o Engaging with SBEP stakeholders on strategy and policy matters

o Appraising sub -project PC -Is withi n the mandate given by the Programme steering
Committee

o0 Introducing systems and procedures for Project Cycle Management as specified by
USAID

o Approving the utilization of funds within the mandate given by the PSC, and in
consultation with DPD

0 Monitoringpr ogress and outcomes of all components
undertaking specified evaluations

o0 Promoting a team culture within PMIU and with its stakeholders; ensuring timely
staff recruitment and creating incentives for staff retention

o Publicizing the achievements of the Program through paper, and electronic media to
ensure its visibility and to improve accountability of implementers

Program Implementation and Infrastructure:
1 Manage execution of approved PC -1 in coordination with USAID/Pakistan following all relevant
rules and regulations of Govt. of Pakistan, Gov.t of Sindh, SPPRA

1 Communicate policies and information with program staff and partners.

1  Advise PMIU and districts in preparation of programs and sub PC  -Is to expedite  program
activities

1 Coordinate with districts to ensure implementation of approved guidelines for selection of
schools for construction and/or up -gradation and issue guidelines for quick and legally accepted
transfer o fland title to district education departments for construction of proposed schools.

1  Ensure timely submission of monthly and quarterly progress reports as per PC -1l format

Personn el Managem ent:

1 Engage, retain and make best use of human resources to achieve program objectives
1  Appraise performance of individuals working with PMIU and specially the team assigned to
DPD.

1 Facilitate for training need assessment process and ensure skills enhancement for the staff
working with PMIU

Public Relatio ns:

1 Prepare and implement communication strategy to publicize achievements of the Program
through paper, and electronic media to ensure its visibility and to improve accountability of
implementers

1 Attend necessary workshops, events and training seminars

f  Undertaking any other assignments as delegated by the PSC

VI. DECISION -MAKING AUTHORITY:

- N/A
Decisions taken without consultation with others

- N/A

Decisions taken in consultation with others
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VII. CONTACTS/WORK RELATIONSHIPS:

Within department or organization Purpose

i  Secretary, School Education & Literacy .
Department Program Management & Implementation

1 Program Steering Committee

1 Program Managers and PMIU staff

1  Counter parts from USAID

1 Districts

Outside the organization Purpose

Civil Society Organizations .
Service providers Program Management & Implementation
School Management Committees
Development partners
Reforms Support Unit

Sﬁﬂﬁﬁﬁ

Il KEY DIMENSIONS OF THE POSITION:

Operational Excellence of PMIU

Name :

Job Holder _
_ Supervisor Approved By
Date: /[ [ Date: [ [/ Date: /| |/

IX. JOB SPECIFICATIONS

Bachelor's degree and selection by FPSC/SPSC through
competitive examination. Preferably mid -career and other
trainings / courses mandatory for BS 17 officers qualified

Educational Qualification

Eight y ears' experience of General Adminis tration at Federal /
Provincial or Division/District level. Preference would be given to

officers having an exp  osure to work of Project Monitoring,

Il mpl ementati on & Management as wel
Management

Experience

Others Working together - Expert

Creates approaches that improve team work across and beyond
PMIU

Communicating and influencing - Expert

1 Builds mutually beneficial alliances and networks at senior
levels within and outside PMIU and is a well -known thought
leader, exceptional communicator and coach

Managin g kno wledge - Expert

1  Creates approaches that improve knowledge management
across and beyond
PMIU.

Developing people - Strength
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1

Is a role model for coaching, mentoring and developing
others, and for effective use of PMIU's staff development
processes and opportunities.

General Skills

1 Ananalytical, innovative and solution orientated approach
to problem solving with a keen attention to detail.

1 Adeep understanding of PMIU's approach to development,
theory of change and volunteering for Development

1  Excellent networking and negotiation skills, with ability to
develop and maintain effective and credible working
relationships

1  Well organized with the ability to work under pressure and
to tight deadlines and changing and conflicting priorities.

1  Excell ent interpersonal skills, including well developed
written and verbal communication and presentation skills.

1  Experienced at Project Management, consensus building and
participatory methodologies.

1 Motivated self -starter with proven ability to take the
initiative, work independently
and be self -sufficient

Desirable:

1  An understanding of the USAID program and its role in

defining development agendas and its relationship with the
US Government.
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Anne

xure V| C: Job Description i Program Manager Support Services

JOB IDENTIFICATION:

Job Title:Program Manager for Support Services Job Gradel7/18
Department:
a) School Educatio& LiteracyDepartment Government
of Sindh Job LocationKarachi
b) United States Agency for International Development
Pakistan

ORGANISATIONAL RELATIONSHIPS:

Reports to:Progam Director (PD) Indirectly SupervisesN/A

Directly Supervised\N/A

This

and shall not be construed as an exhaustive description of all the work requirements inherent in the job.

Job description reflects the general detailssidered necessary to describe the principal functions of the job identif

GENERAL JOB OBJECTIVE:

1 To streamline process for procurementsgrvices and goods in accordance with the procurement manual
1 To implement financial rules and provision of funds in accordance with the Financial Management Manual
1 To ensure the implementation of Financial Management Manual and Procurement Manual appsoR&LC
V. KEY RESULT AREAS/PRINCIPAL ACCOUNTABILITIES:
1  Providing seamless support service to PMIU
V. MAIN DUTIES AND RESPONSIBILITIES:
1  Assist Program Director and Deputy Program Director in implementation of financial and procurement policies f
functioningof PMIU in accordance with the approved financial management and procurement manuals
1  Assist Program Director and Deputy Program Director in provision of funds and facilitate in procurement proces
implementation of approved RC
1 Provide leadership to
0 Accounts Finance & Administration Manager
0 Procurement Manager / Senior Procurement Officer
0 Human Resource Manager
o Information Technology Manager and Information Systems Manager
1 Implement guidelines/ policie@pproved by PC®jovided in
o Financial Mnagement Manual
o HR Manual
o Procurement Manual
1 Maintain record of financial transaction procurement in accordance with the approved manuals
1  Prepare record/ books for internal and external audits
1  Make efforts for timely provision of funds for program actti
1 Make efforts to implement paperless environment initiative
1 Make effort for timely procurement of goods and services for program activities
1 Assist Program Director in appraising performance of individuals working with PMIU and Regional Offices
1 Coordinateclosely with other sections/functions of PMIU especially Manager Construction on matters pertaining
procurement, andegionalPMIU dfice(s) for implementation of financial and procurement procedures
1 Undertake any other assignments delegated by thegPam Director/ Deputy Program Director
VI. DECISIOIMAKING AUTHORITY:
Decisions taken without consultation with others N/A
- . . . - Finance
Decisions taken in consultation with others ) Administration
- Human Resource
- Information Technology
- Information SystemManagement
VII. CONTACTS/WORK RELATIONSHIPS:
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Within department or organizatiorPurpose

Program Director
Deputy Program Director

PMIU Regional Offices

= =& —a —a —a 9

Districts

Heads of the other units of PMIU

School Educatio& LiteracyDepartment Sindh

1

Internal Support

Outside the organizatiorPurpose

Civil Society Organizations

Venders and contractors

Relevant sections/ unite of RSU

1

1 Architectural Designing and Engineering Firm
1 School Management Committees
1
1

1

PMIU Operations

VIII. KEY DIMENSIONS OF THE POSITION:

ProvideLeadership to Support Services Management

Name

Job Holder
Date : [

Supervisor

Date :

Approved By

Date :

IX. JOB SPECIFICATIONS

EducationalQualification

Experience

Others
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Annexure V | D: Job Description I Program Managers Learning Reforms, and
Community Mobilization

. JOB IDENTIFICATION:
Job Title: Program Manager Reforms, Learning and
community Mobilization

Job Grade: Equivalent to BP$ 17/18

Department: SBEP, PMIU Job Location: Karachi

Il. ORGANISATIONAL RELATIONSHIPS:

Reports toDPD/ PD Directly Supervises:Manager- Learning, Reforms &
Community Mobilization
Manager Communications

Indirectly Supervises: SManager Monitoring and Evaluation

This Job description reflects the general details considered necessary to describe the principal functions of theigab id

and shall not be construed as an exhaustive description of all the work requirémhenést in the job.

M. GENERAL JOB OBJECTIVE:

1 To assist Program Director and Deputy Program Director in strategic planning of activities in accordance with the
all activities to SBEP in 7 target districts of the Northern Sindh and selected totasachi

1 To Coordinate with Sindh Education Reforms Program to set standards for quality learning and formulate policies f|
reforms to improve education standard, teacher training, school management

V. KEY RESULT AREAS/PRINCIPAL ACCOUNTABILITIES:

1 Ensuring that all departmental goals are met in letter and spirit

1 Dealing with all matters relating to land acquisition for construction of schools in selected districts. Issuance of N
E&L department, GoS for construction of schools.

1 To coordinate wh Sindh Education Reforms Program to set standards for quality learning and formulate policies fo|
reforms to improve educational standard, teacher training, school management etc.

1 Coordinate with Reforms Support Unit, GoS to develop and impleneendards to ensure quality learning and prop
different steps/test/indicators to assess the learning of students and teachers in accordance with the guidelines &
Program Steering.

1 Initiate process and hold meetings with civil society organizations and local communities for awareness rai
enhancing their role in school construction and learning of students. Play role in strengthening school mar
committees.

V. MAIN DUTIE S AND RESPONSIBILITIES:
1 Assist PD and DPD in formulation and implementation of strategies related to education reforms, learning of stu
teachers and community mobilization for education activities
Close monitoring for implementation of guidelingfsschool reforms and learning activities.
Assist PD and DPD to implement parts of PC 1 in field related to educational reforms, learning and community mo
Promoting a team culture within PMIU and with its stakeholders; ensuring timely stafitmeemt and creating incentive
for staff retention
1 Undertake any other assignments delegated by the Program Director/ Deputy Program Director

= —a —a

VI. DECISION-MAKING AUTHORITY:

- N/A
Decisions taken without consultation with others

- N/A
Decisions taken igonsultation with others

VII. CONTACTS/WORK RELATIONSHIPS:

Within department or organizatid®urpose
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Program Director

Manager- Learning, Reforms & Community
Mobilization (Direct Reportee)

Manager Communications (Direct Reportee)
M&E Function(Indirect Reportee)

=a —a

Reform and Learning Reproting and Management

= =

Outside the organization Purpose

USAID
SRP Reform and Learning Program Implementation and Feedbad

SCDP
CMP
P&D i Education Department

= =4 —a —a

VIII. KEY DIMENSIONS OF THE POSITION:

ManagingLearning, Reforms and Community Mobilizati@@mponent of PMIU

Name:

Job Holder
rvisor Approved B
Date: /I a1 e 11
IX. JOB SPECIFICATIONS
Educational Qualification PAS / PSS
Experience 5 to 7 years of experience
Others Knowledge of Land revenue laws, Land acquisition act and good Management Sk
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Annexure V | E: Job Description i Program Managers Construction Management

JOBIDENTIFICATION:

Job Title:Program Manageg Construction Management Job Grade18/19
Department:
c) School Educatio& LiteracyDepartment Government of Sindh Job LocationKarachi
d) United States Agency for International DevelopmeRakistan

ORGANISATIONAL RELATIONSHIPS:

Reports to:Program Director (PD) / Additional PD Directly Supervises\N/A

Indirectly SupervisesN/A

This Job description reflects the general details considered necessary to describe the principal functionsidéthiéi¢ob
and shall not be construed as an exhaustive description of all the work requirements inherent in the job.

GENERAL JOB OBJECTIVE:

1. To assist PMIU to plan, manage and facilitate all activities related to
Sindh Basic Education Program (SBEP) in 7 target districts of the Northern
Sindh and selected towns of Karachi for implementation as per
approved Pd.

2. To monitor the construction work for timely completion

IV. KEY RESULT AREAS/PRINCIPAL ACCOUNTABILITIES:

1 To facilitate districts for selection and damage assessment of schools for
construction or upgradation.

1 To assist in finalizing the design of schools for construction in coordination
with selected architectural designing and engineering firm

1 To ensue the quality of school construction in line with the guidelines
approved by PSC

V. MAIN DUTIES AND RESPONSIBILITIES:

1  Assist Program Director and Deputy Program Director in planning, policy formulation and implementation of
activities related to school construction in accordance with the guidelines and standards approved by PSC

1  Assist Program Director and Deputy Progfairector for implementation of RCin field for construction of
damaged schools in selected districts

1  Assist Program Director, Deputy Program Director and Districts in process of school selection for constructi
up gradation in accordance with the pqoved guidelines

1 Coordinate with selected architectural designing and engineering firm for architectural design of schools in |
with budget provision in the RCand guidelines approved by PSC

1  Assist Program Director and Deputy Program Director t@gproval from PSC on architectural design, guidelin
for construction work, and quality standard for school construction

1  Coordinate with Program Manager Support and Services to finalize contracts for procurement of goods and
services for constructionfalamaged schools in line with approved procurement manual and budget provisior|
PCI. The procurement contracts will be approved by Program Director in accordance with the guidelines prg
in procurement manual

1 Coordinate with districts, PMIU RegailrOffices for monitoring and supervision of construction work in
accordance with the guidelines
provided by PSC

9 Liaise with school management committees and capacitate them for monitoring of school construction work|
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and standards

provided by PSC

1 Hold meetings with contractors/ selected architectural designing and engineering firm/ districts/ school
management committees to facilitate and monitor the process of school construction within provided timefrzg

1 Develop and submit progressport of construction work to PO on monthly, quarterly and yearly basis

1 Ensure timely provision of furniture and fixtures for schools according to the budget provision and guideline

1 Ensure timely taking and handing over of completduabsis according to the approved standards

1 Undertake any other assignments delegated by the Program Director/ Deputy Program Director

VI. DECISIOMAKING AUTHORITY:

Decisions taken without consultation with others

- N/A

Decisions taken in consultation witlhers

- N/A

VIl. CONTACTS/WORK RELATIONSHIPS:

Within department or organizatiorPurpose

Program Director

Deputy Program Director

Heads of the other units of PMIU

PMIU Regional Offices

School Educatio& LiteracyDepartment Sindh
Districts

= =4 —a —a —a 9

ConstructionManagement

Outside the organizatiorPurpose

Civil Society Organizations

Architectural Designing and Engineering Firm
School Management Committees

Venders and contractors

Relevant sections/ unite of RSU

= =& —a —a —a

Construction Management

VIIl. KEY DIMENSIONS OF PdBSITION:

Manage Construction of schools effected by flood

Name
Job Holder Supervisor Approved By
Date: | /| Date: [ [ Date: [ [
IX. JOB SPECIFICATIONS
Educational Qualification . {0 /AGAE 9YyAAYSSNAY3I 2N I al adSND
Experience aAyAYdzy mp &SIENEQ SELISNASYOS Ay (KS
Others
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Annexure T VII1: Sample Application

Application Form

For the post of
(For Employeeds Selecti)on from Open Market

1. Personal Information

1. Name
2. Fat her os
3. Date of Bir th
4, Gender
5. Marital Status
6. CNIC Number
7. Postal Address
8. Postal Address
9. Permanent

Address
10. Phone Number
11. Fax Number
12. Cell Number
13. Email ID

2. Academic Qualification (Start with last degree)
Sr. No. Degree Title Subject Name of Grade / Year of
Institution Division Passing
3. Professional Education
Sr. No. Title Level Name of Year Of Year of
(Diploma / Institution passing Passing

Certificate)
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4, Training Programs Attended
# Title Organization Duration
4.1
4.2
4.3
4.4
45
4.6

4.7

5. Professional Skills
# Name of Skill Excellent Good Fair
51
5.2
5.3
54

5.5

6. Language Proficiency
# Name of language Read Write Speak Understand
6.1
6.2
6.3
6.4
6.5
6.6

7. Computer Proficiency

Human Resource Management Manual Page 67



7.1
7.2
7.3
7.4
7.5
7.6

8.1

8.2

Computer Program Excellent Good

Experience (start from last employment)
Name of Organization
Type of Organization
Location

Designation

Duration From

Description

Name of Organization
Type of Organization

Employer contact

Designation

Location

Tenure From

Human Resource Management Manual

To

To

Fair

Page 68



9. Programs Completed

9.1 Name of Organization
Title of Program

Role

Location
Tenure From To

Description

10. References
Name
Designation
Organization
Contact Number
Fax Number
Cell Number

Email
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Annexure 1 VIl |: Sample of Shortlisting format

Sindh Basic Education Program

Program Management and Implementation Unit
Shortlisting of candidates for Interview

- Name of - Education - Experience - Age . Short
the ' listed

- Employee (Yes/
] ] ' No)

(Signature )

Program Manager - Support Services
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Annexure T |X: Sample Score Sheet

Sindh Basic Education Program b §
Program Management and Implementation Unit

Score Sheet for Selection of Candidates

INTERVIEW  OF CANDIDATES

Name Compu General Inter - Willingn

of Work ter Knowled | Appropriate personal & ess to
S | Candid | Qualificat | Experie | Literac ge of ness for Communica Work in Tot
# | ae ion nce y Subject Position tion Skills Field al
Score 15 10 25 25 15 10 | 100

Name of the selected candidates
Signatures of the Members of the Selection Committee

S No Name of the Member Signature
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Annexure T X: Sample of Offer Letter

Sindh Basic Education Program
Program Management and Implementation Unit

[Name & address of the applicant]

Offer Letter

Dear [Name of the Person]

Following your test and interview with the Selection Committee of the Sindh Basic Education
Program (SBEP) and with the approval of Chief Minister Sindh, we are pleased to offer you the

position of [Name of position] on contract basis in Program Management and Implementation
Unit (PMIU) under the School Education & Literacy Department for one year as specified in Terms
& Conditions .

The objective of the Sindh Basic Education Program is to increase and sustain student enrolment

in primary, middle and seconda ry schools in targeted geographic locations in Sindh by developing
a school environment conducive to teaching and learning.

Job Title:

[Description of Job title]

Job Responsibilities:

Your job responsibilities will be, but not restricted to as are give n below:

1 [Job Description in bullet form]

Undertake any other assignments delegated by the Program Director

Terms & Conditions
Duration of Contract:

This contract is for a period of twelve months, starting with effect from your date of joining and
will stand terminated automatically on the date of ending, unless extended.

Duty Station:

You will be stationed at Karachi, but may be transferred to Sukkur or Larkana, if so required in
programbés interest. However, extensive travelling outside

Working Hours:
Your working hours are from 0900 Hrs. to 1700 Hrs. Monday to Friday with one hour break for

lunch. One and a half hours break will be observed on Friday for lunch and Friday prayers. However,
you may be required to work longer on working days or to attend to your work on holidays.
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Probation Period:

Your appointment/contract is subject to successful completion of three month probation period. At
the end of probation period, your performance will be reviewed by your supervisor based on which

decision will be taken for your confirmation or otherwise.

Salary & Benefits:

You will be paid a gross salary of [Provided in PC -1/ salary decided] . This salary is inclusive
of all benefits and allowances. However, you will be entitled to an annual increment as per PMIU

policy based on performance. For official travel outside the place of duty you will be reimbursed
TA/DA as per Govt. of Sindh rules.

Your salary shall be paid through normal banking channel by transferring into your account.

Leave:

You wil/l be entitled to 2 days6 pai dntitled toeasualpedrsickmont h. Yo
leave as per the rules of Sindh Govt.

Resignation:

Either party may terminate this agreement by giving one
its/his/her intention to do so or on the expiration of such notice this agreement shal | stand

terminated. Moreover, the contract shall stand terminated in case of winding up of the project or

completion of contract period, whichever is earlier. Provided that where no notice is served or

served for a shorter period, the defaulting party shal | pay to the other party an amount equal to

one monthdés pay or such amount which is equal to the pay
short, as the case may be.

Termination:

In case of breach of any terms of this Contract and GoS regulations which may constitute

misconduct on your part the contract is liable to immediate termination. It is mandatory on you to

acquaint yourself with the GoS rules and regulations.

After completion of the period of this Contract, if your services are further required by PMIU, the
contract shall be extended by mutual consent.

In case you accept this offer, please submit your letter of acceptance within one week of receipt
of this offer.

Our goal is to be a good employer. We will be striving towards pro viding you with safe and friendly
yet stimulating and dynamic working environment.

Once again we welcome you aboard and wish you success.

With Best Regards,

[Competent Authority]
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Annexure i Xl : Sample Acceptance Letter

[Date]

[Mr./Ms. Full name]
[Employer name]

[Employer street address]

[City, state zip code]
Dear [Mr./Ms. Name]:
It is with great pleasure that | accept your offer to join as a [position title]. The goals you

outlined for the position are well -matched to my abilities, and | consider it a privilege to join your
organization.

[Mr./Ms. last name], thank you for making the interview process enjoyable and putting trust in
me for the said position . | look for ward to working with you as member of the team. I will join
the SBEP on [date].

Sincerely,

[Your name]
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Annexure T Xl |: Sample of Office Order for assumption of duty

Sindh Basic Education Program
Program Management and Implementation Unit

Office Order
No: Dated:
Pursuant to the approval of the competent authority (Designation of the Authority) vide notification
no. XXXX dated: XXXX.  Mr./Ms. ( ) has joined the position ( , Sindh
Basic Education Program, School Education & Literacy Department, Government of Sindh) with effect
from ( ). All correspond  ence related to the above position may please be address to
him / her.

The Manager HR and Finance are requested to initiate the process for pay fixation and other privileges
of the officer according to the position.

Program Manager Support  Services

Copy to all concerned (Distribution List).

Human Resource Management Manual Page 75



Annexure 1 Xl II: Format of Standard terms & Conditions

No. SOII(S&GAD)1 -11/06
GOVERNMENT OF SINDH
SERVICES, GENERAL ADMININSTRATION

AND CO-ORDINATION DEPARTMENT

Karachi, dated the 23 " August, 2010

In continuation of this Departmentés Notification of
of Sindh is pleased to allow following terms and conditions in favour of Dr. Tanveer Fatima, Senior

Women Medical Offic er (BS -18), Health Department on her posting on deputation at Medical Cell,

Water & Sewerage Board, Local Government Department, Karachi, for a period of one year w.e.f.

16.01.2014.

(i) Pay and Allowances As admissible under Government ServantslBS

It will be admissible @ 20% of the basic pay subgataximum Rs. 6000-/per
(ii) Deputation Allowance month

In accordance with the ordinary T.A Rules f the Government except that whe
(iii) Travelling Allowance T.A Rules of the foreign employer are méaeorable the latter will apply.

In case a staff car is provided to tHeputationistby the borrowing agency, it
should be used for official business only provided that if a deputationist is
entitled to an officiatransportin his / her capacity as a civil servant on terms
exceeding the official transport facility on a specific deputapost, he / she
shall continue to enjoy the facility on the same terms. éarasionatravel the
(iv) Conveyance mileage / conveyance rates admissible in the Government will be applicable.

Accommodatiorto be provided of the same standard not inferior to what is
admissible to him / her as a of Government servant subject to payment of rei
5% of his / her emoluments. Where thecommodatioris not provided a house
rent subsidy may bpaidto deputationst at the same rates admissible to the
employees of the borrowing agency of his status or at the rates admissible tg
(V) Residential Facilities / her as a Government servant whatever is méreorableto him / her.

Medical facilities may be allowed in accordance with the relevant rules of the
foreign employer provided those facilities will not be inferior to those admissi
(vi) Medical Facilities under Government.

Joining time pay & T.A. on These will be payable by the foreigmployeron transfer to and reversion from
(vii) transfer foreignservice.

Him /her conduct shall be regulated by the rules made or deemed to have bg
made orinstructionsissued by the Government or prescribed authority, for civ
(viii) Conduct Servants under the Sindh Civil Servants Act, 1973.

He / She will be liable to such disciplinary action and penalties in accordance
the rules made or deemed to have besrade under the Sindh Civil Servants a
(ix) Discipline 1973.

(x) Appeal He / She will be governed by the Sindh Civil Servants (Appeal) Rules, 1980.
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(xi)

Leave Salary and Pension
Contribution

The leave earned by a Government Servant but not availed / allowed during
period of his / her foreign service in Pakistan will be credited to his / her leavg
account on reversion to Government Department. For this purpose the
Autonomous Bodies and Camations will maintain proper leave accounts of th
Government servants o deputation with them. The encashment of leave will
be admissible in the case of Government servants on deputation to foreign
service in Pakistan on the basis of rules / regutetiof the autonomous bodies /
corporations. However, the foreign employer shall be contributing towards
pension according to the relevant rules regulating such contribution in
consultation with the Audit Officer Concerned.

(xii)

G.P. Fund / Benevolent
Fund / Group Insurance

The deputationist will continue to subscribe towards G.P. Fund, Benevolent §
and Group Insurance in accordance with the rules of the Government.

(xiii)

Leave Salary in case of
disability.

During the period of his / her foreigservice he / she will not be entitled to
receive any leave salary from Provincial Government in respect of disability
arising in or through foreign service even though this disability might manifes
itself evenafter the termination of foreign service.

(xiv)

Other Matters.

In respect of other matters not specified in this order, she will be governed by
rules / regulations applicable to other Provincial Civil Servants of him / her st
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Government of Sindh

Karachi dated the 12 ™ February, 2014
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Annexure T XIV A: Performance Appraisal forBPS1 7and 18

CONFIDENTIAL

-
i - . . T
YA A 1'/'V'L-:Lu'l M daas

GOVERNMENT OF PAKISTAN

B ilf..‘:r/fﬁu

Ministry /Division/ _Service/Group

Department/Office

A\

Y Sk ., . a Al T
/-’:/f/g',;s_s,-._.;be L

A

PERFORMANCE EVALUATION REPORT

.;;
b 8 ll-q,‘FE/
u.-rj.;‘.jux_; 4

FOR THE PERIOD 20 TO 20

PART |

laf
- L

[

(TO BE FILLED IN BY THE OFFICER REPORTED UPON)

Human Resource Management Manual Page 78



(.

P 5)

=S

EA

(V,"_f/ y,

1. Name (in block letters)

. o~
et Je)l‘ ¢

2. Personnel number

7 - -7
S A

3. Date of birth

00
[ L:_:, V‘/L

4. Date of entry in service

SN .
v;LQ;'__._/;Li‘_':/‘JIL

5.  Post held during the period (with BPS)
(M) sasstae A
6. Academic qualifications

I/:'b |

7. Knowledge of languages (Please indicate proficiency in speaking (S), reading (R) and writing (W)

"NE ¢ LT s b .
AU ot S (DET (s (L)
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8. Training received during the
evaluation period

- « 2 ""ﬁ I i I
P AYUY PODDEEY 1

Name of course
attended

Duration with dates

-

= b
2l Ll JAE

Name of institution and
country

-
l‘tb/ Jale sl

9. Period served

aAile f

(i) In present post (i) Under the reporting officer

£ ouforn Y
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PART I

lf*e LIy

(TO BE FILLED IN BY THE OFFICER REPORTED UPON)
(S a8 )
1. Job description

P .
o O Uibass
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2. Brief account of performance on the job during the period supported by statistical data
where possible. Targets given and actual performance against such targets should be
highlighted. Reasons fro shortfall, if any, may also be stated.

cF

L ¢ % T U T gus C B2 R Cry ;s
._,j./;,'gfd.ge\_';‘_.l,oa;uwt .Jb;h‘_vf’;nbv-‘gb-r'g,'nb n ._}‘{J&.éhé,‘Q'!.;,-’i’z"l.-‘.’.-;l’?ﬂﬁ‘!‘gh‘;buﬂ.&ffl”vf
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Ly

PART Il -1

(EVALUATION BY THE REPORTING OFFICER)
(5:-,"%"' b//r.jllubjjil.r )
The rating in Part lll should be recorded by initialing the appropriate box.

The ratings denoted by alphabets are as follows:

‘A" Very Good, 'B' Good, 'C' Average, 'D' Below Average

For uniform interpretation of qualities, two extreme shades are mentioned

against each quality.

A B C D
1. | Intelligence
Dull; slow
Exceptionally bright; excellent
comprehension
A B C D
2. | Confidence and will power
Uncertain; hesitant
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