AwazCDS-Pakistan

ANNUAL PLAN
(July 01, 2010 - June 30, 2011)
Planning for Admin & Human Resource Unit:

Objective OVIs* Activities MOVs' Output Outcome Time Frame Riskg/Assumption Mitigation
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Recruitment of Staff recruited « Job News = As par necd = Short listed * Head Hunting
staff for praper agalnst vaczant advertisement Paper +  Number of = Effectively throughout the employos * Use of Referrals/ within
implementation | positions +  CVcollection Cuttings, staff recruited running of year may not be organization job rotatian
of the programs after job Caraars program competent
advertisements page at {Policy) =  Recrultment
ffram Job fair Awaz of staff may
+  bullding website be required
Connaction Rocord of in short timo
with Carger CVs
Developmeont Record
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interview reports
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Report ent lettor
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ision of Performance assezsment on assessment staff who have performance quarter of Fiscal polished/gain training
trainings to + Gaps the base of report been bridged enhanced Year od in
improve staff because of evaluation Sharing of their [Practice) trainings
capabilities job ratation findings of performance may not ba
» Arranglng report with gaps implementad
trainings (with managemean an job
the help of tand
training unlt, training unit
with the help af Training
canzultant) Certificate
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Bi-Annual Parformanc | =  Doesigning/m Approved | «  Number of Addressing * levaluationin | « Conservative +  Ensuring employaes that
assessment of o evaluative cdifylng appralsal employee who the gaps December, approach of staff assegsmant anly moans
staff assessment form have been {Practico) 2010 toward to create positive results
performance format Appraisal appraised Job * 1 evaluation in acceptance of
=  Handing forms +  Identification enrichment June, 2011 appralsal
ovar fonms filled and of gaps based on
to immediate signed by {Practice) identifled
boss of the - Identification skills
rolavant unit immediat of skills (Practlea)
*  Appraisals- cbosses |«  (Practice) Jub rotation
by CE Appraisal
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: Sharlng the signed by
results with CE
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the
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s who
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&
Appraisal
report
signed by
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Individual
ly
Maintaining HR + Evidences = Staff monthiy Salary s+  Number of Propar Daily basis s« Avallable time Reviewing the records on
records to reguiremaent cloarance for clearance updated utilization of throughout the yvear may be short monthly basis
extract required | . Progress salary report records Human
informatian checking = Leave record Aftendan | « Generation of Resource
= EMergency co Register reports Joh
leaves Leave according 1o the enrichment
+ Joining Recaord needs Job
reports filing enlargoment
* Leaving Emergenc Job placement
raports and y loave
clearance of record filing {Policy +
status Filed Practices)
= assigning records
employes Filing of
codes joining
»  Employee roports, ___.
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