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2- Positiory' Tide

3. Date ofJoining the lDstitution

4. Qualification

5. Details of Currqrt Responsibilities
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PROFESSIONAL COMPETENCE Excellent Good Avgrage Below
Averdge

Poor

I
Knowledge and experience of work t/

2 Ability to work and rt out 1,.'
3 Speed and accuracy \..'
4

Creativity and innovation \-/'
5

Ability to leam and perform new duties v,-
6 Capacity to sup€rvise.

(tFor Supervising Staf Only) l,/
PERFORMANCE

,l Attendance

8 L-.'
I Maintenance of fi ley records

l0 letes the work in time t/
Neatness and tidiness ofwork

t2 additiolal load in times ofTakes v.,.''
ATTITUDE

l3
Diligence and sense of rcsponsibility t-,.'

t4 Cooperation with colleagues \/
t5

Integrity
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Appraised and signed by rbe Depaltment Head
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l. Namc of the Staff

2. Position/Tide

3. Datc of Joining the Itrstitution

4. Qualification

5. DetailsofCurrent Responsibilities

PROFESSIONAL COMPETENCE Excellent Good Average Below
Average

Poor

I
Knowledge and experience ofwork

2 Ability to organize work and carry it out

3 Speed and accuracy

4
Creativity and innovation

5
Ability to learn and performnew duties

6 Capacity to supervise*
('For Supervising Staff Only)

PERFORMANCE

7 Attendance

Punctuality

9 Maintenance of files/ records

l0 Completes the work in time

lt Neatness and tidiness ofwork

t2 Takes up additional load in times of exigencies

ATTITUDE

l3 Diligence and sense of responsibility

t4
Cooperation with colleagues

l5
lntegrity
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