
 

vf[ky Hkkjrh; vk;qfoZKku laLFkku] tks/kiqj 

ALL INDIA INSTITUTE OF MEDICAL SCIENCES, JODHPUR 

 

vkS|ksfxd {ks=] ckluh Qst f}rh;] tks/kiqj&342005 

Industrial Area, Basni Phase-II, Jodhpur-342005 

 

okf’kZd fu’iknu ,oa ewY;kadu fjiksVZ ¼ok- fu- ew- fj-½ 

Annual Performance Assessment Report (APAR) 

 
¼vk”kqfyfid@futh lgk;d@futh lfpo@iz/kku futh lfpo ds fy,½ 

(For Stenographer/Personal Assistant/                                      

Private Secretary/Principal Private Secretary) 

 
vf/kdkjh dk uke % 

Name of Officer: ___________________________________ 

inuke % 

Designation :_______________________________________ 

foHkkx@vuqHkkx@[kaM % 

Department/Section/Unit : ___________________________ 

fnukad ----------------------------------------------- ls ----------------------------------------- rd fu’iknu 

Period of Assessment from  ___________ to _____________ 

 

 
 

  



okf’kZd fu’iknu ,oa ewY;kadu fjiksVZ ¼ok- fu- ew- fj-½ 

Annual Performance Assessment Report (APAR) 
¼vk”kqfyfid@futh lgk;d@futh lfpo@iz/kku futh lfpo ds fy,½ 

(For Stenographer/Personal Assistant/ Private Secretary/Principal Private Secretary) 
izfrosnu o"kZ@vof/k % -------------------------------------------------------------- 

Report for the year/Period : ..................................... 

Hkkx&1 ¼O;fDrxr fooj.k½ ¼dk;kZy; }kjk Hkjk tk,½ 

Part-1 Personal Data To be filled by Office 

1 Name of the Employee  

(Full Name in Block Letters)  
:  

deZpkjh dk uke  

2 Designation :  
/kkfjr in  

3 Date of Birth :  
tUe fnukad   

4 Date of Joining :  
dk;ZHkkj xzg.k dh frfFk  

5 Name of Sub-Cadre (Specify) :  
mi&laoxZ dk uke   

6 Date of Continuous appointment to 

present grade 
:  

orZeku xzsM is esa lrr~ fu;qfDr dh rkjh[k  

7 Pay band with Grade pay :  
osrueku ¼xzsM&is ds lkFk½  

8 Department/Organization where 

working and since when 
:  

dk;Zjr foHkkx@laLFkk dk uke ,oa dc ls 

dk;Zjr gS 

 

9 Name of Officer with designation with 

whom attached during the period under 

report 

:  

ml vf/kdkjh dk uke vkSj inuke ftlds 

lkFk fjiksVZk/khu vof/k ds nkSjk laca) gS 

 

10 Date from which attached  :  
rkjh[k ftlls laca) gS  

11 Period of absence from duty 

nkf;Ro eas dc ls vuqifLFkr gS 

i) Leave  

vodk'k 

ii) Training 

izf'k{k.k 

iii) Any other reason (Specify)  

vU; dksbZ dkj.k ¼fooj.k ns½ 

 

: 

 

: 

 

: 

 

12 Date of filling the annual property return 

okf"kZd vpy laifRr fooj.k tek djus dh 

frfFk 

:  



Hkkx 2 & Lo&ewY;kadu 

Part 2 - SELF APPRAISAL 
¼ml vf/kdkjh }kjk Hkjk tk,] ftldh fjiksV fy[kh tkuh gS½ 

(To be filled in by the Officer reported upon) 
¼d`̀i;k izfof"V;ksa Hkjus ls igys vuqns'kksa dks /;kuiwoZd i<+ ysa½ 

(Please read carefully the instructions before filling the entries) 

 
1

-    

-------------------------------- ls ------------------------------------- rd o"kZ@vof/k ds nkSjku vkidsa }kjk fd, x, dk;ksZ dk 

laf{kIr o`̀Rr ¼laf{kIr o`Rr 100 'kCnksa rd lhfer gksuk pkfg, 

 Brief resume of the work done by you during the year/period from ......................... .........      

to ........................... (The resume to be furnished should be limited to 100 words) 
  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

2 d`̀i;k os ensa n'kkZ;sa] ftuesa egRoiw.kZ mPPrj miyfC/k;k¡ jgh gksa vkSj muesa vkidk D;k ;ksxnku 

jgkA  

 Please also indicate items in which there have been significantly higher achievements and 

your contribution thereto.  

 

 

 

 

 

 

 

 

 

 

 

 



3 d`̀i;k dk;ksZ dks djus ds fy, vkids }kjk fd, x, iz;Ruksa esa dfe;ksa vkSj muds dkj.k] ;fn dksbZ 

gks] dks la{ksi esa crk,aA  

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 
4 d`̀i;k crk,a fd D;k iwoZorhZ dyS.Mj o"kZ dh vpy lEifRr laca/kh okf"kZd fooj.kh fu;e rkjh[k 

vFkkZr~ dyS.Mj o"kZ ds ckn ds 31 tuojh rd nkf[ky dj nh xbZ FkhA ;fn ugha] rks fooj.kh 

nkf[ky djus dh rkjh[k nh tk,A  

 Please state whether the annual return on immoveable property for the preceding calendar 

year was filed within the prescribed date i.e. 31st January of the year following the calendar 

year. If not, the date of filling the return should be given.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 LFkku@Place :  
 fnukad@Date :  

 

 
 ml vf/kdkjh ds gLrk{kj ftldh fjiksVZ fy[kh tkuh gS 

 Signature of the officer reported upon 
 

 

 

 

 



Hkkx 3 & ewY;kadu 

Part 3 - APPRAISAL 

 
1- D;k fjiksVZ fy[kus okyk vf/kdkjh Hkkx&2 esa fn, x, fooj.k ls lger gS\ ;fn ugha rks vlgefr fdlh 

 lhek rd gS vkSj blds D;k dkj.k gS\ 

 Does the Reporting Officer agree with the statement made in part 2? If not, the Extent 

 of disagreement and reasons thereof     

 

 

 

2- fjiksVZ fy[kus okys vf/kdkjh }kjk izR;sd xq.k@fo'ks"krk dh lkaf[;dh; dksfV dk fu/kkZj.k fd;k tk,xk tksfd 

 1&10 iSekus ij gksuh pkfg, ftlesa 1 dk rkRi;Z fuEure dksfV ls vkSj 10 dk rkRi;Z mPpre dksfV ls gSA  

 Numerial grading is to be awarded for each of the attribute by the reporting authority 

 which should be on a scale of 1-10, where 1 refers to the lowest grade and 10 to the 

 highest.  
¼d`ì;k izfof"B;ka Hkjus ls iwoZ fn'kk&funsZ'kksa dks /;kuiwoZd i<+sa½ 

(Please read carefully the guidelines before filling the entries) 
¼d½ fd, x, dk;Z dk ewY;kadu ¼bl [k.M dh rjthg 40 izfr'kr gksxh½ 

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

 

 dksfV@Grading 

i) dk;Z dh xq.koRrk 

Quality of work 

 

ii) O;olkf;d dkS'ky dk Lrj 

Level of professional skill 

 

iii) xqIr vkSj ijexqIr ekeyksa vkSj dkxtkrksa ij dk;Z 

djus esa fo'oluh;rk  

Trust worthiness in handling secret and top 

secret matters and papers 

 

iv)fofu;kstu Mk;jh dk j[kj[kko vkSj cSBdksa] lk{kkRdkj 

bR;kfn ds fy, vko';d dkxtkr izLrqr djuk  

Maintenance of engagement diary and timely 

submission of necessary papers for meetings, 

interviews etc. 

 

v)^^fd, x, dk;Z** dh lexz dksfV  

Overall Grading on 'Work Output' 

(i+ii+iii+iv) /4 

 

vi) Grading consequent to 40% weightage of 

the grad on ‘Work Output’  

[(v)x0.4] 

 

 

  



¼[k½ oS;fDrd xq.kksa dk ewY;kadu ¼bl [k.M dh rjthg 30 izfr'kr gksxh½ 

(B) Assessment of personal attributes (weightage to this section would be 30%) 

 dksfV@Grading 

i) dk;Z ds izfr vfHk#fp 

Attitude to work 

 

ii) cqf)eRrk] mRlqdrk 

Intelligence, Keenness 

 

iii) vuq'kklu cuk, j[kuk  

Maintenance of discipline 

 

iv)ftEesnkjh dk cks/k  

Sense of responsibility 

 

v)laizs"k.k dkS'ky  

Communication skills 

 

vi)ny esa dk;Z djus dh ;ksX;rk  

Ability to work in team 

 

vii)le;&lhek dk ikyu djus dh ;ksX;rk  

Ability to meet deadline 

 

viii)gkftjh esa fu;ferrk vkSj le; ikcanh  

Regularity and Punctuality in attendance 

 

ix) ^^dk;kZRed n{krk** dh lexz dksfV  

Overall Grading on 'Personal Attributes' 

(i+ii+iii+iv+v+vi+vii+viii) /8)  

 

x) 30% weight age of overall Grading 

[(ix) x 0.3] 

 

 
¼x½ dk;kZRed n{krk dk ewY;kadu ¼bl [k.M dh rjthg 30 izfr'kr gksxh½ 

(C) Assessment of functional competency (weightage to this Section would be 30%) 

 dksfV@Grading 

i) vk'kqfyfi dk;Z esa n{krk vkSj 'kq)rk 

Proficiency and accuracy in Stenographic 

work 

 

ii) var% oS;fDrd lEcU/k 

Inter-Personal relations 

 

iii) leUo; ;ksX;rk  

Coordination ability 

 

iv)izHkkodkjh lEidZ] igy vkSj VsyhQksu ij ckr djus 

vkSj vkxarqdksa ls ckr djus esa O;ogkj&dq'kyrk  

Effective liaison, Initiative and tact in dealing 

with telephone calls & visitor 

 

v)^^dk;kZRed n{krk** dh lexz dksfV (i to iv) /4) 

Overall Grading on 'Functional Competency      

(i+ii+iii+iv) /4 

 

vi)Grading consequent to 40% weightage of 

the grad on ‘Work Output’ 

[(v)x0.4] 

 

fVIi.kh % lexz dksfV nh xbZ osVst ds vuqikr esa] lwpdksa ds izR;sd lewg ds vkSlr ewY; ds tksM+ ij vk/kkfjr gksxhA  

Note: The overall grading will be based on addition of the mean value of each group of 

indicators in proportion to weightage assigned.  



lkekU;@General 

Hkkx 4  

Part 4   

 
1- turk ls laidZ ¼tgka dgha ykxw gks½ 

 Relations with the public (wherever applicable) 
   d`ì;k turk dh vf/kdkjh rd igq¡p vkSj mudh vko';drkvksa ds izfr mldh vuqfØ;k'khyrk ij fVIi.kh 

 djsa½ 

 (Please comment on the officer's accessibility to the public and responsiveness to their 

 needs) 

 

 

 

 

 

 

 

2- izf'k{k.k ¼d̀ì;k vf/kdkjh dh Hkkoh izHkkoksRikndrk vkSj lkeF;Zrk dks c<+kus ds en~~nsutj izf'k{k.k dh flQkfj'k 

 djsa½  

 Training (Please give recommendations for training with a view to future improving 

 the effectiveness and capabilities of the officer) 

 

 

 

 

 

 

 

 

 

3- LokLF; dh fLFkfr 

 State of Health 

 

 

 

 

 

 
4- lR;fu"Bk ¼vf/kdkjh dh lR;fu"Bk ij fVIi.kh djsa½  

 Integrity (Please comment on the integrity of the officer) 

 

 

 

 

 

 



 
5- fjiksVZ fy[kus okys vf/kdkjh }kjk vf/kdkjh ds o`gn xq.kksa vkSj de xq.kksa] vlk/kkj.k miyfC/k;ksa] egRoiw.kZ 

 dfe;ksa vkSj detksj oxkZsa ds izfr joS;s lfgr mlds lexz xq.kksa ds lEcU/k esa pfj= dk vkdyu ¼yxHkx 100 

 'kCnksa esa½  

 Pen Picture by Reporting Officer (in about 100 words) on the overall qualities of the 

 officer including are of strengths and lesser strength, extraordinary achievements, 

 significant failure and attitude towards weaker sections.  

 

 

 

 
 

6- fjiksVZ ds Hkkx&3 esa [k.M d] [k vkSj x esa nh xbZ rjthg ds vk/kkj ij 10 ds iSekus ij lexz lkaf[;dh; 

 dksfV  

 Overall numerical grading on the basis of weightage given in Section A, B, and C in 

 Part-III of the Report.   

 

 

 

 

 

LFkku@Place : fjiksVZ fy[kus okys vf/kdkjh ds gLrk{kj 

Signature of the Reporting Officer 

fnukad@Date :  

lkQ v{kjksa esa uke %--------------------------------------------------------------------------------------- 

Name in Block letters :.................................................................... 

 inuke % %-------------------------------------------------------------------------------------- 

Designation : . .................................................................... 

 fjiksVZ dh vof/k %-------------------------------------------------------------------------------------- 

During the Period of report : .................................................................... 

 


