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APPROVED POSTS AND JOB DESCRIPTIONS OF REGULAR ESTABLISHMENT .

Chairman .y M-t 1 *a. Chief Executive of the Authority

| b. Shall excercise such powers and perform such functions as may be
specified by the National Highway CounC//

2. Members M2 4 1. Member {Operationsj

(NHA HQ) 21/20 a. Control on all running projects and maintenance works.,

b. Advise on Technical aspects of construction and maintenance works.

¢. Coordination with national as well as International organizations in
' conneof/on with the construction/maintenance of highways and bridges.
Monltor/ng of Consultants and Contracfors pen‘ormance at Project Sites.
e. Policy making and implementation thereof in connection with the
construction/ maintenance projects. '
- 1 £ Negotiation about the projects with concerned agencies. )
g. Toensure the quality and quantity control at the project sites as per Contract
Specifications/Agreement.
h.  Suggestions about improvement/change in design, quantity and procédure.
- L. Toensure the completion of projects within the stipulated time schedule and
budget allocated for the project concemed.
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2 Member (Finance)

a.

f

g

. h
3. Member {Planningj

To supervise all the financial matters refating finance, Budget, Accounts, Revenues,
Scrutiny of PC—1 and evaluation of bids and tenders etc. '
Lialse with Finance, Communications, Planning and development, Economic affairs
divisions and CBR for all related matters concerning NHA's Finances, )’oans, grants
and release of funds, duties and taxes. o

To coordinate witfr doner agenc:es and carryout foan negotiations, oz‘her allled maiz‘ers
etc.

Supervise managment of NHA fund account and other bank accounis in accordance
with policy framed by the NH Council/ Executive board and instrdctions of the
Government of Pakistan. ’

Supervision, preparation of final accounts of the authority and submission of yearly
report to the Executive Board/ NH-Council.

Assist NHA Executive Board and NH Council in discharge of above duties.
Preparation/ Discussion of budget and PSDP of NHA before the Board/ Council for

~ approval

To propose policies and procedures for betterment of finance in NAA.

e Q06 T b

Identification and feaSIb//lty studies of the projects.

Preparation of PC—F's and PC~If's including their approval

Processeing of long term and short term plans.

Processing of appintment of Consuitants and prequalification of Contractors.
Collection and compilation of highways/bridges statistical data analysis thereof.

Analysis of design, Contract Specifications, General Terms and conditions of Contracts |

and project draWings prepared by the Consultants.
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g. To chec,( and Waz‘ch the progress of consu/iants involved in feasmzi:iy/des;gn of pro,lects
h. Toensure maintenance of highways inventories.
i Updating road statistics, sccio economic data, iraffic related data, highway cond/ilon
evalution and road iife studjes. ‘
- j. Toworkout the parameters/TOR for private financing of projects, analysis and
. evaluation of financial proposals for private financing of projects.
k. Preparation of highway policy, fi f inancial planning for projects, project scope h/gh way
needs.
I Compilation of sufficiency ratings, pavement condition evaiuations.
m. Tender calling for construction projects.
n.  Selection and improvement of route alignment.
4. Member (Admn) ,
a. Todesign and implement policies/procedures on administrative matters,
b. To fram/imp/emeht service rules/regulations in respect of NHA empioyees.
c. To supervise activities of administration wing.
d. Toensure fair running of administration branches under the ru/es/regu/at/ons /
| procedures and policies prescribed for the subject matter. .
e. To handle with the personnel/general administration/transport/record/
| stores/computerization management.

f. - To lookafter the hiring of private properties for officail use of NHA..
- 9. Tolookafter auctions/disposal of NHA properties condemned for NHA use.
h. ,7-'0' lookafter security/maintenance measurements within NHA buildings.
i.  To handle legal matters related to NHA employees service cases.
J__To conduct Administrative Inspections of the Regional/Field Offices.
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Secretary
(NHA HQ)

20

Conduct and arrange the meetings of NHA Executive Board and National Highway
Council, A '
Collection/circulation of agenda items for the Board and Council meetings.

Progress on minutes of the Board and ihe Councii meetings.

Any other business pertaining to the Board and Council.

National Assembly and Senate business/questions pertaining to NHA.

Conducting coordination confrences.within NHA.

Scrutiny of all PC-I's, PC~II’s and concept clearance of the projects in the capicity of
Member, Technical Working Party—|. ' .
Coordination between the Authority, Ministry of Communications and out side

organisations.

To deal with the cases perta/'nihg to the directives of President and Prime Minisier.

To assist/advise the Chairman NHA in legal matters in all respects excépt NHA

employees service cases. '
To lookatfter training, workshops arrangements for NHA employees.

4. | Director General
(Public Relations) NHA HQ ~

20}

Publicity of organization.

Sacanning of the International and National Press and bringing news, editorials,
comments to the management which relates to the Authority matters.

Liaison with mass media communicatoin i.e. electronic and print media on National as -

"~ wellas International /éve/ in connection with NHA business.

Protocol assignment.

Printing and Publications.

Sealing and refreshment arrangements for seminars, symposiums, confernces and
ceremonies.

Supervision of NHA Auditorium and Library.
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To issue advertisements.
Public relationing
Spokesman of NHA for press.

Projection of NHA projecis.

Fighway safely education in elecironic and print media.
Preparation of shieids, silk maps, gifts eic

3. General Managers
{Operations, Planning,

Regional Offices}

Finance Wings HQ and’

201

12

1. Generai Manaqger {Reqlons} 5 Posis

S a.

b.

c. -

e

The GM wiill be responsibie for ail consiruction and maintenance aclivities of
NHA Projecis in the region concerned. _
To ensure quaiity/quantity controi on NHA projects w:lhln the respective reglonn
To ensure fimely completion of NHA works. :
To ensure that afl highways/bridges are in proper condition and there is no
hinderance for Iraffic.

- To propose and initiate new schemes and suggest improvemenis of

Highways.

To ensure compiletion of NI-M works within the approved budget estimates.
Coordination between Project Directors, Maintenance Engineers,

Consuftants, Contractors and NHA HQ. '

Review and recommend ail contract payment certificates for approvai of the "
compelent authoriiy.

Esiabiish and maintain close profess;onai relationship with jocal government
organisations.

Acquire right of way and ensure that ROW is not occupied iliegally on hlghways
To excercise the powers for adminisirative, financial and technical matters,
delegated by the compeient authortty.
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Evaluation of bids and prequalification of consultants/ contractors as and
when required under the orders of the competent authority.

2 Generai Manager (Consrtruciion} NHA HO

4@&&&5

=

o ® o 3

Contract administration. »

Advise on variation orders, claims etc.

Advise on technical aspects of contracts.

Advise on proposed change in design of a contract,
Monitoring of projects progreas ,
Implementation of Policies and procedures and updatlng of the documents releated o
these works, where necessary.

Enforcement of a uniformed quality control & procedures.

Monitoring of Consultants and Contractors performance on construction projects srtes
To prepare all cases pertaining to construction/operation works with suggestive
measures and to propose necessary actions.

To ensure compietion of projects within scheduled time and budget.

To coordinate with different agencies relating to NHA construction works.

To prepare periodical operations action plans, update the same and propose revision of
such plans as per requirements of the projects with the consuitation of regional GMs.

To prepare and propose an operation system along international lines/latest
technologies in order to address on regular bases all of the operation works of NHA.

To advise and monitor the reglona/ offices on operation activities within their regions.

To maintain cost control on all construction works of NHA.
He will be the Principal Staff Officer to the Member (Operations).

sast,
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"7. NAME OF PQST

SNOT

3. Generai Manager {Inspection) NHA HQ
a. Inspection of on—going works of NHA projects.

b. Advise improvement in execution methodology with a view to accelerate progress and
/mprbve quality control at NHA projects.
c. HAeview contract specification and suggest improvement.
Development and implement quality control procedures at project sites.
e. Monitor behaviour of constructed pavement and establish equipment and personne/
base for the purpose.
f. Suggestion for ractification of deficiencies at Projects sites.
g. Toassistthe Chairman NHA in all technical/Engineering works.
— This Inspection Wing will be under the direct coniroi of ihe Chairman, NHA so that an
independent inspection system can be maintained.
4. General Manager (Planning) NHA HQ .
Processing of long range and short range plans and design (PSDF}- profects.
Processmg of PC~Is and PC~lls as well as arranging their approval.

ECO Pro;ects and cases processes.

To ensure compilation and analysis of Highways/Bridges statistical data.

To ensure maintenance of road inventories of all National Highways assigned to NHA.
To advise and identify National Highway Policy issues.

To supervise and-ensure proper preparation of Highway system maps.

Processing of replies to National Assembly/Senate questions relating to planning.
Pfocessing of PM’s/ President’s directives and giving replies.

FTae@ o0 0 oo

.

Provision of planning information to MOC and other governmeent departments.
k. Dealing with donor agencies i.e. World Bank, ADB and OFCF elc.

o~
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Preparation of briefs and informations on new projects and presentations.
m. Collection of data/statistics releated to Highways. :
. General Manager (Coniracts & Specifications) NHA HQ

a.

T ™o

To prepare standard agreements and contarct documents and to review agreements
and contracts prepared by others for contractors and consultants.

To develop and maintain upto date standard spéciﬁcations of NHA.

To interpret the requirements of the specifications in case of dispute with the
contractors.

The managment of planning and design consultants and contractors and to rewew/
evaluate the technical and financial proposals. ,

To adminiter the contractors prequalification procedures.

To maintain a performance record of the consultants and contractors. )

Calling of tenders for award of contracts under the control of member plann/ng

~ Processing of appointment of Consultants for feasibility studies, Design and su.pervison'

of large projects.

6. General Manager {Mamtenance} NHA H@

To prepare all cases pertaning to Maintenance works with suggestive |

a.
measures and to propose necessry action.
b. To'take action in the Maintenance woks related cases.
To monitor the progress of Ma/ntenance Works with the coord/natlon of GM
] " (Region) concerned.
d. To provide guidance to regional GMs and other field staff in Miantenance
works their planning and implementation. '
e. To Monitor the funds availability for Maintenance works.

" For Official Use Only in NHA




S.NO.,  NAMEOFPOST | BS

NO. OF POSTS |+ -~

- JOBDESCRIPTION FOR JUSTIFICATION OF THE POSTS -~~~

I . APPROVED

-

-To barryouf the award of Maintenance contracts with the consuitation of

regional GMs.

- To visit/Inspect the National Highways and ensure that the roads are in the

satisfactory condition and Maintenance works are in progress as per contract
conditions. _

To ensure that Maintenance works are being completed within the estimated
cost and as per schedule.

To supervise the Updating of MIL score.

To supervise and prepare the Maintenance works budget estimates.

To Check/Callsubmit the monthly Maintenance activities progress report to
the Member (Operation) )
To.check and get ihe designs vetted for Maintenance works——

To coordinate with World Bank and Asian Development Bank through

To Identify the schemes for such programme on scientific bases
and get the design, BOQ prepared in consultation with NHA design wing.
To update prequalification of maintenance and World Bank

To prepare.and review on a monthly basis maintenance action
To report on monthly basis about maintenance activities and the costs thereof.

To prepare and. compose a maintenance system along international
lines in order to address on a regular basis all NHA maintenance works.

/
m.
Member (operations) regarding MBRP & RSP.
n.
0.
mainténance programme contractors in consuftation with
GM (Contracts & Specifications).
p.
plans. To update and revise such plans as is required.
qg.
r.
S.

To maintain cost control on all maintenance contracts. -

For Official Usé Only ifi NHA




7 General Manager {Design) NHA HQ

a.
b.
c.

© oS3~

.Coordination with the Railways,Irrigation Authorities etc, for finalization of

V Preparation of highway design standards.

.. Preparation of monthly progress reports of design and feasibility consultants,

Prepare proposal of location for road alignment. _

Evaluation of highway/bridges design prepared by the Consultants.
Analysis of traffic studies carried out by the Consultants and Suggestion/
recommendations for improvement of the studies.

Preparation of evaluation reports on verious feports prepared by the
Consulants/designers.

different issues related to design.

Preparation of plans for acqusition of ROW its appraisal and managemnt in

the design stage. _

Preparation andprocessing of plans related to the relocation of utilities during
design stage. * |

Supervision of design activities carried out by the Consultants.

Invitation and evaluation of the Consultants proposals for appointment as design
Consultants. ‘

To check progress of Consultants.

To suggest parameters/TOR for private financing of projects ie.B.O.T.and B.O.O.T, efc.

Coordinate and supervise major design project in all phases.
Preparation of pre—construction project management plans.
Analysis of reports related to design e.g: -

Inception Reports of the Project

Alignment study report -

~ For Official Use Only in NHA
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SNO.| . NAME OF POST - | B

— Detail Survey report
- Traffic study report
~ Soil and material study reports
- Detail design report of bridges, culverts, roadways clc.

—  Environmental study report
- Land acquisition and utilities p?ans
— Pavement design report
~  Feasibility study reports
— Equipment and machinary report
— Manpower and other resources
— Pre-construction project management
~ Rail road agreesment
8 General Manager {Finance} NHA HQ
- a. Shall assist Member Finance.in discharge of duties mentioned as under;

i, Coordination of all regional accotunts offices.
ii. Consolidation of regional budget and PSDPs.
iif Supervision of accounts baoks to be maintained in regions and head quan‘efs.
iv. Have reconsiliation carried out.
v. Supervision of trial balances.
vi. Matters relating fo revenues and reciepts of NHA.
Vi, Audit of authority and public accounts meetings etc.
vili. Vetting of PC—1’s tenders and evaluation of bids.
ix. Fund management of the authority.

X Shall assist Member (Finance) for Board and Council meetings.
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. Consolidation of accounts of head office and all projects. .
b. Advice on acboum‘ing principles, maintenance of fixed assets
‘registers, depreciation policy, maintenanceof CP/GP funds.
Accounting manuals preparation-and computerize accounting
systems and dealing with audit by Chartered Accountants.
d. Take part in negotiations with interantion/ lfending agencies
like World Bank, Asian Development Bank, OECF etc. and other

financial institutions for a(rangem'enfs. of funds for self

financing projects and adwlse:on revenue receipts. policies.
e. ' Give opinion on interpretation.of the clauses of contracts and

3]

funding agencies and advise managementon matters relating to financial implications.
f. Advising management on-tax related matters.
g. Sdpervise the evaluation of insurance companies and banks for ,_ -
issuance-of guarantees and bonds and-their authenticity. '
h. Ensurethat expenditures of A uthority are within the allocated budget.
Suggestimprovement in Finance system.
- Advise-on financial matters.
Advise in legal matters to the Member (F & A) in-connection with loan negotiations.
Expert-opinion on damages ‘c'/aims-byftbeCohsu/témis/(’?ontract‘ors.
. To-handle the auditinspection matters-being-conducted-by-the Chartered
. Accountants.
n. F/oaz‘ing‘:of bonds and other resources for funds generation,

bl

Registration of Insurance Companies with NEA for guararntees:to-Contractors.

i

To propose policies for collection/generation for funds through own resources and

Private Financ;hg-Sector,

~ For Official-Use-Only im NHA | - o2




i S.NO.|  NAME OF POST. |:Bs 1 mnO. oF PoSTS |
-4 e b b ApPROVED ) e e e s -
7. Director (Admn) 79 1 a. To supervise Administration Directorate and ensure that all Bureaus and Sections of
(NHA HQ) : : administration are functioning properly.

b.  To handle recruitment, promotions, retirement, posting, transfers and disciplinary
cases.

. To design policies in adminisirative matters.

d.  Coordination between Admn. Wing, higher officials, Regional offices and others.

e To ensure implementation of Govt /Authority’s instructions and running of Admn.
Directorate accordingly.

f.  Advise to seniors on administrative matters.

g. Guidance and advise in framing Rules/Regulations of the Authdrity.

h._To see completion of cases files in all respects before submission to seniors.

.« 8. Director (Inspection) 18 4 1 a... To assist the GM (Insp) in inspection job. '
1INHA HQ Inspection Wing) i b. To ensure compliance of instructions issued in the light of Inspection Reports.
. . To maintain record of Inspections. ' '

d. To coordinat with Regional GMs, Project Directors etc. in respect of inspection
programmes and infermations.

e. Toissue progress reports of projects of NHA and ensure completion of projects in
scheduled time, .

f. . To prepare and issue projects works schedules.

g. Coordination about projects works in Lrogress.

19, |Director (Audiy o .~ To'inspect the work of revenue and the receipts of the authority,.
(Audit Wing NHA HQ) b.  Supervision of Internal Audit.
‘ ¢. Todeal with the matters pertaining to observations of Public Accounts Committee.
d. To consolidate audit obeservations being raised by the Internal and External
Audit Parties.
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To vet the financial cases referred to audit for.advise and opinion.

f. To ensure that all sanctions are being accorded by the Competent Authority
as per rules/regulations/procedures. ‘

g. To check that all payments have been made correctly.

h." To suggest the procedure for ractification of irreqularities/mistakes occured in
payments eic. _ '

—  This Audit Wing will be under the direct control of the Chairman, NHA, so that an
independent audit system can be maintained.

10. | Director (Planning Wing) 19 23 a. Compilation and analysis of Highways/Bridges stalistical data.
NHA, HQ b. Preparation of long range national highways transportation plans.

C. Preparation of short term programme for highways construction and design
(PSDP) projects.
Development of short range highway research and technology transfer programmes.

e. Preparation and processing of PC—~| and PC~II's and arranging their approvals.

f. Enlistment/appointment/shortlisting/prequalification of consultants/contractors and

- keeping record to this eﬁ‘gcz&

g. Collection and analysis of general data and the preparation of maps, reports, briefs and
summaries relating to projects and other issues concerned with P&P Division.

h. Preperation of replies to National Assembly/Senate question, deal with president and
PM-directives, relating to Planning Wing. |

i, Monitor progress of Consultants.

J. Provision of Planning information to MOC and other Govt. departments.

k. Coordination between regions, different wings for projects and Planning Division.

I, Prepare proposal of location for road alignment.

m. Evaluation of highway/t: prepared by the Consultants.

For Official Use Only in NHA
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SNO}  NAMEOFPOST = | BS | NO. OF POSTS 5;?’ S

| ~ JOB DESCRIPTION FOR JUSTIFICATION OF THE POSTS
~{ . APPROVED el T T B e T e

n. Analysis of iraffic studies carried out b y the Consultants and Suggestion/
recommendations for improvement-of the studies.

o Preparation of evaluation reports on verious reports prepared by the
Conéu/anfs,/desz’gners,

p. Coordination with ihe Raitways, Irrigation Authorities etc, for finalization of
different issues related to design.

q. Preparation of highway design standards.

r. Preparation of plans for acqusition of ROW iis appraisal and managemnt in
the désign stage.

s. Preparation and processing of plans related to the relocation of utilities during
design stage.

i Supervision of design activities carried out by the Consultants.

ﬁ u. /nwiat/on and evaluation of the Consuftants proposa/s for appointment as
design Consu/z‘ants

v.  Provide assistance to section concerned in preparation and processing the
PC-Is"and PC—/I's.

w. Coordinate and supervise major design project in all phases.

To maintain the record of black listed Consultants and Contraciors and o

deal with matters of black //sting

Y. To ensure that information has been conveyed to all concerned about black
listing of a Consuftant/Contractor.

z. To ensure that staff deployed by Consultants/Contractors having required qualification
and experience as mentioned in their documents at the time of pre— qualification.

x

aa. Preparation of pre - construction project management plans.
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CcC.

ee.

bb.

dd.

Analysis of reports refated to design e.g: -

Inspection Report of the Project

Alignment study report

Detail survey report -

Traffic studty report

Soil and material study reports

Detail design report of bridges, culverts, roadways elc.
Envirocnmenial study report

Land acquisition and utifities.plans

Payment design report

Feasibility study reports

Equipment and machinary report
Preparation of plans for highway safety.
Collection of road accidents data.

To examine designe in the following fields: -
Rail Road Agreement

Road Layout

Sign location

Road marking

ldentification-of {accident) black spols.

ff  To ensure that sign boards and pavements marking are properly displayed.
gg. To ensure that site visibility is cleared to the traffic and also ensure the safety
clearance of all high powered transmission lines crossing the highways.
hh. To control the un—authorised U—Turns and speed breakers on the
highways.
For Officia] Use Only in NHA 16




|SNO.!  NAME OF POST

. BS

. NO.OF POSTS | ..

APPROVED - | -

i Recommend cost pkﬁéﬁﬁ'@)éiﬁédiéf measures.

J. Formation and implementation of rules regarding highways road: side
facilities and improve safety for road: users.

kk. Liaison and Coordination with Provineial Govt/Police authont/es for removal
of encroachments and i improve safety for road users.

Il. To administer the contractors/consuftants prequalification procedures,

mm To prepare standard agreements for contracts and to review the contract
documents prepared: by the Consuftants etc.

nn. Tendering of contracts and selection of contractors.

oo. To prepare comperative statements of bids received for prequalification from
Consultants/Contractors.

pp. Coordination between regional and field Laboratories working for material testing.

qq. To advise improvement and latest procedures for material testing.

rr. To suggest and issue policies and practicable systems of material testing.

ss. Establish uniformed Quality Control procedures. '

it. Carryout ihspeotiom of field: and ensure that material testing is being

- conducted as per policy and procedures. ‘

uu. To inspect site Laboratories and ensure that equipments installed. there are
as per contract requirement and staff posied is of appropr/ate level with good

w. To arrange counterchecking of material samp/es remeved/co//eofed from field-
Laboratories as and when desired.

ww.Coordination at the time of prequalification of consultants/contractors.

For Official Use Only-in NHA
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SNO.l  NAMEOFPOST . | BS| NO. OFPOSTS | - = 'J@Bigsscﬁipﬁeﬂmﬁ‘JUSI;F;CA TION OF THE POSTS
' i b apprOVED : :

These posts are required for the following fields: -
- Hydrology work :

- - Maintenance Management

- Structure Jobs

- CAD alignment modeling

- Geo—Tech: and Material matters

— Design works

- Highway Safety

- Traffic Engineering

~ Coordination

- Feasibility studies ' N

—  Projects identification '

- Consuftants dealing

- — Contractors dealing

- Quantity control

- Surve 'y matters

~ Specifications

- Coniracts documentation .
‘Note: -Distribution of jobs among the Directors of Planning Wing will be decided by the

—_Member (Planning). . ‘ ‘

11. Director 19 15 t Director (Constructions) — 7 Posts
{Construction & Maint) | ' a. To supervise/control the works of National Highways passing through the respective
(Operations Wing, Regional region.
Offices and Motorways) : b.  To ensure that construction works at different project sites is carriedout in accordance

with the specification and design of the project concerned.
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SNO.| ' NAME OF POST

‘BS.

- NO.OFPOSTS | -

i

" JOB DESCRIPTION FOR JUSTIFICATION OF

| approveD |

~ >Q ™ ow

~ o T

Q o

To ensure that payments to Consultants anc. Contractors are being made as per
agreementy/BOQ and MBs have been completed in this regard. _

To assist the GMs and Member (Operations) in formation of PC~{ and PC—Il of
construction Projects. ‘ '

To ensure that projects works are in progress as per scheduie.

To maintain record of construction projects.

Coordination in construction works.

To amintain the record of construction projects.

To ensure that all schemes have been identified as per requirments.

To ensure that bids are being called against approved works in due.course of time.
To ensure that budget has been aflocated for approved schemes. 7
To ensure that after payment of mobi]:]zation advance the Consultants/ Contractors have
mobilized their sources at project sites, as per contract agreement,
To ensure that after completion of project proper handing/taking over has beer: taken

place. :
To ensure that vehicle, machinary etc. have been handedover to. NHA on Completion of _
project as per agreement. _ ’ ?
To deal with disputed matters. between NHA/ Consultants/ Contractors.
To ensure establishment of fully equiped material testing Laboratary. :
To ensure that Laboratary equipments are in proper running condition and they.are. . .|
maintained accordingly.

To ensure that meterials used in the work are tested properly and quality is as per
specification of the contract,

To ensure that meterial is being supplied from the approved query/sources.

To ensure that meterial test result record is maintained.

For Official Use Onlyin NHA
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SNO.{  NAME OF POST - | BS

"NO. OF POSTS |
- APPROVED |

JOB DESCRIPTION FOR JUSTIFICATION OF THE POSTS

To ensure ihat lesting Laboratories installed by the Consuftani/Contraciors are equiped

For Official Use Only in NHA

u.
with instruments as per requirment of the project and contract agreement.

v. To ensure that staff deployed in Laboratory is well qualified and having sufficient
sxperience, -

w. To ensure quality conirol at project sites.

x. To ensure that meterial being used at site is as per quantity of contract agreement.

y. Tosuggest policies and procedures in inspection, sampling, material testing and
acceptance of material.

z. To advise PDs/DDs at site for quality cantrol. _

aa. To, maintain and update materials data regarding location, quality, quantity, rates eic,

bb. Loan Operations in accordance with loan agreements and guidelines of lending
agencies. Coordination with lending agencies.

cc. Maintain accurate disbursement record against loans and prepare realistic forecosts of
expendituras.

dd. Ensure timely submission of progress reports to lending agencies as per requirements.

ee. To check sufficiency/security/safety of contract/projects documents.

ff.  Supply of contract documents to field offices.

gg. Monitor work of management consultanis/contractors.

hh. Notify appointment of Engineers.

ii- - To-ensure-timely appointment of consultants/centractors/NHA supervisory stafffor -
profect site.

[ Review of methodology statements and work programmes submitted by
cohsu/z‘anfs/confracz‘ors. ’

kk. To maintain record on performance of consultants/contractors on NHA construction
projects. '
20 - i




SNO | NAME OF POST - BS | NO. OF POSTS | JOB DESCRIPTION FOR JUSTIFICATION OF THE POSTS
: : APPROVED ' " o o

il.  Ensure timely action on revision of PC—|/Processing of Variation Orders.

mm Establish and enforce uniform procedure of measurement of works and prope.r
completion of MBs as per policy of NHA. _

nn. Processes cases of termination of contractors/consultants/contracts.

o0o. implementation of NHA plicies and procedures related to NHA consiruction works.

pp. Ensure uniformity of NHA standards/specifications on the works. '

These posts are utilized as under: —

—  Operation Wing HQ 2 (Foreign Aided Projects, GOP Aided projects)

— Regional Offices & (one each)

- 2 Director (Maintenance) —7 Posts

a. To ensure that all National Highways are being maintained properly.

b. To advise in the matters pertaining to maintenance works.
¢. To monitor the progress of maintenance works.
) d. To maintain update information about funds for maintenance works. ~
e. Toensure that payments to consultant/contractors are being made as per agreement
etc. g
. To ensure that traffic is running on National Highways without hinderance and road .,

conditions problems.

g. To take steps for Private Sector Financing and Coordination between GMs,
Members and other agencies.

h. Prepare maintenance works schemes with the consultation and coordination
of the Regional GMs.

I.  To submit proposals for budget allocation for maintenance works.

Coordination in maintenance works.

x T

To amintain the record of maintenance works.
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S.NO:} NAME OF POST | BS | NO.OFPOSTS | JOB DESCRIPTION FOR JUSTIFICATION OF THE POSTS
| | APPROVED | L G

To ensure that all schemes have been identified as per requirments.

To ensure that bids are being called against approved works in due course of time.
To ensure that budget has been allocated for approved schemes.

To ensure that after payment of mobilization advance the Consultants/
Contractors have mobilized their sources at project sites, as per contract

s = 3 =~

agreement.

p. To ensure that affer completion of prO/ecz‘ proper handing/taking over has
been laken place. -

q. To ensure that vehicle, machenery etc. have been handedover to NHA on
Completion of project as per agreement.
To deal with disputed matters between NHA/ Consulfants/ Contractors.

s. To ensure establishment of fully equiped material testing Laboratary. |

L. To ensure that Laboratary equipments are in proper running condition and
they are maintained accordingly.

u. Toensure that meterials used in the work are tested properly and quality is
as per specification of the contract.

v. To ensure that meterial is being supplied from the approved query/sources.

' To ensure that meterial test result record is maintained.

x. To ensure that testing Laboratories installed by the Consultant/Contractors
are equed with instruments as per requirment of the project and confract agreemenz‘

y. Toensure that staff dep/oyed in Laboratory is well qualified and having
sufficient experience.

z. To ensure quality control at project sites.

aa. To ensure that meterial being used at site is as per quantity of contract agreement.
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SNO.[  NAME OF POST = | BS| NO. OFPOSTS|{ = jOB DESCRIPTION FOR JUSTIFICATION OF THE POSTS - - -,

I R SR T APPRGVED SRR A et e B O i
bb. To suggest policies. and procedures in inspection, sampling,material testing and

acceptance of material,
cc. To advise PDs/DDs at site for quality control,
dd. To maintain and update maierials data regarding location, quality, quantity, raies etc.
The posts are required as under: -
~ Operation Wing HQ 2
— Regional Offices 5 (one each)
3 Director (Motorways) — 1 Posis
a. To ensure proper maintainence of the Motorwa ys being looked by the Authority.
b. To ensure that road users are not facing any problem.
) c. To ensure proper running of electrification system of the Motorway.
d. To ensure safety and security of Motorwa ys utilities and properties.
e. To check that collection of tolls on the Motorwa ys Is fairly handled.
) f. . To prepare proposals for betterment of the Motorwa yS.

g.To ensure beautification along the Motorways.

12 Director (Infrastructure) 18 ' 1 a. To ensure that land acqusition for projects is taken p/éce properly.

Operations Wing HQ. b, To maintain complete record of fand pertaining fo NHA.
’ ¢. To ensure completion of land acquisition process W/thm due course of z‘/me
d. To followup the land acqusition disputes.
e. To -ensure that R-O.W. is not occupied ilfegally.
f. - To arrange removal of un—authorised encroachment with the coordination of
concerned Provencial Govt. authorities/NHA Regional GMs.

g. Relocation of all utilities fallen within the ROW and removal of forest etc.
h. To ensure that ROW record are being maintained properly.
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SNO.]  NAME OF POST

| BS:

_NO. OF POSTS. i

APPRO VED:

JOB DESCRIPTION FOR JUSTIFICATION OF THE POSTS

To ensure negotiation with land owners and payments for land acquisition

after proper checking of site.

Coordination with Federal, provincial Governments, Local Adminisiration, NHA offices
for iand and utiliiies matters.

To formulate polices and guide lines under instructions from Seniors for the

proper and efficient acquisition, management and utilisation of Right of Way (R.O.W.)
appurtenant fo the following aspecits of the National Highways: ~

al  Acquisition of land for establishment/expansion of R.O.W.

b)  Relocation of utilities.

¢) Removal of encroachments.

d)  Generation of revenue from R.O.W. of National Highways.

e) Maintenance of land/R.O.W. record.

fl Esz‘ab//shmenz‘ of serwces/amenltles on National H/gh ways.

To liaise and coordinate with General Managers (Reg/ona/) NHA, Federal/Provincial
authorities and utility departmenfs/corporai/ons/compan/es in regard to the aforesaid
matters.

m. To monitor progress of tasks assigned to GMs (Reglona/) Land Management Staff

and PDs NHA in connection with the deve/opment and ut/l/sailon of R.O.W.
To monitor collection of R.O.W related revenues.
To ensure economic ut///satlon of funds earmarked for acqwsn‘/on of /and and

mre/ocat/on of uz‘llmes "

To grant NOCs for establishment of amenities/Filling Stations on National Highways
with the a,oprova/ of the Compefeanuthor/z‘y

To maintair record of land and services situated within the R.O.W. of National
Highways.
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S.NO. | NAME OF POST

1 BS

" NO. OF POSTS

APPROVED

JOB DESCRIPTION FOB'JUST/F/CA TION. OF THE POSTS

(Finance Wing NHA HQ)

13. Director (Budget & Accounts)

19

1

RIS

Q

To supervise Budget and Accounts Bureaus.

To ensure timely submission of estimates for budget allocation.

To ensure that expenditures are within the approved budget.

To ensure that all payments are being made with the approval of competent
authority as per policy and procedures. V

To ensure that Budget and Accounf.g Bureas are maintaining their records
properly.

To suggest improvement in accounts & budget system.

To ensure that periodical accounts and budget statements are prepared and
issued properfy. _

To ensure that necessary statements of demands and expenditures are
recieved from regions and projects etc. well in time and allocation of funds
have been finalized.

Coordination between Acctts & Budget bureaus, seniors, regions, Banks and other
agencies, in Accounts matters,

To ensure Working of Accounts offices in regional HQs and on project sites,
as per rules and policy/procedures. |

14. Director (Legal)

(Under Secretary NHA) HQ -

19

Q@ ™ o Q06 T D

To assist the management in legal matters.

To give legal opinions on NHA business matters in all fields.

To coord counsél enganged by NHA for court cases.

To provide required information record to advocates pleading NHA cases.
To participate in the framing Rules/Regulations/policies for NHA business.
To coord Regional and field offices in legal matters.

" To ensure that lawyers engaged by NHA are attending courts etc. properly.
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SNO.| NAME OF POST

- BS

| NO. OF POSTS

APPROVED

JOB DESCRIPTION FOR JUSTIFICATION OF THE POSTS

::r.

R

To keep watch on NHA cases in the courts and ensure aftendance of NHA officials
/witnesses regularly. o

To ensure that NHA cases should not be spoifed by any party.

7o maintain legal cases record.

Dy Financial Advisor
{Finance Wing) HQ

19

Qe o Q0 o

bl

-

70 assist the Financial Advisor in discharging his duties efficiently.

To update financial informations.

To ensure proper maintenance of funds/revenue record.

To correspond with different agencies for negotiations in financial/revenue matters.
To collecl/issue required informations for private sector financing.

To propose standard terms and conditions for loan negotiations.

To maintain record of loan/grants and return of it.

To deal with Banks, Insurance Companies for jobs assigned fo Financail Advisor.

To check all loan negotiation cases and ensure that complete record is attached with
the case and it is as per policies/procedures.

. To ensure renewal of guarantees provided by the consultants/contractors in due

course of time.

To update expenditures of NHA in all respects.

To prepare proposals for fund generation.

To assist planning wing and consultants in preparation/checking of BOQs.
Analysis and evaluation of financial proposals by private sector financing.

1186 Staff Officer
(To Chairman, NHA)

1877

Qe o nlay =

To supervise the staff being attached with the Chairman, NHA.

To maintain record of Chairman, NHA Ofﬁoe.

To ensure compliance of instructions issued by the Chairman, NHA.

To ensure disposal of Fresh Receipts/Dak after seen by the Chairman, NHA.
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To maintain Tours/Visits record of the Chairman, NHA and snsure completion of
formalities required for tour/visit of the Chairman, NHA.

£ Toissue Tour Programmés of the Chairman, NHA.

g. To ensure compietion of all formalities requried af the station of tour by the Chairman,
NHA. ‘

_h.To ensure proper running of the office of the Chairman, NHA.
17. Dy Director {Lega/) 18 a. To assist Director (Legal) in performance of his duties.
(Under Secretary NHA, HQ) b. To attend court cases for assistance of counsels engaged by NHA.
| ¢. To produce necessary record and prosecution witnesses before the courts in NHA -

cases. - v V :

d. To intimate the witnesses and NHA officers/offices concerned about the dates of

. hearing in courts. o

e. To prepare NHA court cases hearing details.

f. . To prepare and submit reports on the progress of Court cases to seniors.

g. To coordinate lawyer and concerned officers/offices of NHA about courts cases.

h. _To handle all litigations and negotiations being faced by NHA in its business.

18. Dy Director (Sectt,) 18 a. To assistthe Secretary (NHA) in the meetings of NHA Executive Board and
{Secretary Section NHA) National Highway Counci,

b. Colfect and compile agenda items for meetings of Executive Board and
National Highway Council |

¢. Issuance of minutes of meetings. .

d. Followup the compliance of decisions taken by the National Highway Council
and the Executive Board.

e. Any other job relatec .o the business of National Highway Council and the Executive

Board.
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To assist the Secretary, NHA in departmental Coord: Conferences.
Collection and compilation of agenda items for Coord: Conference and issuance of

g

minutes of Coord: Conference.

h. Followup of decisions taken in Coord: Conferences.

i To handle the National Assembly and Senate quéétions business.

/. To mainiain the record of scrutiny of PC—-1 and PC—Il being conducted by the
Secretary, NHA.

k. To deal with the matters of Coordination being handled by the Secretary, NHA.

.. To keep the record and do the needful in complaint cases received in Secrefary
section. ‘

m. To handle with trainings, workshops, seminars in ail respecis.

19. Deputy Director (Admn) 18 1. Dy. Director {Admn) (Regionai Offices — 5 Posis)
(Admn. Wing HQ and a. To provide legal assistance ic the GM in adminstrative matters.
Regional Offices) b. To ensure implemeniation of Govt. of Pakistan and NHA instructions on the

administrative matters.

c. To ensure that disciplinary actions are being initiated as per rules/ terms and
conditions of service.

d. To ensure that all administrative decisions are being taken by the Competent

- Authority. '

e.  Submit proposals for transfers/postings on comp[ez‘lbn of tenure by an
employee at a station,

. To prepare cases of disciplinary matters.

g. Toensure that all formalities and requirements have been fulfilled before making any

recruitment, and ensure that the candidate is meeting the all educational
qualuifications, experience and age for the post concerned.

For Official Use Only in NHA
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To deal with retirement cases and ensure that no emp/oyee shou/d remain in
service after reaching fo the age of superannuation. .

To ensure punctuality of the staff of the office of General Manage ‘prepars
attendance register and check it from time to time.

k. To deal with protocol duties under the instructions of the GM.

I To handle with the matters pertianing to inauguration ceremonies etc.

m. To ensure that store is maintained properly and its record is complete-in all
respects.

n. To control the issuance of store jtems.

o. To deal with the Transport matters in all respects.

p. To deal with purchasing/auctions/disposal of properties as per Govt. instructions.

q. To ensure safety and security of NHA properties and office record.

r. To ensure proper running of office equipments.

s. To deal with repair/ maintenance of office instruments.

L. To deal with the Hiring of private houses for NHA use.

u To ensure that all bills against utility charges i.e. electricity, gas, water efc. are being
paid in due course of time with the proper sanction of the competent authority.

v. To ensure that office record is maintained prope:ly in Admn. section.
To ensure that record of movement of files is in lie.

x. To énsure that policy circulars and other general circulars are brought to the notice of
all concerned within the respective Province..

y. To feed necessary informations as and when required by the NHA HQ.

2. To ensure verification of character and antecedents of newly recruited employees of

. NHA. . ' h
aa. To deal with all other cases pertaining to employees service matters.
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e.
b
g
h.

)
k.
A
m
n.
0.
p.
qg.

bo. To deal with the medical cases of NHA empioyees.

cc. To ensure cleanliness and maintenance of NHA buildings.

. Deputy Director {Personnel) Admn. Wing NHA HQ

To ensure recruitment as per Govt. instructions/NHA Rules.

To deal with iransfers, postings, deputation cases.

To deal with the promotions, moveover, selection grade cases.

To deal with the.retirement and pension cases.

To deal with seniority and disciplinary cases.

To ensure completion of ACRs within due caurse of time.

To ensure completion of Service Books/Record of aill NHA employees.

To ensure verification of character/antecedents of new commer employees in NHA.
To ensure collection of annual assets reports.

To ensure that staff is attending office pUnctuaI/y.

Toensure that office record and its movement registers are maintained properly.
. To ensure completion of departmental enquiries in due course of time.

Coordination between Personnel Bureau, seniors and other offices. _
Medical cases and re—imbursement of ciaims to employees on medical expenses.
Enlistment and removal of Hospitals/Doctors/ Laboratories of NHA Panel,

To supervise R & | section and ensure that postal stamps record is properly
maintained. _

Isste departmental Identity cards.

To deal with cases of honorarium and rewards
To deal with the cases of scholorship to the children of NHA empioyees.
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3. Deputy Director {General Admn)NHA HQ

a.

L ™t a0 o
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"To deal with the tramsport matters in afl respects.

To maintain record room.

To ensure proper functioning of Telephone Exchange.

To ensure maintenance of telephone, electricity, Gas and water supply connections.
Installation of official teléphones in offices and at the residences of NHA officers.
To lookafter the running of Office Lifts.

To ensure Security of NHA properties.

To supervise Photocopying and Stencil cutting machines at NHA HQ.

To control Security staff at NHA HQ.

To ensure supply of Newspapers and Periodicals to the officers as per entittement.
To ensure payment of utilities bills in due course of time. '

Coordination between General Admn Bureau, seniors and other offices.
Maintenance of office as well as Rest House Buildings.

Maintain plantation at NHA Offices and Rest Houses.

To ensure proper running of Stores and see that store record is duly completed in all
respecits. ,

Purchasing and issuance of office stationery/equipments/fixtures/furniture efc.

Repair and maintenance of office equipmenis/fixtures/furniture, elc,

Hiring of private buildings for office as weil as residence purposes.

Loans and advances of different types to NHA employees.

Auctions of NHA properties.

To deal with matters pertaining to sports and other entertainment of NHA Staff

Any other matter pertaining to Weifare of staff members and their family members.
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20. Maintenance Engineer 18 25 a. To supervise maintenance works within the allocated jurisdiction.
(Field offices of Five Regions) 5. To prepare annual maintenance works programme, regarding routine and periodic

maintenance CONiracis.

5. To maintain full record of maintenance works and payments thereon.

d. 7o ensure that all National Highways are in proper condition and there is no
hinderance for irarfic.

e. To prepare replies on audit observations pertaining to respective area of maintenance
works.

f. To prepare and submii progrsss reports on maintenance works as directed by the

Seniors.

To ensure quality control at site.

To ensure proper attendence of Consuftanis/Contractors and NHA siaff at site.

i, To ensure compistion of maintenance works within the scheduled time and

& @

approved estimates.
To ensure proper utilization of machinery at s;ie as per coniract conditions.

J

k. To ensure supply of material at site in due course of time, so that work may
not suffer.

i, To ensure payment of biifs {o consuliants/contracz‘ors as sarly as possible
after its submission.

m. To check the completion of MBs for claims by contractors/Consultants.
_These MEs will be deployed in Regions as under: -

— Punjab (South Region) 4 DG Khan, F?a/anpur Bahawalpur & RY Khan

- Punjab (North Region) 4 Rawalpindi, Jhelum, Lahore & Sahiwal

- Sindh 6 Hyderabad, Moro, Sukkur, Larkana, Dadu & Nooriabad.

— Baluchistan 5 Dalbandin, Zhob, Loraiai, Khuzdar & Sibbi.

- NWFP 6 Abbottabad, Gilgit, Peshawar, Bannu, Kohat & D.l.Khan.
Total: — 25
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21 Dy. Director (Computer) 18 1 a. To Controf Computer Network of the Auz‘hority
(Admn. Wing) HQ : b. To impliment/propose latest computer technology wihtin the Authority.
’ ¢. To ensure that computer system in organisation is oe/ng handled by qualified
persons properly.
d. Computerization and Prgramm/ng of entire technical and non— technlca/
matters of important nature.
Purchasing and maintenance of software and hardware ftems.
Supervise internal computer training.
Assist Selection Committees in recruitment of Computer Personnel,
To check portions of feasibility study reports prepared by the Consu/tants related to

vl =~ o

22. Transport Economist 7 19/1 81 : 7

(Planning Wing} HQ transportation,

' Carryingout economic analysis of projects.

Checking of economic analysis in PC—I's/PC—II’s.

To workout vehicles operating costs and updating them for different highways.

To workout tolls and other user charges. :

Workingout the Parameters/TOR for Private F/nanc;ng of projects i.e. B.0O.T and

B.0.0.T. etc. .

23 Dy. Director{Accounts) 18 |} ) - a To superwseAccounts Bureau and assist the Director (Accounts) to aocompl)‘sh his

(Finance Wing HQ and HQ 1 job assisgnement in accounts matters.

| Regional Offices) . |Regions 5§ | _b. Toensure thatall accounts books are completed in all respects. ‘

¢. . To ensure that all payments are as per Govt. instructions and under the approval of the |
Competent Authority. ' |
To ensure that payment is being made out of concerned head of account.

Th B o e o

&. To ensure that accounts statements are bieng prepared in due course o< Yime.
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To ensure that all sanction memos are duly supported by the fe/evant documents.

g. To suggest improvement in accounis systems. A

h. Coordination between the Bureau and seniors as well as other wings.

i To assist regional GMs in Acctts matters.

J. To collect expend/z‘ures statements and ensuré budgetary conirol within the approved

estimates against all heads of accounts.

24

Deputy Director (Audit)
{Audit Wing HQ)

18

Dy. Director (Audit}—1
a. Internal Audit of NHA/Regular Establishment Budget items, at NHA
Headquarters and Regional Offices as well as Maintenance Offices.

Stores audit.
NI-IA Trancnon‘ avndit

b
d. Toll Plazas Audit.

e. Purchasing, Sale and Auction metters audit.

f. Audit of cases of Hiring of Private Properties for NHA use.

g. To audit the payments made to NHA employees under any head.

h. Tovetand give opinion on all matters received in Audit Division for advice.
Dy. Director (Audit) —

a. NHA projects and Maintenance works audit.

Audit of Payments to Consulianis and Contractors.

&

_¢... Payment.of land Acquisition.. . -

d. Audit of payments, other than Consu/tants/Contracz‘ors and Land Acquisition
~ out of development projects and maintenance funds.

To coordinate and deal with the matters relates-to DAC/PAC.

To followup and ensure comp/iancé of decisions taken by DAC/PAC.

™ ®
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25,

Dy. Director (Budget)

18

a. Todeal with the cases periaining to entire Budget of NHA and its related projects.
(Finance Wing HQ) 6. To prepare budget estimates and initiate the case for alloation of budget /n due
course of time. ’
¢. To introduce and suggest improvement in the Budget system of the Authority.
d. To prepare budget statements in time. , v
e. - To collect necessary information/demand from regional and other field offices for
preparation and allocation of budget. .
f. Coordination with FA Organisation and Ministries of Communications and
Finance for preparation and allocation of budget.
g. To ensure submission of budget allocation case and release of budget in due course
of time. .
126, Dy. Assistant Financial 18 2 a. To assist the seniors.
Advisor (Finance Wing HQ) b. 'To maintain the record pertaining to the Financial Advisor section.
¢. To ensure finalization of cases in due course of tlme relating to secur/ty of Bank
Guarantees, Insurance Policy works.
d. To advise in the matters perta/ns fo Finance clauses in contract documents.,
e. Toensure safe custody of original contract documents, Bonds and Guarantees.
£ To maintain final accounts of NHA pro;ec{s
g To assist the seniors in revenue matiers.
h. Toframe policies and procedures for revenue generation.

.

I~ > -

Fosuggest Private Sector Financing system.
To deal with the cases pertaining to Private Sector Financing parties.
To deal with the auction and collection of revenue at Toll Plazas.

For Official Use Only in NHA
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{27,

Dy Director {Infrastructure)

18 a. To maintain the record of infrastructure cell under the control of Director (IS).
NHA HQ. b. To visit National Highways and ensure security and safety of ROW and NHA properties
along the highways.
c. Coordination between NHA offices in land acquisition matters.
d. To deal with land acquisition //t/gatlons/negot/at/ons
e. To assist the seniors in land acquistion and other related matters assigned to the
Director (Infrastructure).
f.  To made research for framing latest standard po//c.'es for land acquisition and other
- matters related to infrastructure.
Ao g. To maintain updated record of land of NHA and infrastructure within the ROW of
‘ National Highways. _
h. To take necessary action for land acquisition for NHA works.
i. . To handle court cases about fand and infrastructure,
. To prepare proposals for tree plantation/beautification along the National Highways.
_k. To handle cases of disposal of NHA properties within ROW,
28. Dy. Director (Operational) 18 a. To deal with all cperational actlwtles of maintenance and construction for coordination .
' (Operation Wing HQ) and directions.
b. To be vigilant for unforseen events, like floods rain damages to National Highways efc.
q- - and collect timely information from the GM (Region) and remain in—tact with the
’ concerned field staff.
c. To keep the record of emergency works and submit progress on those jobs.
d. To act as Coordinator for all works of the regions between the GM, Directors

- (Constructions and Maint of regional offices), Maintenance Engineers, Project

Directors, NHA HQ and other relevant agencies.
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SNO.|  NAME OF FOST |

To jssue Tour Programmes and maintain record of the inspections held by the seniors
issue inspection instructions and followup the compliance of the same.
f. To handle the audit paras about construction and maintenance works.
To examine claims other than routine bills, submitted by the Consuliant/

®

@Q

Coniractor. ‘

h. To see site situation and submit views on the damages claims demanded by
the Consultant/Contractors. '

i. To see site situation and submit camments on rec ceipt of variation orders from
Profect site,

. To ensure that any claim or veriation order must be within the approved cost
of contract., _

. - k. To examine cases received for maintenance works.

. To sUggesz‘ policies for maintenance works.

m. To represent Operations Wing HQ in prequalification of Contractors/

Consultants for maintenance works.

To prepare plans for maintenance works.

To deal with compiaints received in Operation Wing about maftenance works.

To issue policy instructions duly approved by the competent authority for

o

construction works in the field.

q. Coordination between Operaz‘/on Wing HO and Reg/ona//PrO/eof Site Office,
about consz‘rucf/on works.

r.  To issue site inspection programmes of Member (Ops)/GM (Construction), for
construction works. .

. Tomaintain record of site inspections held by the Member (Ops)/GM ‘
(Construction) and followup of the orders passed on the inpection reports.
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Cffice management of Operations Wing, HQ.

u. To deal with administrative matters relating to other wings and are received in
Operation wing for consultation/comments of Member (Ops)/GM (Consi).

v. 7o ensure that the coniracior and consuftant have mobifized their sources at
site after payment of mobilization advance, in due course of time.

w. To ensure that work of projects is running as per schedule.

x. To ensure that p_rojegt.é works are in progress within the estimated cost of the
project. : '

y. To examine B.0.Q. and suggest improvement for cost control.

2. To ensure that payments made against project cost estimate, are in

_ accordance with the approved budget.

aa. To maintain record of construction projects.

bb. To ensure deployment of stalf by Consultants/Contractors as per agreemert.

cc. To deal with the matters pertaining to provision of staff of NHA at site.

dd. To ensure proper installation of machinery at project site.

ee. To ensure that site conditions are not injurious for the staff working at site.

ff.  To deal with the matters of insurance of projects staff of consultants/
contractor if provided under contragt agreement. -

- gg. To ensure proper handing/takingov& of the prOJecz‘ and fts related mach/nery,,

Lab: instruments, vehicles etc.
ii. To deal with the matters disputed between, NHA/Consultants/Contractors,
and suggest solution of disputes.
These Posts are required for assistance of 4 Directors of Operai/on Wrng at HQ as under: -
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[SNO]  WamE OF FOST

- BS

“NO. OF POSTS |

APPROVED

~ JOB DESCRIPTION FOR JUSTIFICATION OF THE POSTS . |

28, Deputy Director (Planning)
(Planning Wing HQ)

18

11

e Q0 T

To assist the seniors in Central Material Testing Laborator, at NHA HQ.

Collect information regarding /atest material testing procedures.

To advise/suggest improved and developed material testing policies,

Coordinafion with regional and field material testing laboratories.

To mainiain recerd of testing reperts held in the Central Material Testing Laboratory.
Research the quality control procedures being adopted on International level and
suggest better improvements, on quality control,

To maintain record of equipments being installed in all of the material testing
laboratories.

To deal with the maiters of PC~Is and PC—1Js.

To deal with the appointment of Consuftants.

To deal with the business of National Assembi 'y and Senate.

Processing of Prime Minister and President’s directives and necessary action there on.
To handle office mangement of Planning Wing, section concerned.

. Maintenance of road inventories, perfa/n/ng to all National Highways, Motorways and

other roads/ bridges assigned to NHA.
Maintenance of uptodate road statistics, socioeconomic data, fraffic related data,
Highway condition evaluation and road life studies.

" Maintenance of latest and uptodate maps of all National Highways and develpment

and enforcement of an accurate system of referencing, closely tied and coordinated to .- i
the kilometer markers on the Highways.

To ensure'that statistical and mapping record is maintained properly in the Regional as
well as other field offices. _

To deal with the matters pertaining to long range and short range plans.

To evaluate nationwide highway transportation needs.
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To develop recommended policy about highways.

To prepare highway legisiative bills. _

To prepare and suggest priorities of project programmes.

To compile over—all progress on the plans recommeded by the Planning &

Programming Division. To act as Coordinator for projects with other wings of NHA and

other agencies. To evaluate the designs submitted by the consultants for bridge

structure, roadway works, pavement and geometric designs etc.

Updating the design methods.

To collect data for design and suggest economical desing systems.

aa. Compifing of overall progress on the matters pertaining fo design.

bb. To ensure approval and issuance of designs for a project within due course of time. -

cc. To collect traffic analysis data i.e. Traffic Yolume, traffic volume survey, vehicle mass
and dimension survey, Speed surveys, origin and destination surveys,
travel time, delay and quarry surveys, parking data, traffic generation and impacts, fuel,
emission and noise surveys, axle load surveys.

dd. To review periodical survey data and prepare uptodate reports with the consultation of

' : | ' other concerned organisations, about roadways.

ee. To evaluate traffic reports prepared by the consultants/designers and submit with
suggestions for improvements.

pai R SRR SR + . Coordination of on-going traffic studies carried out by the Consultants.

gg. To provide traffic data information to the consultants and other sections of the authority

_ for planning and other purposes.

hh. Keep the reord of rainfall, air and temprature, frost actions over all the country.

ii. ~ Preparation of seismic maps for different regions with particulars reference to the
respective project and its provision to the designer.

3
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. Analysis of thermal propertise of soil with respect to change in temprature and
absorption of heat and preparation of soil mapping for different regions around the
country. ' _

kk. Keep the record of water resourcss on the surface and ground for different regions.

il Study of water resources on the surface and underground and jts impact on the road -
pavement for particular road section under design.

mmAnalysis of traffic pollution and /?npact of traffic noise on nature for particular road
section/project.

nn. Analysis of environmental aspect from the feasibility studies carriedout by the
consultanis for a particuiar project.

oo. To assist designer in selection of the economical feasible route for road work.

pp. To deal with legal matters pertaining to acquisition of right of way.

qq. To advise the designer on the matters related to the relocation of utilities and the
anticipated problems in relocating these and acquisition of land.

rr. Coordination with field staff working for land acquisition.

ss. To assist the designer in identification of cost effective land and in preparation of 4

alignment. ‘

-#t.  To deal with the matters related to pfequalification of Consuftants and Contractors.

uu. To deal with contracts agreements and other documents pertaining to contracts.

.w.. To develope standarized Specification Book for NHA projects.

ww.To delawith tendering matters. roadway works, pavement and geomelric designs efc.
xx. Updating the design methods.
yy. To colfect data for design and suggest economical desing systems.

‘For Official Use Only inNHA
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aaa.To ensure approval and issuance of designs for a project within due course of time.
These Posts are required to utilize their services as under for assistance of seniors and
achievement of above targets: — ' ’
- Consultants matters
— Contractors matters
— Testing Laboratory
- Survey
— Quantity
- Highway Safety
-~ Design
‘— Traffic Engineering .
—~ Hydrology ‘
— Structure
— Coordination
Note: -Distribution of jobs among the Dy. Directors in Planning Wing will be decided
by the Member (Planning). '
30 Dy. Director (Motorways) 18 2 . a. To assist Director (Motorways) in discharge of his duties.
Operation Wing HQ o b. To watch the working of Motorways and submit report if any negative point is
, noticed/reported. '
To submit motorways situation periodically to the seniors.
To ensure that all utilities of motorways are'in proper functioning.
To prepare suitable proposals for maintenance and improvement of motorwa yS.
To see that all road signs, barears and crossings are in proper position.

To see proper running of Toll Plazas on Motorways.
To ensure proper attendance of NHA Staff, deployed on the Motorways.

SQ ™2 Q o
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.1 NAME OF POST | B

APPRO! VED

A

j

To ensurs beautification of the Motorways and prepare proposals for the same.

To ensure security and safety of road users.

hese posts are required for the following purposes: -

iiig

Office and Coordination jobs.
Field Works.

31, -

Dy Director (Quantity
Survey) (Regional Offices)

18

5

(One each Region)

a.

To inspect projects/maintenance works sites to ensure proper quantity of material and
fair use of i, '

To coordinate consultants while preparing BOQs.

To see that quantities proposed by the consultants are actulally needed and will be
available for works as per requirements

To check the bills of consuliants and contractors in accordance with BOQ items and
contract documents. ‘

To maintain record of quantity of material used at projects site within the Region
concerned.

To coordinate between NHA HQ, Regional and site offices for quantity matfers.

To conduct survey at the time of feasibility study, during running of a project or
maintenance works.

To Supervise, assist, advise in the survey works being held by the staff of Consultant
and Contractors at site. 7

To check X—Sections and layout of the project as per design and drawings.

To collect survey data required for PC—Is & PC —Iis estimates for construction and
maintenance project works.

To scrutinize BOQs prepared by the consultants.

To ensure that bills claimed/paid against any project work are in accordance with BOQ
of respective projects/works.

For Official Use Only in NHA
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m. To see that MBs have been completed by the Engineer in ail respects.

n

)

To see that variation recommended by the Engineer has valid ground and the cost of
project will remain within the appr'oVed estimate.

To assist the staff of consultants/contractors/NHA in calculations of quantities.

To ensure that bill of cunsuttant/Contractor is complete/accurate in ail respecis and
necessary supporting documents are attached with it.

32.

Dy Director (Monitoring)
(Regional Offices

18

5
(One each Region)

= Q

T~

To prepare plans and programmes for construction and maintenance of National
Highways within the Region concerned,

To ensure proper functioning of consultants and contractors in respect of NHA works.
To ensure completion of NHA works as per schedule and submit deficiency
reports/behind schedule reports to General Manager of the Region.

To ensure proper attendance of NHA officials at NHA works

Coordination between Reglonal office, projects arid ma/ntenance offices within the
Region.

To circulate schedules of NHA works duly approved by the competent authorily.

To cail progress reports and maintain record of NHA works.

To convey necessary information of Regional works to NHA HQ with the approval of
the GM.

To coordinate between Regional office and NHA HQ.

To prepare budget demands for construction and maintenance works of the region..
To control staff matters of the field site works. o

33.

Dy Director (Highway Safety)
(Regional Offices)

18

. 5
(One each Region)

O ER

To ensure that traffic is running on the National Highways smoothly without any

hinderance.
To propose arrangements for safe and secure traffic flow on the National Highways.
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To collect and maintain information/record of road accidents and prepare road safety

plans.

“To examine and ,ogeaper design in-the following fields: -
L 4

—  Road Layout.

—  Sign location.

— Road marking.

~  Identification of black spot.

To ensure that sign boards are properly dispiayed on the Highways.

To ensure that site visibilities are cieared to the traffic and also ensure safety clearance
of all high power transmission lines crossing the Highways.

To controfl unauthorised U~ Tums and speed breakers on the Highwa ys. :

To prepare and recommend cost preventive/remedial measures.

Formation and implementation of rules regarding highwa ys road side facilities and
improved safetgy of road users.

Liaison and coordination with local administration for removal of encroachments from
Highways.

34.

Assistant Director (Electrical) |

(Motorways)

17 §

To supervise electrical system of the Motorways.

To ensure proper functioning and maintenance of electrical lines/items.
To check and maintain bills/expenditures on electrification of Motorwa YS.
To coordinate with WAPDA in connection with electical matters.

'35,

Protocol Officer
(NHA HQ)

1

& aja & oo

" To deal with the protocol matters.

To assist in the jobs pertaining to the arrangements of Seminars, Symposiums,
Conferences and Ceremonies.
To see arrangements for guests visiting NHA in connection with official business.

For Officiii Use Only in NHA
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d. Toensure z‘hat accomodaz‘lon and fransporf fac.'l/ﬂes have been proper/y made
available for guests of NHA.

To ensure proper security arrangements for VIP guests.

To coordinate with Police and other agencies for security, traffic and VIP route matters.

To arrange meal and other refreshment items for guests.
To receive and see—off the official guests at Airports, Raitway Stations or any other stop.{
i To collect/maintain and circulate programmes of official guesls.

> = o

These posts are required as under:

— For attachment with the Chairman, NHA.

— _For posting in Directorate General (PR).

36. Assistant Director (Legal) | 17 2 1. AD (Legal) Personnel Bureau

(NHA HQ) To assist DD (Personnel) in the legal jobs of personnel Bureau,

To deal with legal cases in courts in connection with service appeals.
To handle with Annual Confidential Reports and Annuat Assets Returns.
To handle departmental disciplinary cases.

To handle departmental service appeals.

To coordinate/assist the lawyers engaged by NHA for service cases.

To collect and provide necessary material in court cases about service matters.

T@ ™o Qoo

To attend courts in service matters and ensure that counsel and witnesses are
__properly attending the cases/courts. o
To offer legal opinion in service matters as and When desired by the seniors.

-~ !

To dealwith seniority dispute cases.

x

To see the case file is complete in all respects being routed through him.
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SNO.{ - NAME OF POST | 's_fsx NO. OF POSTS| - %_f_..{'_';QB- asseg;pneﬁ FOB‘ f_",f;':rfFicA m:w OF mf HOSTS
N I RS _AppROVED | - . LS T - .
2 AD {!_eqal) {Under Secretary N!"A/Dlrecior {Lquj '
) a. To dealwith all fegal cases other than /obs assigned to AD (Legai} Personnel Bureau.
b. To maintainrecord of alf cases handled b y the Director (Legal).
: : ‘ ¢. _To assist Director (Legal) as and when directed.
37.  |Assistant Director (Admn/ 17 4 1. Assistant Directdr (Personnel Management) HQ
NHA HQ and Regional _ : a. To assist DD(Personne/)
Offices. _ _ - : b. To handle the cases of recruitment, promotions retirement, moveover, selection
' V rades.
Note:— ‘ c. To deal with trarsfers postings, deputai‘fons
The officers of the leve/ of AD4 _ d. To ensure completion of service Books and Persona/ Files of NHA emp/ayeﬂs
in all Wings/Sections/Offices | | " 1 e Tomaintain SOOI HSHS. - - - e e '
- A rnrr:iafe/'SIQn the notes on . Toensure verification of Character, antecedents of NHA employees.
the cases being submitted fo » : - . Toensure proper maintenance of office record and fair movement of files.
. the seniors. They will also _ h.. To prepars replies ot the National Assembly and Senafe Questions nariaining to
Issue routine office orders, | 7 Personne! Bureau. »
letters, reminders and | ‘ : i To deal with Medical cases/treatmmem‘ of NHA employees.
circulate instructions/circulars: N J. To deal with enlistment and removal cases of Hosp:ta/s, Dacf@:s Laboratories of NHA -
etc received from Gowt. for { N © Panel. 7 :
information of all concerned o B : k. To handle the cases of official fours aborad/within the country. Booking of A[r Hckel‘s
| ‘ I as and when r:qJ/rad , »
IR I R | I Todealwith ite cases for issuance of Offical Passports to the cfficers of NHA.
' m. To dealwith cases of honorarium, rewards, scholerships.
A. 7‘0 see that case file js comp/ete in all respects, it is preperly flaged, indexed, docated
o and duly suppe:ied with all re/evantpapers/ru/es
0. To_ see proper fur: cz/o%f A&/ §gcfrqn. _ '
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[~ NAME OF POST _

2. Assistant Direcior {Store and Record) NHA HQ.
a. Tosupervise/maintain Central Record Room of NHA.

b, To ensure maintenance of Record inventory.
c. Toensure security and safety of NHA Record.
d. - To ensure proper running of Photocopying/Stencif Cutting machines.
e. Toarrange supply of Newspapers, periodicals to the officers as per entitlement and
payment of bills in this regard.
. To supervise the proper maintenance of stores.
g To ensure completion of stores record.
h. The deal with the matters of purchasing and issuance of office stationery, equipments
. and fixiures. ' -
_ * i . i, To handle the cases of repair/maintenar:ce of office equipmetns/fixtures.
j. To prepare/handle the cases of auction of NHA properties. ' .

k. To ensure completion of case files in all respects.
3. Assistant Director {Transporf) NHA HG.
a. Tosupervise Transporr‘and its related matters.
b To see that Te/ephoné Exchange and its functioning is in proper way and
necessary Telephone Calls record is being maintained by the respective staff.
c. Toensure maintenance and proper funciioning of telephone system,
¢. Toensure proper security measures witiin-the Office-permises,-and control

on security Staff/Section.
) e. To supervise Reception and its staff.
’ ‘ . Toensure payment of bills of Telephor:es within due date.
g. Tc ensure completion of case files in &/ respects

For Official Use Only inNHA | 48




SNOT

NAME OF POST . |

‘| NO. OF POSTS |
| ApPROVED | -

. JOB DESCRIPTION FOR JUSTIFICATION OF THE POSTS

4. Assisiant Director {General Services) NHA HQ

a.

SQ@ o a0

.

To process the cases for hiring of private buildings for the use of residences and office
accomodations. :

Maintenance of Office as well as Rest House Buildings.

To Maintain plantation in office premises and NHA rest houses.

To deal with the cases of loans/advances to NHA employees.

To deal with the mattters pertaining o sports and other entertainments.

Any other matter relates to the welfare of NHA employees and their family members.
To ensure functioning and mairmtenance of office lift.

To handle the matters pertaining to electricity, water supply and Gas connections. -

To ensure completion of case files in ajl respects.

38.

Assistant Director (Audit) NHA
HQ

17

SR e 9 0 oD

bl

.

To handle office management of the Audit Wing.

To maintain the record of the Wing.

To issue reminders on audit matters.

To assist Dy Directors (Audit—I and ll) in office jobs.

To supervise the aitendance of the staff posted in the Audit Wing.

To handile leave and other service matters of the staff of the Wing.

To circulate polficies and procedure of Audit.

To issue programmes of Audit parties.

To follow the collection of material and replies on audit observations and submit to

~ seniors for decision.

To arrange and present record before external audit, DAC/PAC.
He will be under the direct controf of the Director (Internal Audijt).
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38, Private Secretary
Personal Assistant
Stenographers
Stenotypisis

17

16
15
12

d Telephone attendance and maintain telephone messages register.

®

~ 3@ o~

3 -~ b S

These posts are required as under. -

- To maintain the record of section properly.

To take dictation from the officer to whom attached and typing thereof.
To ensure disposal of cases in due course of time being handled by the respective
officer through him, and keep movement record of files.

To maintain secret cases files as and when directed.

To maintain record of visitors and fixation of time for meetings with the consuitation of
the officer concerned.
To maintain staif car log book of the officer.

To intimate the officer weil in time about his meeting and disposal of important cases.
To maintain telephone directory properly.

To control and ensure punctuality of staff attached with the officer in his personal office.
To prepare papers for meetings and interviews.

To attend the work connected with the officer’s tours.
In case of posting with the officers of BS—19 and above as PS/PA, he will countersign
the bills of Staff of that officer in respect of TA/DA, Overtime and any other official claims.
In case of posting with the officers of BS—20 and above as PS/PA, he will aiso
countersign telephone bills of the office and residence official telephones of the officer

concerried.
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40

Assistant Director (Planning)
NHA, HQ.

17

20

noo o

o

.

°© 3 3 x™

Lo

To assist the Director (Highwa y Safety) to accomplish his job.

To maintain record of Highway Safety Division.

To foi/owup the reference and their disposal made by Highway Safely Division.
To study and collect latest Highway Safety procedures/policies and sté,os declared on
International level,

To make proposals for improvement of Highway Safety measures.

To supervise and guide mapping section in preparation of Highway System Maps,
relating to National level higways, provincial level roads and each major urban area
roads. ‘ |

To lookatter preparation of Special Maps pertaining to Surface Types, Traffic
Volumes and Sufficiency Ratings.

To prepare charts, drawings and slides/transparencies for presentations as

and when desired.

To check projects maps prepared by the Consullants and suggest improvements.
Supervision of staff posted in the Planning Wing.

P'reparation of long and short range plans/programmes.

.- Preparation of Annual Programme(PSDP).

Framming Highway Policies.

Analysis financial statistics i.e. Funding resources for a project, expenditures
-involved in a project, future level of expenditures. P
To check/review RC —1I's and PC—II's for new projects, pre,bared by the Consultants.
Coordinate and monitor consultants. A
To determine project termini i.e. Contractor’s capabifity of detour routes, availability of
materials, local needs of the high way/bridge, results of projects after its completion,

nationwide benefits of the project.
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JOB-DESCRIPTION FOR JUSTIFICATION OF THE POSTS -~ - -

aa.

bb.

CC.

-dd.

ee.

Te establish the type of improvement, appropriate for correction of a deficient
structure of roadway.

To prepare and check project cost estimates.

Identification of deficient segmenis of roadway and needed vmpfovemenz‘
Responsible to see the malters pen’a/n/ng to the design of pavement and geomeiric
design.

To see the design from the point of view of asphall, specifications for aggregates and
other materials. '

To check and review the design drawings submitted and prepared by the
Consultants/designer.

To maintain the record of standard specification, International specifications likewise
DIN, AASHTO, NAASRA, ROAD NOTE, ASTM elc.

To compare the paramelers worked out by the Consultants/designer as particular
speciﬁcation and submit comment/observations to seniors.

To ensure implementation of approved design at site and submit observations,

if any, after implementation. 7 7

To keep the record of all drawings pertaining to Bridge projects.

To see and physically check the bridge structures on National Highways and
identify the bridges need reconstruction or repair/maintenance. ’

Prepare estimates/proposa/s-fwrepair/maintenancé/reconsz‘rucﬂon,,oﬁbfidges e

on Natjonal Highways.
He will also have standard check design.
To visit prqjecz‘ sites and ensure implementation of approved design.in the

~ structure construction of bridges.
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I'as[no oFPosTs|

APPROVED

' JOB DESCRIPTION FOE:JUSTIF!CA TION OF THE POSTS - -

gg. To check the bore logs alongwith consultants and finalise the location of
bridges/culverts, based on most economical and feasible section,

hh. To keep close liaison with other agencies i.e. WAPDA, lrrigation, Railwa y and
OGDC in the planning and desinging stage of construction of bridges/culverts.

it Te maintain the surrvey record relating to Planning Wing.

§. To keep all survey maps and survey data for all National Highways.

kk. To prepare record of bench marks and ROWs.,

ll. To examine the preliminary and detail drawings prepared by the consultants/designer
and verify various positions of design parameters through site verification, particularly
the curves and X - Sections.

mm To verify position and marks (PBM) established by the consultants for la yout,

nn. To research for introduction of latest designs in construction of Highways and Bridges.

oo. To arrange literature through news papers and magazines, periodicals, engineering
books e.t.c. for development of new technology in the various fields of Higwayand
bridges design works.

pp. To propose seminars, workshops and lectures refated tothe design matter.

qq. To frame design related articles for publications and maintain record of such articles
published in national and international periodical duly written by the designers of
higway and bridges.

. To keep close coordination with research institutes working in the field of highway
designing.

ss. To keep the record of traffic factors required for computation of the traffic design. -

. To update the studies of axle load, axfe configuration s ystem and equalencies
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SNO.[  NAME OF POST ] BS] NO.OFPOSTS| .  JOBDESCRIPTION FOR JUSTIFICATION OF THE POSTS SR
r A - APPROVED | IR EUEEE I I R S

uu. To evaluate the impact of design Iraffic on pavement with referance to the axle
loading , configuration tyre pressure &.1.¢.

w. To prepare reports on growth trend of traffic on the country and provide information fo
the designers/other departments on request with the permission of Director {Design).

ww. To up date the conversion factors in refation with the change in type of traffic and
manufacture trend.

xx. To evaluate the trafffic studies carried out by the consultants with particular referance
fo the design traffic computation.

yy. To maintain the record of all data pertaining to the traffic services i.e: -
1. Movement of passengers goods transportation.
2. Place utility of transportation.
3. Time utility of transportation

. 4. Demand of services of traffic arround the country.

zz. To-anaylise the traffic movement and demand, taking into account the political,
economical, social and environmental aspects.

al. Evaluation of the charts concerning traffic services from feasibility and traffic studies
prepared by the consultants/designers for a specific project consulting the relevant
record.

a2. To deal with the prequalification of contractor and policies/procedures on the subject

7 matter. '

a3. To prepare standard agreements for the contracts.

a4. To maintain the record of contract Section.

as. To deal with the matters related to contract conditions and specifications.

aé. To draft polices/proceduers about specifications. '

a7. To maintain the record af specification section.
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{sno. NAME OF POST | BS| NO. OF POSTS |  JOB DESCRIPTION FOR JUSTIFICATION OF THE POSTS
‘ APPROVED ' ' '

a8. To develope standard specification Book for NHA contracts.

a9. To check and subject the improvement in the specification prepared by the
consulfants.

a10.7o assist field organizations in understanding/Clarifications and implementations of
contract specifications.

atl.To frame standard form for calling Tenders for award of contracts.

ail2To compile the record of contractors recieved with tenders for award of contracts.

a13.To prepare classwise/costwise list of contractors who have submitted tenders for
award of contracis. _

al4.To assistthe committee constituted for the examination of tenders & award for
contracts.

ai5.To maintain the record of tenders issused and received.

al6.To supervise material testing laboratory at regional level.

al7To ensure quality controfl within the region at site of construction projects and
maintenance works.

al8.To check quarry site before approval of material at works.

al9.To ensure proper material testing at site by NHA/consultants/contractor laboratories. .-

a20.To ensure that the staff posted by consuitants/contractors at site for 1e.éting purpose is
properly qualified with relevant expefience,

a21.To ensure that laboratory equipments installed at site by NHA/Consultants/
Contractors are functioning as per requirements of the projects works.

az22.To suggest improvement in quality control at site. '

. a23To ensure maintenance of material testing record,
Note: -Distribution of jobs among the Assistant Directors in Planning Wing will be _

decided by the Member (Planning).
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NO. OF POSTS | -

SNO.| NAME OF POST - BS JOB DESCRIPTION FOR JUSTIFICATION OF THE POSTS
| APPROVED I ' -
41. Assistant Director 17 4 a. To assist the Dy.Director {Qi;a/iiy Coniroi} in Central Material Testing Laboratory.
(Operations Wing ) NHA HQ b. To see/check the impiemeniation of procedures épeciﬁed for material testing in the
Laboratories.
c. To assist the field staff in streamiining the site operations, testing and maintenance of
quiaity standard.
d. To ensure that Laboratory equipments are in fair condition.
e. To ensure that material samples are from the same material which is to be
used at site.
£ To ensure that material testing record is maintained properly.
g. To submit suggestions for improvement in the material testing system.
h. Coordination with pianning wing at the time of feasibility studies of a project.
i.  To proper programes and schedule of project. '
j. Review and Monitor the progress of projects.
k. To collecyprepare weekly, monthly, quaterly and yearly progress of the

projects and submitted the same to senior.
To point out the project lagging behind schedule.

m. To suggest steps for t/'mely completion of projects.

Coordination with the Planning Wing at he time of preparation of estimate
costs for projects. _

To examine the cost estimates prepared by the Consultant with the

fiaison of Planning Wing. R

Preparation of cash flow and budgetary requirements for construction process.
To ensure the completion of the projects within the estimated cost.

To evaluate the cases of variations recieved from the fie/d and see the affect of
variation on. the project cost.
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B8&

NQC. OF POSTS

APPROVED

JOB DESCRIPTION FOR JUSTIFICATION OF THE POSTS

< 8 e

Nowox g

ce.

dd.

ee.

99
hh.
s

2
kk.

.

To check the affect of any change in the project on iis cost.

Development of budget and cost analysis of projects.

To assist the seniors in coordination with site offices..

To check the condition of completed/constructed projects and prepare plans

for their upkeep/maintenance. ;

To suggest ﬁroposa/s for long duration/life of existing highways/Bridges.

To call proposals from regions about the works on existing HighWays/Bridges. '
To maintain the record of all contracts i.e. maintenance and Construction ,o.rojebis.
To maintain the record of coniractors/Consultants engaged on the
contracts/projects of NHA. '

. To maintain the record of staif depioyed by consultant/contractors at project sites.
bb.

To maintain the record of Consultants/Contractors about their performance

and instructions thereon. }

To ensure proper shifting of site record HQ/Regional record room after completion of
profect, ‘

To maintain the record of plants, equipments and machinery deployed at site.

To suggest resources development for constructions and maintenance works.

Time and method studies. ’

To maintain inventory of technical equmenz‘s needs for timely completion of pm/ects
To carryout design for pavements rehabilitation proposa/s

Pavement investigation/design.

MiL survey and PMS running.

Pavement testing (destructive and non destructive) already being carridout by
the concerned quarter. - '

To be responsible for junciion design.
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SNOC.| NAME OF POST . BS | NO. OF POSTS - JOB DESCRIPTION FOR JUSTIFICATION OF THE POSTS .
| | APPROVED - | ~ - '
mm To adopt and suggest improvement in the kilometer post reference system.
nn. Liaison with other agencies concerned about Traffic Laws
co. To lock at the highway safely aspects from the maintenance point of view.
pp. To carryout Traffic Count, O.D. Surveys and to coordinate with other organistions as
regards the traffic volume surveys on vital rational links.
These posts are utilized as under: —
— Construction Wing 2
—  Maintenance Wing 2
42. Assistant Directors 17 55 a. To physically present/supervise the maitenance works of the area allocated to him.
(Field Maintenance Works, b. To ensure quality and completion of work in due course of time.
and Regional Offices) ¢. To check/ verify the claims of consultants and contracors.
d. To ensure punctuaiity of NHA/contactors staff at site.
e. To ensure proper functioning of National highway under his supervision.
f. To ensure that no one is trying for illegal encroachments in the right of way of
National Highway. ,
g. To submit proposals for maintenance works and road condition reports to the
Maintenance Engineer. '

h. To collect progress reporis on construction works and submit to seniors.
i, To ensure smooth running of Traffic on National Highways. A
J. To maintainrecord of maintenance and construction works of the region. =
These posts are required for the jobs as under: - ' A

For Official Use Only in NHA

- Construction Projects (One each Regional Office) 5
-~ Maintainerice Works : 50
— Punjab (South, 8
— Punjab (North ' 8
- Sindh " 12
- NWFP : ‘ 12
— Baluchistan ‘ 10
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JOB DESCRIPTION FOR JUSTIFICATION OF THE POSTS

{S.NO. - NAME OF POST BS | NO. OF POSTS
, APPROVED | _
43. Assistant Director 17 6 a. To deal with the cases relates to the permission for petrol pumps, Erection of
{Infrastructure) HQ 1 Sign Boards and lying Pipelines etc.
(NHA HQ & Regional Offices) Regions 5 b. To deal with the claims of Provinces/Railways etc. for utilization of their areas by NHA.
' | ¢. To ensure coordination with Regional GM’s that ROW inside the National Highways is

clear and there is no iflegal encroachment in the ROW.

a. To dealwith the cases for installation of sign board on road sides by the different
agencies.

b. ;o Oha/;d/e the cases of removal of unauthorised encroachments on Highways within

¢. Tovisitsites and submit feasibility reports on installation of sign boards.

d. To enforce NHA policies regarding establishment of hotels, petrol pumps,
parks etc. on the National Highways.

e. Toensure pé yment by concerned agencies regarding establishment of petrol
pumps, hotels and installation of publicity board on National Highwa YS.

f. To ascertain and demarcate land to be acquired for the new alignment and
existing projects on Nationai Highways.

g. To collect revenue data including Khasra numbers and Jama Bandi of Land record.

h. To collect average cost of the land to be acquired for NHA profect.

i To Prepare details of utilities for which amount is required to be paid to the Jand
owners.

- To Negotiate with land owners for acquisition of Land,

k. To ensure issuance of Notification under Land Acquisition Act by the Land Recvenue
Department in due course of time.

L To dealwith the Court Cases of Land Acquisition pertaining to NHA Land.

m. To maintain record of NHA Land,

n. “To Maintain record of pa yments made to the land owners for Land acquisition.

0. Coordination with all concerned in connection with fand acquisition.

For Official Use Only in NHA




SNO.

NAME OF POST

1 B85

NO. OF POSTS |

APPROVED

JOB DESCRIPTION FOR JUSTIFICATION Of THE POSTS

44.

Assistant Director
(Motorways)

17

2

o

S

To assist the seniors in construction. and maintenance of Motorways.

To coordinate with quarters concerned for proper functioning of Motorways

To maintain record of construction and maintenance of Motorways.

To prepare periodic functioning report on the Motorways for submission to seniors.
To lookafter the safety and security of Motorways uiilities.

45.

Assistant Director (Computer
Engg.) NHA HQ.

17

Q00 T h e

®

To keep the computers and related items i running condition.

To see proper repair of computers from Market when needed.

To deal with minor and day to day repair/maintenance of hard and soft wares.

To take action for removal of mechanical defects from computerization system of the
Authority. )

To maintain stock of necessary instruments and parts needed for day to day
repair/maintenance of computers.

46.

Statistics Investigator
NHA, HQ (Planning Wing)

17

To conduct and collect the record about traffic flow on National Highways.

To hold periodic traffic counting on National Highways at different points.

To assist seniors in dealing with the matters of Highway Safety.

To maintain the record about increase of axle load on Highways.

To maintain the record of accidents on highways and causes thereof.

To coflect data about different type of transport running on the National Highways.
To assist Director(Highway Safety) as and when directed by him. '

47.

Fublic Relation Officer

Directorate Gene}a/'N,HA; Hd!

17

T QO T v ™o o s T b

Coordination with Electronic and Print Media.

To issue Press releases as and when directed by the seniors.

To send news for broadcasting in electronic media with the approval of the seniors.
To assist DG (PR) in his official jobs.

To dealwith Printing works. '

- For Official Use-Only in-NHA
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S.NO. NAME OF POST BS } ' NO: OF POSTS JOB DESCRIPTION FOR JUSTIFICATION OF THE POSTS
' " APPROVED | | - | |
e ‘ f. To submit press cuttings from Newspapers related to NHA for perusé/ and orders of
the seniors.
g. To handle preparation of medals/gifts/soviniers for official purposes of NHA and
maintain necessary record thereof. A
7o maintain record of News/ltems of Print and Electronic Media related to NHA.
48. Assistant Director (Budgei) 17 1 To ensure timely submission of Budget Estimates to the Seniors for onward submission. |
(Finance Wing NHA HQ) fo the Ministry of Communications and Ministry of Finance for allocation of Budget.
' b. To ensure that after allocation of Budget all concerned have been informed about the
headwise budget allocation. '
c. To ensure that priodical Budget statements have been prepared and despatched
i ‘to-concerned quarters. 7
d. To ensure that no budget amount should lapse at the end of financial year but it must
* be allocated/utilized under the proper head of account.
6. Suggestand ensure the improvement in Budget system in the Authority.
f. Collect estimates from Regional GMs etc. for preparation of budget requirements.
, g. To updateé and finalize budget estimates for establishment and project works.
49. Assistant Director (Accounts)y 17 | 7 . Assistant Director (Accounts) NHA HQ - 2 Posts.
-NHA HQ and Regional . HQ: 2 a.- To ensure proper maintenance of record of all paid vouchers and compiletion of
Offices. Regions: 5 Accounts Books. '
b.  To check that Sanction Memos received for payment are in-order and formafities have -}
been completed. ,
¢. Re-—conciliation of Accounts.
d. To ensure that Bank statements are being received and all Bank accounts are in order
as per record of NHA. | .
For -Official Use Only-in-NHA 61 e




S.NO. NAME OF POST ~ | BS| NO. OF POSTS | JOB DESCRIPTION FOR JUSTIFICATION OF THE POSTS
APPROVED '

e. To ensure that record of Cheque Books and payment slips is maintained properly by
NHA staff.

f. To ensure that claims of Consultant/Contractors and emplyees of NHA are complete in
all respects as per terms and conditions of Contract and as per rules.

g. To ensure that works expenditure and pa yments are in accordance with Contract
Agreement/BOQ and MBs are completed.

h. To ensure that payment is being made out of the concerned head of account.

i To ensure that periodic accounts stalements are being prepared in due course of time.

j. To ensure that necessary cheques have been despatched to the person concerned
immediately after passing the voucher.

k. To ensure proper disposal of Audit observations.

i, To ensure that salaries, TA/DA, transfer grant ciaims etc. are being finalized in due
course of time immedjately.

m. To prepare pericdical returns.

n. To ensure that all payments are within the approved budget under the head of account
concerned. ‘

2. Assistant Director {Accounts) Regional Offices, 5 Posts.

In addition to jobs mentioned against the ADs (Accounts) NHA HQ (SI. No. 49 *1" above)

these officers have to perform the following duties: -

~ & Financial Advisor to the GM(Region) concerned.

b. To prepare and timely submission of budget estimates of the respective prownce and
certify that all expenditures are within the conformity of rules/ orders of the competent
authorily.

c¢. To perform the duties as DDO for GM Office and timely disbursement of pay and
alfowances and other claims of the staff of NHA.
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'SNO.|  NAME OF POST - BS| NO.OF POSTS | JOB DESCRIPTION FOR JUSTIFICATION OF THE POSTS
) ” | APPROVED | o ' “
50. Assistant Financial Advisor | 17 | 4 These posts are required for the assistance of seniors in the followmg /obs -
{Finance Cell NHA. HQ) : a. . Dealing with Private Sector Financing, Registration of Insurance companies, Generabon
' of Funds, Chartered Accountants Audit maiters.
b. Maintainance of expenditures record, Bank accounis record, Tolf Plaza matters.
¢. Dealing with contract documents and negotiations and financial po//mes matters.
d. Consolidation of accounts, maintenance of fixed assets record, GP/CP Fund matters.
These posts are required for the following fields: - |
1. Privat Sector Financing and vetting/safety of Contract Decuments/Bank Guarantees.
2. Funds Generatlon matters, consolidation of accountis.
3. NHA Assets and expenditures matters.
, 4. Financial policies, GP/CP Fund, chartered Accountant Audit, efc.
51. Assistant Programmer 16 2 a. Computerization of files received from different wings.
(Computer Bureau) b. Computer programmming of statistic type mater/a/
Admn. Wing, HQ c. Software development.
d. To control servers in the Headquarters.
e. To secure the important/secret nature computerized material.
f. To ensure timely completion of computer work by the staff working under the control of
individual.
To ensure proper functioning of all computers under their charge.
h.  To submit proposals for repair/maintenance of computers well in time, so that work
 should not suffer.
These posts are required as under: ~
1. Centeralized Computer'Bureau Works.
2. Coordination and assistance to different sectjons.
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NAME OF POST

- BS -3-

NO. OF POSTE |

APPROVED

JOB DESCRIPTION FOR JUSTIFICATION OF THE POSTS

Supdt. (Internal Audit) NHA
HQ.

16

3

SR

e oa o

g.

h.

Maintenance of Audit recordf/files.

Submit cases of DA C/PAC fo seniors in time.

Ensure that replies fo audit paras are reoe/ved from alf concerned at appropriate time.
To prepare audit programmes of audit teams.

To control attendance of staff of concerned section.

To prepare details of classwise audit observations i.e. proposed audit para, draft para,
advance para etc.

To prépare cases properly.

To perform as a member of audit team.

These posts are required as under. -

1.

Office Management
NHA Regular Budget Audit.
Projects and maintenance works audit.

53.

Head Daughtsman
(Planning Wing HQ

16

SN B

Q@ ™ o o o

To ensure safety and security of Projects Drawings.

To check design/drawings submitted by the consultants comparing with the
feasibility studies reports and PC~Is, PC—lls needs.

To supervise the works being carried by his juniors.

To submitt technical advises in drawing works.

To prepare drawing sheets as and when directed by the seniors.

To draught drawing from_survey reports. '

To assist the site/head office staff and ensure that prO/ecfs works are being
carried as per drawings.

For Official Use Only in NHA
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SNO.{

NAME OF POST

1.Bs

NO. OF POSTS |

APPROVED

JOB'DESCRIPTION FOR JUSTIFICATION OF THEPOSTS |

154,

Senior Enumerator
(Planning Wing NHA HQ)

16

4

e

To enumerate the transportation of goods and passangers by road.

To maintain the transportation record of all National Highways and re-check it -
periodically.

To submit load increase/decrease reports on Highways.

To visit all National Highways and maintain the record of main damages to road due to
increase of transportation load. '

To assist the seniors in Highway safety matters as and when desired.,

These posts are required as under: -

Office- management and record maintenance, in statistics section.

Field visits and collection of Highways statistics, about axel load and traffic counting.
Highways accidents and safety matters,

Coordination and submission of comperative statements,

55.

Senior Lab: Technician

(Planning Wing) NHA HQ.

16

Q@ ™2 Q0 o LA 0N~

To control the staff of Material Testing Laboratory.

To keep the equipments of Laboratory in order.

To assist the seniors in testing of material,

To prepare material testing reports and maintain record in this regard.

To ensure that sample is from same material which is being used at site.
Secure and safe the samples of material received for testing.

Responsible for security and safety of material testing laboratory equipments.

These posts are required for.the jobs as under.=

1.
2
3,

Construction Projects 5 (one each region)
Maintence Works 2
Office Management, Coordination 1

For Official Use Only in NHA
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NAME OfF POST

BS

NG. OF POSTS
APPROVED

JOB DESCRIPTION FOR JUSTIFICATION OF THE POSTS

Librarian
(Public Relation Directorate)
NHA HQ

16

1

&

To ensure safety and secun’z‘y of books/méferia/ available on the record of Central
Library.

To maintain the record and control on issue and receipts of Library Books etc.
Classification and cataloging of books in the library.

To provide uptedate information to the readers.

To advise regional library staff in matters related to Library as and when desired.

57.

Security Supervisor
(Admn. Wing HQ)

16

DI S SR o ELR S

To supervise security measures at NHA HQ.

To suggest better security steps for safety of Govi. property.

To keep close watch through his staff on the movement of visitors.

To ensure maintenance of visitors registers properly.

To ensure maintenance of vehicle movement register for security purpose.
To lookafter reception and ensure that security as well as reception staff is
well behaved with the visitors.

To guide the visitors in connection with the office busineés visits.

To ensure that the visitors are attending only the officer/office for which they
have been allowed.

To ensure placement of fire fighting instruments in proper condition.

To ensure that no official property is allowed out of office premises without formal
permission of the Incharge of section concerned.

58.

- Office Superintendent
(Admn Wing HQ &
Regional Offices).

16-

o Qo o n

- To putup cases in due course of time, with rules/policy position, on the relevant subject. |
- To ensure completion of office record in all respect of the office concerned.

To ensure maintenance of attendance/leave record of staff.

To ensure completion of Service Books and other service record.

To ensure completion of record of sanctioned, working and vacancy position.
To control movement of office files properly.

For Official Use Only in NHA
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S.NO.

NAME OF POST

- BS,

' NO. OF POSTS |

APPROVED

JOB DESCRIPTION FOR JUSTIFICATION OF THE POSTS

Q

i

j-

To ensure security and safety of office record.

To ensure punctuality of staff and submit reports to seniors in case of indiscipiine in the
office by any official. |

To supervise the work of Assistants, Clerks etc working under him.

To draughl/prepare notes on the cases as and when directed by the seniors.

These posts are required for posting as under:—

Regional Offices 5
Admn Directorate HQ 2

59.

Supervisor (General Services)
Admn Wing NHA HQ

16

a.

>TQ = o

~

To supervise working of Photocopier Section Services and to ensure that Photocopier
Machines should be maintained/repaired properly and in due course of time.

To see that Electricity, Water & Gas services are in order and make necessary
arrangements as and when needed in this connection.

To arrange repair, maintenance of office as well as residential buildings, under the use
of NHA.

To ensure proper functioning of office lifts, generator, AC Plant, Telex, Fax machines
and arrange timely repair/maintenance of these items..

To maintain grossy grounds and plantation within office and rest houses bui/dingsﬁ

To ensure cleaniiness of the office as well as rest house premises.

To ensure timely receipt and payment of utility services bills.

To arrange repair/maintenance of office furniture, instruments, machinary etc.

To ensure cleanliness of official/NHA bui/&hgs ﬁfemises.

60.

Supdt. (Record) Admn Wing
NHA HQ

16

Qe T o

To lookafter/maintain record room.

To ensure security and safely of the record received in the record room

To control movement of record properly. o

To arrange maintenance, placement, completion of registers of the record.

For Official Use.Only in-NHA
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{SNO.} NAME OF POST

BS

NO. OF POSTS |

JOB DESCRIPTION FOR JUSTIFICATION OF THE POSTS

APPROVED

To make lists annually with the consultation of all wings for destruction of expired record
and maintain details of destroyed record. '
To mainiain receipt and issue registers.

To ensure that record should not go in any irrelevant hand.

61 Suprintendent (Store)
(Admn Wing NHA HQ)

16

Qo o ola =~

Tho@

> @

bt}

To ensure proper maintenance of stores.

To maintain receipt and issue registers.

To upkeep the registers and ledgers.

To prepare detail of old/irrepairable stock and subm/t proposals for auction as per
policy on the subject matter.

To submit store items demand for purchase in time.

To ensure security and safely of store items.

To advise field store maintaining staff as and when desired by the seniors.

To report shortage of stock to seniors and suggest suitable action in this regard.
To reply the audit observations on store items.

62. Superintendent (Budget)
(Finance Wing HQ)

16

® 0o T o

f.

g.
h.

To maintain the record of Budget Bureau.

To controf the movement of files.

To submit budget cases in due course of time.

To ensure that all informations required for preparation of budget are recieved properly.
To ensure disposal of files/cases immediately after their finalization by the competant
authority.

To maintain necessry statements/registers for budget informations.

To ensure submission of cases in proper way as per prescribed procedure.

To control the staff working under his control.

These posts are required as under: -

1.
2.

To prepare, compare and collect expenditures record.
Budqet preparation/allocations.

For Official Use Only in NHA
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NAME OF POST

NO. OF POSTS
APPROVED

JOB DESCRIPTION FOR JUSTIFICATION OF THE POSTS

63.

Supdt. (Accounts)
(HQ & Regional Offices)

16

16

ST

o oQ

ha

These posts are required as under: —

I

To ensure maintenance of accounts books properly.

To ensure maintenahce/preparai/on of accounis statements in due course of time.
To ensure correciness of all vouchers prepared for payment.

To ensure that request for payment are being submitted under proper sanction.
To ensure that Cheque Books and cash are kept in safe custody under lock and key by |
the cashiers. ' |
To arrange binding of paid vouchers.

To ensure that no undue delay may occur in payment after clearance of the case.
To ensure punctuality of staff under his supervision.

To ensure that no any payment is being made in duplicate.

To.ensure maintenance of record properly.

Finance Wing HQ 6 (Finance Cell 2, Two in each of Accounts Sections) f
Regional Offices 10 (2 in each Region)

64.

Inspectors
(Maintenance field units
under Regional General
Managers)

16

108

S Q0 -

To watch the works of maintenance at site.

To ensure quality of works at maintenance sites.

To ensure that the contractors are using required equipments properly.

To ensure timely completion of works.

To ensure deployment of qualified personnel by contractors at site, as per
contract conditions.

To watch the condition of roads within particular jurisdiction and submit
reports to senior for necessary action.

To ensure proper attendance of NHA staff at site.

To ensure smooth running of traffic on ihe Highways.

For-Official Use Only-in NHA
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"NOC. OF POSTS |

" NAME OF POST BS JOB DESCRIPTION FOR JUSTIFICATION OF THE POSTS
APPROVED ~ i |
i, To remain close to the allocated site every time.
These posts are required as under: -
- Motorways Maintenance 8
— Punjab (Southj 16
- Punjab (North) 16-
Note:— See Stenographers ~ Sindh 24
at Sr.No.39 - NWFP 24
— Baluchistan 20
65. Computer Technician 14 2 a. To ensure proper functioning of Computers without any technical fault.
(Computer Bureau, b. To handle minor repair and routine maintenace of computers
NHA HQ) Admn. Wing. ¢. To maintain necessary stock of spare parts for electronic devices.
d. To lookafter working of fax machines, photocopiers etc. and to deal with minor repairs.
66. Computer Operator 14 20 a. To computerize the files being dealt by the senior level officers.
(HQ & Regional Offices) b. Data processing.
c. Programming / Computerising of statistical, diagraphic, engineering and charts material.

These posts are required as under: —

Operation Wing HQ (Const + Maint)

Planning Wing HQ (Design, C&S, Plg)

Punjab (South + North) (Const, Maint)

Sindh. (Const, Maint)

NWFP (Const, Maint)

Baluchistan (Const, Maint)

Finance Wing HQ (Acctt, Budget, Finance Cell)
Secretary (NHA)

Legal Section

~
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S.NO.

APPROVED

NAME OF POST BS | NO. OF POSTS §

JOB DESCRIPTION FOR JUSTIFICATION OF THE POSTS

67.

Data Eniry Operator 12 2
(Computer Bureau Admn.
Wing, NHA HQ)

To enter Data in the Computer.

To handle and maintain data library record.

To dealwith office management works of computer bureau as and when
desired by the seniors.

To maintain record of soft and hardware items.

Note:— See Stenotypists at Sr.No.39

68.

Computer Person 71 10
(NHA HQ & Regional
Offices)

Q5 T o

To complete routine computer works as and when receivgd.

To prepare details of computer works and maintain necessary files.
To be custodian of hard disks.

To streamline the computer works dealt in the section.

These posts are required as under: -

DG (PR)

Computer Bureau Centeralized Work 2
1
Internal Audit 7

Inspection Wing 1

Regional Acctts Sections 5 (One each Region)

69.

Cffice Assistant 11 38
(NHA HQ & Regional Offices)

ERR T S WS DA

- Putting previous papers and other references relating to the case under consideration.

Opening of files, giving heading to a file, and to keep the record of movement of files.
To keep close eye on the movement of files of his section and followup of the files.
Keeping a note of all important orders and decisions.

Recording,indexing and weeding of files.

Watching the necessity of keeping priority or security lables on files.

For Official Use Only in NHA
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-S:NO. NAME OF POST

.BS

NO. OF POSTS
APPROVED

JOB DESCRIPTION FOR JUSTIFICATION OF THE POSTS

Casual typing, maintenance of diary register, preparation of statements and puif)’ngup of
routine reminders. ' '

Custodian and responsible for security and safety of files.

To ensure disposal of time fimited cases in due course of time.

To ensure completion of Service Books when posted in section concerned.

To ensure that no official should continue in service after completion of 60 years age
and submit such cases well in time to the competent authority for decision (while
dealing the personnel management). '

To maintain staff attendance register and submit to seniors for counter signature as
directed. '

m. Recording of Notes and preparing of drafts in cases marked to him.

0.

To maintain record/list of cases under process and putup to seniors for disposal in due
course of time.
To be responsible for putting up the periodical returns in time.

These posts are required for attachment / posting as under: -

- Chairman, Office 1

~ Secretary Section -3

— Planning Wing 7

— Public Relation Directorate 2
|~ AdmnWing HQ : 14

— Regional Offices (one each) 5

— nfrastructure (HQ + Regions) 6
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NO. OF POSTS |

Regional Offices)

{2 each region.

10

To see that drawings are being prepared as per design of the project.
To compare drawing sheets with the estimates received from the field survey works
team.
e. Before start of work on drawings it must be ensured that the estimates submitted b y the
field units/consultants are as per design in accordance with the spec;ﬂcaz‘lon and
_approved cost.

S.NO. NAME OF POST BS JOB DESCRIPTION FOR JUSTIFICATION OF THE POSTS
' ‘ ’ APPROVED ' ’
-70. - Audit Assistant 11 2 a. To maintain DPS/PDPs/APs fifes.
{Internal Audit) b.  To deal with office managemnt of Audit section and maintain record.
¢.  To mainitain record of DAC/PAC cases.
d. To assist Audit Parties during audit inspections.
e. Tocompile fep//es//hformafions related to audit observations.
. To maintain reports and return registers.
g. To streamline the replies to audit observations and submit to seniors in due course of
time.
h. To submit files to seniors duly completed in all respects,
i, To Control movement of files.
71. Laboratory Technician 11 12 a. To.operate Material Testing Laboratory Equipments for material testing.
(Planning Wing HQ ) b, To maintain files/record and walch the movement of Laboratory files.
c. To getsamples of material from project sites and arrange testing in the Laboratory.
d. To assist the seniors in Laboratory activities,
e. To ensure cleanliness, safety and security of Laboratory equipments.
f. To submit Laboratory related cases to seniors in due course of time.,
These posts are in use as under:—
1. Construction Projects 10 (2 each region)
2. Maintenance Works 2
72. Draughisman 11 14 a. To prepare estimates for drawing materials required for official use.
(Planning Wing HQ / Plg. Wing 4 b. To prepare drawings and ensure their safety.
_C.
d

__For Official Use Only in NHA
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“NO. OF POSTS |-

APPROVED

JOB DESCRIPTION FOR JUSTIFICATION -OF THE POSTS

73. Asistant Librarian
: (Dfe.Gen P.R. HQ)

71

2

To stock/settle the books in Library as per classification.
To make catalogue cards.

To issue, receive and pilace the books properly.

To follow the books issued and ensure their return.

To save and secure books from any loss.

To keep newspaper files in proper way.

To ensure cleaniiness of the Library and its stock.

To prepare inventory of books.

74.  Photographer
| (Public Relations Dte. HQ)

11

IR T QST

To operate video Camera during meetings, conferences and seminars for NHA record
and electronic media news coverage. '

To prepare documeniary films for press news.

To maintain photograph y record of official-aclivities.

75. | Storekeeper
 (Admn. Wing HQ)

71
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To place store items at proper place as per classification.

To prepare inventory of store items.

To ensure safety from any damage to all store items.

To prepare detéi/s of store items being required for stock and are in shortage in the

store.

To maintain the record of demand notes.

To submit files of stores to seniors for preparation of cases.

---Fo compile the bids/quotations received.-for purchasing/auction/disposal of store items..

To maitain/prepare store record in proper way:
70 ensure that old items are received in store before issue of new items as a

replacement. ,
To prepare details of un—serviceable/missing itmes and submit to seniors for decisions.

To prepare stock registers jtemwise,
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SNOC. NAME OF POST BS | NO. OF POSTS JOB DESCRIPTION FOR JUSTIFICATION OF THE POSTS
APPROVED | »

. To submit proposals/estimates for purchase of store items.

m. To prepare necessary store statements.

n. To assist the Audit parties during stores audit,

0. To control the staff of stores.

These posts are required as under: -

1. Stationery and Furniture ltems Store.

2. Machinary, Transport and Engineering ltems Store.

786. Care Taker 77 5 a. To supervise the working of Electrician, Plunmber, Gardner, Generator
(Regional Offices) Operator, Carpenter, Sweeper and such like other staff.

b. To ensure proper maintenance of office, official residential and rest houses
buildings of NHA.

¢. To walch that utility services i.e. electricity, water and gas supply connections
are functioning properly.

d. To ensure beautiful plantation within the office as well as rest houses
buildings.

e. Toensure good services for guests at NHA Rest Houses and see that necessary rent
has been charged and deposited in the relevant Bank Account.

. Toensure that office places are acquired as per allocation.

g.  To verify the bills of repair/maintenance of buildings and utility services dealt through

- Care Taker.
h. On receipt of demand for repair/maint. of any building or utilityy service connection, he

should inspect the site and ensure that the defect, identified in the demand actually
need required attention.
7o maintain proper record of repair/maintenance of buildings and utility services.

For -Official-Use-Only-in-NHA
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S.NO. NAME OF POST 88 { NOC. OF POSTS JOB DESCRIPTION FOR JUSTIFICATION OF THE POSTS
APPROVED '
77. Enumerator 11 5 a. To assisi seniors io discharge their duties properly, in Traffic Conirol Programme.
(P!anning Wing HQ) {For works one b.  To maintain the record of counting of traffic flow on Naticnal Highways.
each region) “¢.  Tomaintain the record of classified {ransport running on the National Highways.
d. Tz compile and streamiine the reporis of consulinats on iraffic flow/axel load on a
Highway, and io submit the same fo seniors.
8. To assist the consultants in the field at the time of feasibility studies of a project in
_connection with the traffic counting/classification.
78. Surveyor (Planning Wing HQ | 11 § 10 a. To assist seniors in survey works.
& Regional Offices) ' Plg. H@ 5 b. To maintain Survey instruments neat and clean.
One each region 5| c¢. To keep survey instruments in safe custody and proper condition.
d. To maintain Survey record properly.
e. Toremain present at site and watch ithe survey works being conducted by the
Consultants/Contractors.
. To handle survey instruments while survey is in hand by NHA surveyor.
79. Accounts Assistant 11 24 a. To open/maintain office files of the section concerned.
(Finance Wing HQ & Finance HQ 9 b. To control the movement of files.
Regional Offices) (Accounts, Budget]  c¢.- Tc submit the cases to seniors in due course of time.
Finance Cell) d. To prepare vouchers for payment properly.
3 each region 15 e. To maintain Accounis Books.
. Te compile-Aceounts Statements.
g. To prepare monthly salary/pay bills.
h.  To submit bills after careful study for payment.
i, To arrange binding of paid vouchers properly.
J. To collect Bank statements from Banks for NHA record / action.
k. To maintain attendance register of staff as directed by the seniors.

For Official Use Onily in NHA
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S.NO. NAME OF POST BS | NO. OF POSTS , JOB DESCRIPTION FOR JUSTIFICATION OF THE POSTS
' APPROVED - :

. Toissue cheques to concerned parties on receipt of passed voucher as per policy
instructions.

To complete cash book.

To ensure security and safety of cash in hand.

To disburse pay and allowances and other payments and maintain proper record.
To ensure safe custody of cheque books.

To maintain record of concerned section.

To update the data for Budget preparation/allocation.

To submit cases to seniors for necessary action.

To prepare budget reports/returns in due course of time.

To compile expenditures against allocated budget estimates (Headwise).

To assist the land acquisition staff in mearurement of land.

To see site plan/drawing and ensure that the land being acquired is as per p/én.

80. Sub—-Engineer V 11 &
(Infrastructurs) HQ 1
Regions 5 To check engineering side factors in infrastructure works.

To maintain record of ROW., Land, Ulilities inside the NHA land in accordance with the
drawings of ROW.

“e. To see/check engineering side matters related to land of NHA and updaie drawings in

Qe ool ~» 59w O 33

this regard.
f..  To deal with and assist the seniors in infrastructure and land matters from the
engineering point of view.

81. Key Punch Operator 10 4 a. Feeding of Data received for computerization.

(Computer Bureau Admn. b.  To maintain inventory of compuler files.

Wing HQ) c.. To keep hard disks in proper way.

These posts are utilized one each for Finance, Operations, Planning and Administration

Wings matlers.
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NO..OF POSTS §

SNO. NAME OF POST .. -BS JOB DESCRIPTION FOR JUSTIFICATION OF THE POSTS
APPROVED ' '
82. Kanogo (Infrastructure) 9 2 a. To assist the officers in assessment of land and related utilities.
NHA HQ b. To maintain revenue record of all Highways.
¢. To undertake the land acquisition process for the new alignments.
d. To followup the land acquisition cases of NHA in different offices/departments.
e. To maintain record of Land Acquisition Court Cases and other disputed matters about
fand.
83. | Upper Division Clerk 7 65 a. Filing work.
(All offices of NHA) b. Paging, paragraphing and completion of files.
¢. To handle with the movement of files.
d. To followup/locate the section files if not received back within a weeks time.
e. Casual typing work/Diary Despatch.

These posts are required as under.; -

Chairman Office 1
Secretary NHA 1
Inspection Wing A 1
Internal Audit 1
Planning Wing 17
P.R. Directorate 1
Admn Wing HQ
_Finance Wing HQ 4 .

Operation Wing HQ 5

3 each regional office 15
Infrastructure 7
(HQ + Regions)

For Official Use Only in NHA
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SNO. NAME OF POST BS:§ NO. OF POSTS | - - JOB DESCRIPTION FOR JUSTIFICATION OF THE POSTS

APPROVED
84. Lightman : 7 : 1 a. To assist the Photographer.
(Directorate General PR HQ) b. To assist the Press Photographers in NHA Programmes.
c. To operate lights for photography.
8s. Telephone Operator 7 4 a. To operate NHA Telephone Exchange Key Board. _
’ (Admn. Wing HQ) b. To perform Telephone Duties as and when desired by the seniors.
¢. To book telephone calls and maintain necessary record.
d. To compile Telephone Bills and verify with the Telephone Call Register.
e. To ensure that Telephone under their control are not misused.
These posts are needed to run the telephone exchange of NHA around the clock.
86. Senior Acctt. Clerk 7 19 a. To assist the Accounts Assistant in maintaining the accounts record/registers efc.
-(Finance Wing HQ & b. To update/compile/ necessary record for preparation of periodic accounts returns/
Regional Offices) statements.

To streamline the Accounts files/record. ¢

To control the movement of files/cases of Accounts.

To see binding works of paid vouchers etc.

Casual Typing work.

To update/compile data received in respect of Audit Observations.

To keep the files in good conditions.

To control the movement of audit files and followup of the céses moved for decision of

>Q@ Mo a0

o~

~ seniors.
j. Filing work.
These posts are required for posting in Accounts, Audit, Finance Cell, Budget and Regional
Accounts Sections.
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SNO. - MAME OF POST NO..OF POSTS JOB DESCRIPTION FOR JUSTIFICATION OF THE POSTS
APPROVED |
87.  |Lower Division Clerk 92 a. To deal with dak receipt and diary/despatch in the section.
(NHA HQ, Regional Offices) b. Typing work of the section.
e F 17ing work as and when desired by incharge.
d. To assist the Asstt/UDC in discharging their duties.

These posts are required as under: -

Secretary NHA 4
Internal Audit 7
P.R. Directorate 2
Finance Wing HQ 6
Punjab (South) 6
Sindh 7
Baluchistan 5
inspection Wing 1
~ Planning Wing 22
Admn Wing HQ 19
Operation Wing HQ 7
Punjab (North) 6
NWFP 5
Infrastructure 7

Duties of LDC while posted as Diary Despatch Clerk will be as under: -

a.

To receive Dak for diary/Despatch for all NHA Sections in R & | Section.

To Update Diary/Despaich register in all respects.

To check the enclosures, if an v with the letters.

To separate fair copy from the office copy and records date of despatch on both copies.
To affix office stamp on the envelop, mentioning address of sender.. . .

For Official Use Only in NHA
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S.NO.

NAME OF POST

BS

NO. OF POSTS
APPROVED

JOB DESCRIPTION FOR JUSTIFICATION OF THE POSTS

s Q

T~

x T

To return the office copies to sections concerned.
To prepair envelops for sending the Dak received for despatch.
To sortout the dak fo be despatched carefully and separate local dak from the dak to be

sent by post.

To prepare Dak book and pass it to Naib Qasid for Delivery to concerned office/officer.
To keep cyclostyled adress slips for addresses frequently addressed.
To maintain record of postal stamps used, telegrams, TCS, DHL, UMS efc.

To prepare visitors register.

To issue visit slips.

To guide the visitors.

To maintain visitors record.

To handle telephone calls/messages at reception.

gs.

Laboratory Assistant
(Planning Wing HQ)

6
Regions 5
HQ 1

To assist Lab. Technicians in material testing.

To maintian the files of Laboratory in line.

To maintain/clean the Laboratory equipments.

To deal with dak receipt and Diary/Despalch in the Laboratory.

To maintain the Lab. equipments record and prepare Lab. equipments Stock Register.

89.

Tracer
(Planning Wing HQ)

To assist senifors in tracing/draughting of drawings.
To do the tracing work of drawings prepared by his seniors.
To maintain the record of tracing works.

90.

Ferroprinter Operator
(Planning Wing HQ)

a o oalo oeleo oo oale as on

- To operate Ferroprinter and prepare drawings on it.

To maintain Ferroprinter Machine.
To maintain necessary register/record about Ferroprinter Machine.
To maintain stock register for Ferroprinter Machine items.

For Official Use Only in NHA
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NAME OF POST

- BS

' NO. OF POSTS

APPROVED

JOB DESCRIPTION FOR JUSTIFICATION OF THE POSTS

91.

Telephone Lineman
{Admn. Wing HQ)

1

&

To watch proper functioning of Intercom and direct Telephone numbers.

To report defects of telephones to seniors and do the needful.

To see that no telephone number should be changed/shifted without prior perm/ss,'on of
the competent authority.

To change/shift telephones sets from one place to other under the orders of the
competent authority.

To instal new telephone sets as and when dierectd by the controlling officer.

To ensure that a telephone aez‘/number is under use of the officer/cfficial for whom it is
installed.

To ensure proper functioning of telephone Exchange of NHA.

To ensure that all Telephone sets and other telephone instruments of NHA are in good
condition. '

To ensure that telephone connections are in working condition.

To be responsible for cleanliness of NHA Telephone Exchange.

Coordination with PTC offices in connection with the telephone matters.

To-handle routine/minor repair maintenance of Telephone instruments in NHA.

To watch/lookafter all telephone fines of NHA from the point of safety and security.
To maintain necesssry stock of instruments required for repa/r/mlantenace/ upkeep of
Telephone system in NHA.

az.

Photocopier Operator

(Admn. Wing HQ &

| Regional Offices)

HQ . 4

Regions 5
(One each)

T ™m0 QH T n

To Operate Photocopier machines.

To ensure its timely repair/maintenance.

To ensure that Output of Machine is satisfactory.

To ensure that machine is not mishandled/misused.

To maintain necessry record of repair/maintenance of the machine.

To maintain record of number of copies made by the machine.

To ensure security and safety of the machine.

To operate Duplicator Machine and ensure its repa/r/ma/ntenance in due course of time.

For Official Use Only in NHA

82




(Admn. Wing HQ )

Q0

S.NO. NAME OF POST 1 BS _"NO. OF POSTS | JOB DESCRIPTION FOR JUSTIFICATION OF THE POSTS
1 ; | APPROVED : ' o
a3 Electrician 5 4 a. To maintain e/eci‘ricity connection within the office, Rest Houses and NHA Residential

Buildings.

To assist the WAPDA staff as and when their services have been acquired by NHA.
To ensure proper repair/maintenance of electricity items.

To report defects of electricity connections/wiring, needs immediate attention of
NHA/WAPDA. :

To maintain necessary stock of electricity repair instruments.

To maintain record of major eletricity faults/repair/maintenance.

94.

Painter
(Admn. Wing HQ )

To colour doors, windows, furniture for routine maintenance.
To maintain road sign boards. '

To maintain vehicles Number Plates.

To maintain office name plates.

g5,

Carpenter
(Admn. Wing HQ )

To upkeep the wooden items of the office and residential buildings of NHA.
To handle minor repair/maintenance of office furniture and fixtures.
To ensure/check that all wooden items are in proper condiiion.

96.

Masson
{Admn. Wing HQ )

To maintain construction of NHA buildings.

To repair damages of buildings construction,

To see proper works by labour when engaged from market.,

To see proper disposal of rain water from roof of NHA building.

97.

Lift Operator
(Admn. Wing HQ)

To operate the Lift of NHA.H.Q. o

.‘D.QD.O“.“).QP.G'.“’S’D“S\).Q?’D‘?)-‘"SD

To ensure its proper functioning.

To ensure its proper repair maintenance.

To ensure its security and safety.

To maintain record of its repair/maintenance,
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SNO. NAME OF POST BS | NO. OF POSTS | JOB DESCRIPTION FOR JUSTIFICATION OF THE POSTS
| APPROVED | o S
98. Generator Operator 51 1 a. To operate Generator as and when desired.
{Admn. Wing HQ) b, To ensure proper repair /maintenance of Generator.
4 c. To charge/provide oil of machine in due course of time.
d. To see that functioning of the generator is in good condition.
e. To reportimmediately the defects efc. to seniors for necessary action.
f  To ensure safety and security of the generator.
'99. | Plumber 5 2 a. To ensure proper water and sui Gas supply within the NHA Offices and reS/dentla!
(Admn. Wing HQ)J Buildings.
b. To assist the Water Supply and sui gas staff as and when they are attending any NHA
work. i
¢. To ensure proper repair/ maintenance of water and Gas ftems.
d. To ensure proper functioning of water and gas supply connections.
e. To handle minor repair/maintenance of items related to water and gas supply
connections. A
f.  To maintain necesssry instruments stock for repair/maintenance of water/Gas supply
connections/items.
100. | AC Plant Qperator 5 1 "a. To operate the plant as per requirement.
(Admn. Wing HQ) b To ehsure timely repair/maintenance of the piant.
¢. To ensure proper functioning of the plant.
d. To report defects of plants to seniors for necessary action immediately.
, | e. To ensure safely and security of the plant
1101, | Telex/Fax machine 5 - 1 2. To operate telex/telefax machines.
operators " b To ensure that reference received for telex/fax is rea//y of important and urgent
(Admn. Wing HQ) nature duly directed by a Director level officer.
c. To maintain Fax messages register.
d. To ensure that telex/fax machine are not handled by irrelevant person.
e. To ensure safety and security of instruments.
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JOB DESCRIPTION F OR JUSTIFICATION OF THE POSTS

S.NO. NAME OF POST 8BS | NO. OF POSTS
APPROVED
102, {Junior Accounts Clerk 5 13 E a. Typing work of Accounts Section concerned.
(Finance Wing HQ & Regionad - b. Dack receipt and despatch work.
Offices) These posts are required to utilze their services as under: -
— Finance HQ 3
— Regional Office (2 each) 10
103. | Patwari 5 15 a. To assist Kanogo in land acquisition matters.
(Infrastructure Regional (3 each Region) b.  To maintain record of Hasra numbers, Jamabandi, Akas, Shajra Kiswan and land
Offices) acquisition register.
c. To assist the Surveyors during the process of Serve y for land acquisition.
d. To assist the seniors/revenue staff for disbursement of compensalion to the
land owners.
e. To maintain the permanent record of mutation in favour of NHA on different
alignment/ ROW in the region concerned.
f. To maintain the record of NHA lands/infrastructures.
g. To collect and maintain information about NHA land properties.
104. | Driver 4 225 a. To drive the vehicles on which deployed by the seniors.
(For alf offices/entitled b.  To ensure safety and security of the vehicle allotted,
Officers of NHA) c. Toensure change of off, tuning, service efc. in due course of time, of the allocated
vehicle.
) d. Toreport defeﬁct;s,ta Incharge Officer immediately for repair/maintenance,
e. To ensure that vehicle’s defect is fully removed/repaired.
f. To ensure updating the Log Book.
g. To report the renewal of Registration, Token Tax, Insurance etc. in due
course of time to the seniors for necessary action.
h. To keep the vehicles neat and clean.
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NAME OF POST -

- 8S

NO. OF POSTS |
APPROVED

JOB DESCRIPTION FOR JUSTIFICATION OF THE POSTS

To'change tyres at the time of need.

To ensure that spare lyre and kit of necessary }'nsffumenfs are always with

* the vehicles in good condition.

To check the vehicles carefully at the time of handing/taking over of the charge.
7o check oil and water etc. before driving the vehicle and take necessary '
action in all respects for safe driving/journey.

These posts are required for pos'ting'with officers/sections as under: —

Chairman, NHA
Secretary NHA
inspection Wing
internal Audit
Planning Wing

P.R. Direciorate

Admn Wing
(HQ + Regions)

Finance Wing HQ

1 A
2 (Personal duty + council, Board, Courts duties)
2 (GM + Site Inspections with Director)

1 '

28 (Member + Directors + Material quarry sites and
survey duties)

7 .

38 (Staff Bus + Officérs coaster + Ambulance + VIP/Official
Guests duties + utility services + D.R. Duties + Pool
Duties + Night/Emergency Duties
Member + Director + Regional Offices Admn Pool +
Emergency elc ) ‘

8 (Member + GM + Fin.Adv: + Directors + Bank/AGPR
Duties + Miscl: Duties) '

— Operation Wing HQ 7 (Member + GMs + Directors )
—~ Punjab (South) 22 (GM + Directors + Maintenance Units + Site
duties )
— Punjab (North) 22 - do —
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S.NG. NAME OF POST NO. OF POSTS - JOB DESCRIPTION FOR JUSTIFICATION OF THE POSTS
APPROVED |
-~ Sindh 29 (GM + Directors + Maintenance Units + Site
Duties )
- NWFP 27 (GM + Director + Maintenance Units + Site Duties)
~ Baluchistan 25 (GM + Directors + Maintenance Units + Site Duties)
- Infrastructure 7 (One each Region + Director + Inspection/Pocl)
- Motorway Maint. 5 (Director + Site Duties )
105. Cook 6 a. To prepare and serve meal, tea, refreshment items for guests of NHA.
(Admn Wing HQ & Regional Admn HQ H b.  To maintain thie kitchen neat and clean. -
Offices) Regions 5 ¢. To maintain crokery in good conditon-
{One each ) d. To store suitable quaniity of food items.
106. | Mali 9 a. To maintain plantation in NHA Offices and Rest Houses.
(Admn. Wing HQ and b. To grow seasonal flowers.
Regional Offices) c. To maintain grossy grounds.
d. To ensure safety of flower pots.
These posis are required as under: —
- HQ 3
- Punajb (North) 2
— Other Regions 4
107. | Daftari 2 a. To assistthe Recordkeeper in completion of his job.
(Admn. Wing HQ) b. To ensure cleanliness, safety and security of record/record room.
¢. To place the record a}proper space fixed for the same.
d. To check and ensure good binding of record.
e. To check the condition of record time and again and intimate the Recordkeeper about
any damage noticed by him.
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NAME OF POST

S.NO. BS | NC. OF POSTS JOB DESCRIPTION FOR JUSTIFICATION OF THE POSTS
APPROVED ‘ ' '
108. {Naib Qasid 1 264 a. To carry official files/papers from one place to the other within and out of
(All offices of NHA) office premises for official purposes.

b. To keep the office, furniture, record and fixtures neat and clean.

¢. Toconduct the visitors.

d. To provide drinking water & tea etc to the officiais.

e. To be responsible for carriage of stee! boxes containing office record from one place to

another.
¢  To shift articles of light furniture e. g. Chairs, Side racks, side tables, almirahs etc.
g. To ensure security and safety of office instruments/record during office: Working hours.
These posts are required as under:=
- Chairman Section 4 {Cha:m’ar O‘ﬂce ratoéa/ Off/cef, th‘f Offlcer, Dak Dutles)
~ Secretary Section & (Secy:, Dir (Legal), Dy. Secy:, DD (Legal), Dak Duties)
— Inspection Wing 2 (GM, Director) '

~ Internal Audit 4 (Director, Dy Director, Dak Duties)

—-  Planning Wing 53 (Member, GMs, Directors, Dy. Directors, ADs, Dak Duties)

- DG {PR) 6 (DG, PRO, Protocol Officer, Library, Auditorium, Dak Duties)
- Admn Wing 15  (Member, Director, Dy Directors, ADs, R &I, Transport, Store,

Record, Dak Duties)

— Finance Wing 18 (Member, GM, Fin: Adv., Director, Dy Directors, ADs, Staff
Duties, Dak-Duties)

— Operations Wing 11 (Member, GMs, Director, Dy Directors, ADs, Staff Duties, Dak
Duties)

Regions: — A

—  Punjab (South) 24  (GMs, Director, Dy Directors, ADs, Staff Duties, Dak Duties)
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JOB DESCRIPTION FOR JUSTIFICATION OF THE POSTS

S.NO. NAME Of POST BS | NO. OF POSTS
a APPROVED
- Sindh - .30
: - NWFP 29
~ Baluchistan 27 ,
— Infrastructure 8  (Director, Dy. Dir, ADs Dak Dutjes)
! —_Motorways Maint. 4 (Director, Dy. Dirs, ADs Dak Duties)
109. | Helpers 1 13 a. To assist the seniors as and when directed.
) (Planning Wing HQ and Planning 8 b. To shift official record, instruments, material samples, office equipments efc,
Motorways Maintenance) Motorways 5 on the directions of the seniors. "
Maint. ¢. To handle cleanfiness of office/Laboratory and equipments.
d. To remain present at project site and lookafter the activities of Consultants/ Coniractors.
e. To perform duties of Naib Qasid as and when desired by the senjors.
These posts are required for site and Laboratory works.
110. | Chowkidar 7 87 a. To perform security duties round the clock in rotation.
(Admn. Wing HQ & b. To keep close eye on the visitors.
Regions) ¢. To see that no office insruments/record etc. should move out of office without
prior permission of the competent authority.
d. _To maintain Office keys entry Register.
e. To maintain official vehicles movement register.
f. To ensure that no irrefevant person shouid enter into the premises.
These posts are required as under; -
- NHA. HQ 20
~  Regions {Inciuding Maintenance Units, 67
Regional Offices and Site Offices)
~ Punjab (South) 12
— Punjab (North) 13
- Sindh 14
- NWFP 15
— Baluchistan 13 .
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S.NO. NAME OF POST BS I NO. OF POSTS JOB DESCRIPTION FOR JUSTIFICATION OF THE POSTS
~ APPROVED : ‘
111. | Sweeper _ 1 25 &  To keep the NHA building premises neat and clean.
(NHA HQ and Regional b. To keep the all Bath Rooms neat and clean.
Offices) ¢. - To share in the shifting of office furniture, equipment, record etc. from one place to
another.
These posts are required as under: - .
- NHA. HQ 18
— Punjab (South) 1
- Punjab (North) 2
- Sindh 1
- NWFP 2
; — Baluchistan 7 g
112.  {Dy. Directors 18 10 These posts-are included in the core strengih at 1 0% of total posts of respctive scale/post
Asstt, Directors 17 10 as leave reserve for meelting shortage and emergency jobs. -
Drivers 4 23 '
All officers-and staff have to perform any other job in addition to the assignments mentioned above,

as and when directed by the seniors.

All officials should note that if any of the following "Labels" are used by seniors on any case / F.R. the dealing Assistant
Directer /Suprinterident/Assistant should ensure that concerned case must be disposed of within the time period as

mentioned against each: —

a. IMMEDIATE :—

b. PRIORITY -—

This lable will be marked to the cases requiring instant attention and in any event final

disposal within 24 hours.

This lable will be used on the cases which should be disposed of within three days.

20




. JS.NO. NAME OF POST BS | NO. OF POSTS : JOB DESCRIPTION FOR JUSTIFICATION OF THE POSTS
. ‘ : : APPROVED

JUR/SDICT/ONS OF GMS IN PUNJAB

GM (Punjab—South) ' He will be GM Incharge of all NH Works in Multan Division, DG Khan Division, Bahawalpur
Division and Faisalabad Division. Precisely, he will be the GM Incharge of N—70 (All Punjab
Portions), N—55 Indus Highway (All Punjab Portions) and N~ 5 (from Sindh/Punjab Border to
Sahiwal District boundry at Gaimbor).

GM (Pun[ab—Northz He will be GM Incharge of all remaining National Highway Works in the four Pun/ab D/wszons
L.e., Lahore, Rawalpindi, Sargodha and Gujranwala.
Auth: - Member (Operations) NHA Office Order No. 12(2)NHA/PS/M(0)/95 dated 206 1995.
; . Approved by: - _
f SHAHID AZIZ SIDDIQI
Chairman
| Supervised by: -

M. AMIN KHATTAK
Member (Administration)
Compiled by:~

ALI AKBAR MEMON,
Dy Director (Personnel)

Computerized by:—

LUAZ AHMAD,
Computer Person

¥ For Official Use Only in NHA ' 91




B e - HATIONAL HIGHWAY AUTHORITY.
,«m«— e P S Admn Wine Pers_dnﬂel Bure:m' e
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e No.22 (1)-Admn (BYNHA/OT/ 72
U e " QFFICE ORDER

L ‘National Highway Authority is. implementing: a mega development portfolio. Allthese
-+ projectsiare subjected to the environment and social safeguards so, that comprehensive Enviroament

. Impact Agsessment (EIA)of each project is carried out, an Environmental Manageme_ti‘tePla’ri (EMP)
- is prepared and regilatory clearance obtained from the EPA or provincial EPD. The social .~
. safeguard requires ‘that social "itnpaet_AAs'sessmentA(SIA);is’.CondﬁCted, and Land Acquisition and = |
" Resettlement Plan (LARP) finalized. During :i_rnplementa.’cien- the EMP and LARP has to be
L executed, monitored and evaluated. It-has been experienced that the planning and execution of these
1 “activities are critical to. the tim‘ely_-'eo'rnmer’lc'ement‘ of the ‘projects. NHA. presently lacks: the
. institutional structure and capacity to accomplish the desired objective. = o
R R A Currently GM LM & ISis responsible. for land -acquisition, however his role'is imited to .
| B eo’ord._inatio:ri; only. For EIA, SIA and.pr"epariatflon-ofLARP ant adhoc envi_romrient.cell, staffed by a . "
1. Deputy Director and an-Assistant Director, under GM (Planning) exists Which need a Coordinating -
’ . ' Office [Headquarter to perform the desired functions; Considering the above-‘requir'ement,_National’
Highway Council dmiiig,'its"»ZI#‘Meetingfheld ofi Jamiary 03, 2008 has approved restructuring of -
: i Fforestation Land Acquisition & Social -

s '; . Land Mana{genien’t & Infrastructure Wing as Environment,
) ;-“3.' : _‘.EItv,ﬂaé'tﬁerfef_ere',Ade'eidedte-':rest'rﬁcmre--LM&IS section as Enﬁrbnfgem; Afforestation, Land
*“and Social (EALS)GM (LM&IS) has been re-désignateéd-as GM (EALS) with. immaediate effect.

“Approved organogram Of EALS Wing is’ sttached as Annex-A. Job description of GM (EALS),
~* Director Land & Social Section and Director Environment. and’ Afforestation Section alongwith

" Resettlement and Eaivironment Specialist are attached as Annex-B. The job description of DD/AD
“« to'work under (EALS) will be prépared by GM (EALS) and forwarded for notification by. 20 April -
N S 2008; After three maonths entire organization / job description wilt be reviewed  to. finalize the

- o function ‘of the GM (EALS) and its offises. All *he officers and staff working in LM&IS &
. " Eavironment Cell of NHA. (presently sworking under Member (Planning)) and Specialist hired for

" the purpose shall hér;cequth work under the administrative control of GM (EALS): TR

Thlshas éﬁpéeval of the Cha1rman NEA. o BN , féiﬁL o
T (WIQAR HUSSAIN)
§ - Director (Personnel)
'uﬁonLi_St-_ A S e
. AllMembers. ~ . PRt _VDD(PR)NHA,HQ-; :
“ Al GMs (Region/t Qs/P:éject)' (L]W’!ﬁ e " Officers Concerned.

o

o' Secrétary, NHA™ o0 800 Chairman NEA.

o “Director (Legal) NHAHQ ~ - - SOt DG (Admn) NHA. , -
6 - Di]{(lfiSf\;gpt‘iOﬂ) NEA, HQs SRR . Tncharge Computer Cell;(Personnel Bureau) - ’
" Dir (Bstlishmen NHAHQY NHAHO . L

o DD (Coﬁﬁdenual)NHA,HQﬁ- 0 e MagterFile .

o DD (Recruitment/Training) NHA, HQ. - - s Personnel Files '

e © e @

)

opyto.

PSthha'irmalnNHA. RN R T DR o
LA PS'tb‘DG'(Admn)NH_A;.:F . S ' oo v e
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',_'-Joa DFSCR..WPTIIOI\T mR JUS"PWICATION oF T iE . POSTE - ENVIRONMENT.
| AFF oau,smrrowr LAL‘\TD ACOU ?"‘rom & socrm, WING

1,'A GENEPJ.L‘MANAGER (EAL )

act as a focal person for land acquisition, xesettlement environment, afforestatxon and,

, followmg -

Sa. Advrse NHA'’s management at head ofuce regions and constructron pro;ects on
all 1ssues related to land management social and environmental aspects

- b. Prepare terms - of reference for consultants to conduct . EIA & SIA and
" formulation of land acqulsmon resettlement and envuonmental management

‘ plans : :
c. ; Coordmate the procurement of consultants/experts services for conduct of

 EIA/ SIA and preparauon of LARP and EMP wuh P&CA

de Supemse and momtor the consultants work program to -énsure that all
' activities are conducted .in accordance. with agreed timelines, relevant policies
A _‘and procedures and that due processes ha\,e been followed

e Revxew and approve \_he consultants 1eports ensurmg that the reports are m'
- _accordance wrth GOP s pohcxes and donor ] requxrements

. f. Ensure that the structured and mformal stakeholders consultatlons and
- public hearings- are carried out and the necessary mlormatlon are
‘mssemmated to aJl concerned ' v

_Aproperly
B .' h. f VTo rollow up the land acqursmon ollspute
. _] -] To ensure that R O Wis not occupu, l lllegally
" k - -’I‘o arrange removal of un- authonzed encroachment vntn the coordrnatxon of

concemed Provmcral Govemment authontxes/ N HA regional GMs."

o L _Relocatron of a.ll utrhtles fallen wrthm the ROW and removal of forest etc -
L ms _.To ensure that ROW record afe, bemg mamtamed properly
e n. o ensure negotLanon mth land owners and payments for land acqulsmon

1-“'_after proper checkmg of srte

e ,Coordmate Wlth Federal Provmcxal (,ovemments Local Admrmstratxon NHA
R ofﬁces for land a_nd utllmes matters S :

te General Manager (Envuonment, Aﬂorestatron Land Acqulsxtxon & Soc;al Matters) wrll

soc1al matters HlS duties and funcnons sllall compromrse but not lumted to the

g To ensure ..hat land aC([UlSlLlOI'l md resettlement processea is takmg place:.

" p. _To forrnulate polxcres and guxde lines “for the ‘proper and effi cient act;uxsltzons', SN
© 7 inaniageément and utilization of Right- of Way (ROW) appurtenant to the

following aspects of the l\!atlonal nghwm St




- (1) Acquisition of land f<’3r’est.abl‘ishm'_ent]expansipn of R.O.W.
C2) Relocation of utilities, T
(3)  Removal of encroachments, - :
{4) ©  Maintenance of land/R.0. W record,

~q. To 'lia.is'_eA' and 'éoor.d.i:nate with  General Managers (Regidnaﬁ) _ NHa,
C Federal/Provincial authorities - ‘and - utility departments/
' corporations/companies in regard to the aforesaid matters, - T

r.> . - To nﬁ'onifor progress of  tasks. aSSignéd to GMs (Regional) Land Managémen 7

: o St_aff and PDs NHA in connection with acquisition of land for roads.” = - s
_ Director iLand/Social), - | o :
| - The duties and functions of the Director '(La‘nd/S_ociaJ) shall comprise but pot
S restricted to the following:- ' S '
,-ffi'fra. : Coonjnatiqn for all ' land 'r_hanagenién,_t related issues with- the  Project
' GMs/Directors and ensure economic utilization of funds carmarked for land
- .acquisition. . . R Lo TR . '
ok 9_ S b.  Liaison with Regional GMs and RAMD on land management. and ROW matters
B , Otl'peﬂnanént,b%s‘is. N TP N B '
e Mamtam éqmplete recoid/data of land management and socia]'iss'ués including
S follow-,up' of land- acquisition dispttes and response to 'peutio'ns/complamts
received from general publi¢ regarding payment of compensation other related
Issues .
d. Assist the Legal Bureau in court cages concerning land dcquisition disputes
¢.  Prepare TORs for social assessmeht, resettlement studies for consultants and
ensure that the documents meet the requiremerit of financial partners -

£ V,‘_'Sl'lpgéri/i:se . and monitor conéﬁitant'é work _éngéged for CQnduc{ of SIA and -
nents prepared by conéulmnté’ensuMg *

PR g Rc‘:IVie\vvvf_arid app‘rove'S'IA:_:a'n_d LARP docume ts
S " that'these meet the donor’s {equi{cmen_t- and GOP’s regulations.

- 'h. Cause to evolye resettlement and entitlement framework, -

o J - ‘Cause A'tvo'fot""rm.l_late_’ithe land aéquisitipn and resettlement pians'ixl a{ccofdance’
. with agreed timelines. LR S

K Momtonng and reporﬁng’ "of  social issues co#xpiiance durixig_:f:’the
~ implementation of the project. . . T T T

S _derditia:tioz;ifoi- all relevant foreign missions visiting various pr,oj‘ects for social
L im;jac'_:'trevie'w and analysis. .. - AR T T B

7

, 'Cuétodx_'an'of,related 'récord besides coordinating and Coﬁdixctiné_‘stqdi@‘s ;
,C{onceming social impactiasscssment and mit_iga‘ting'_'r‘neasures', R

v,
¥,

n. -A-és'ist— the GM (EALS) in diSchérg'e of _his'dé\:y=t'b-day ldu‘ti’cs and attéhd,to any
other duty assigned by the h’ighe’r’-up‘s.:_' B o

RO




”Dirac‘tor {Emr-lmnment/Af’ oras..ncion) The duues and functions of ‘the Director

'(Enwronment/ Afforestatlon) shall comprrse but not rcstrlcted to the followmt7 -

" as Orgamze and setup enwronment/afforestauon umts
b, Develop ’I‘OR for consultant serﬂces o conduct EIA and formulate EMP.
. c. o Momtor and supervise the coqsultants work of conductmg EIA and rnomtormg

_';of enwronmental pararneters to ensure the proper procedures and processes.

d. _'To revxew and approve documents prepared by consulrants to ensure the
. desired quahty

' e.j_ o Develop trammg / sensmzanon procrrarns for environment / afforestatlon and

other NHA - staff in collaboratxon wrth the ~ Supervision . Consultants
(Envn"onment) ”
o V_ il "Ensure that the pro;ect desrgn and specrﬁcatlons adequately address the EMP
' g S ‘Ensure that constructlon contractors deVelop and xmplement envrronmental

iunpiementanon plans con51stent wrth thé EMP

g »-Ah. v 'leuse W1th the contra_tors ,supennsron consultants environmental and
SR prolect coordmators of different packages on melementatlon aspects
‘ _pertammg to envuonmental issues. .

L Estabhsh hatson/dlalogue wrth NGOs and cornmumbj groups 1mpacted by
‘projects and: ensure that their legmmate concerns and suggestxons are
appropnately addressed and mco:porated in the pI‘O_]CCt

Gt v

k Review envuonmental performance o[ vanous pro;ects through assessment of*
' _.penodlc , environmental momtormg reports (a1r water soﬂ tree
: pla.ntanon/ sumval enhancement meaeures, etc) ' S .

Lo . Conduct penodxc enﬂronmental audrt of vanous pro;ects

m. Provrdmg in- house envxronmental trammg to vanous staff mcmbers and
. _,conductmg refresher sessxons to adclress enwronmental 1ssues

n Provide. summanes of ongoing prOJects on envrronmental 1ssues to the GM
R (EALS) and uutLate necessary foUow up acuons ‘

o Prov1de assxstance to the govemment/ donor agencres to supcmse the

Lo unplementaﬂon of EMP durmg constructxon and operatmnal phases of - the
':;...pro_lect : S

p. ';";]:_Collate and prepare good practxce / guidance_ notes on'/integ’rativn‘g‘

- environmental ‘issues - into ‘engineering: design and’ on implement'mg
envxronmental mcasures in the roed const.ructxon and mamtenance programs

Assxst the GM (EALS) in dlscharge of h.lS day to day duUes and attend to a.ny
other duty assrgned b] the hxgher ups ,,"_ L T e




a.

V Resettlement Speeialist

:Ba;si:d on the finding of initial Envir

construction. -

 Check /: verify environmental

- Ensure- that the bid - documents
disruption /dam
~ construction.

- monitoring parameters listed in IEE report
- Operatiorial phascsi S S S

Undertake poverty impact assessment
ADB's Handbook n - poverty ‘and Social . Analysis.
- analysis of qualified economic benefits and estimation
for selected roads. ~ L

for selected roads in accordarnce with

Prepare a - distribution
of poverty impact ratios

- Investigate land acéquisitio

planning and .prepare a r
- resettlement, handlbook o

n and res_ettleiment impacts, carry out resettlement
esettlement plan with ADB'’s policy on involuntary
n resettlement * A guide to 8ood practices”. '

Carry  out socia] analysis ihclu‘ding assessimment of genderb and indigenous

people and prepare appropriate action plan, as required, in accordance with
~ADB's relevant policies and guidelines. : : - '

Envi:-x;'onmé'ht Specialist

onmental examinations (IEE} during
Uate measures ‘are incorporated in the
including those _enicouritered during

environment study assure that the adeq
designi to mitigate the _adverse impact

tal impact é’sSessment (EIA) and or  initial =
-environimental examination (IEE) and swmmary IEE and E

EIA for selectéd road
-in accordance with ADB guideline : SRR

s and othet requirements,

_ include specific provision to minimize

nage to  the . environment rand local settlements during

Prepare Environmental management plan to address implementation and
before, during construction and -




