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Menber {Finance)
a. To supervise all the financia! matters re{ating finance, Budget, Accaunfs, Revenues,

Scrutiny of PC- | and evaluation af bids and tenciers etc.

b. Liaise witfi Finance, Cammunications, Planning and develapment, Esonamic af{airs
' divisions and CBR for all retated matters concerning NHA's Finances, loans, grants

and release of funds, duties and taxes.

c. To caordinate witi't doner agencies and carryout loan negotiations, other allied natters

etc.

d. Supervise manatgment of NHA fund account and other bank accounts in accordance

with poticyframed by the NH Councit/ Executive board and inslructions aI the

Government of Pakistan

e. Superuision, preparation of final accounts af the authority and submission of yearly

repartto the Executive Board/ NH Council'

f. Assist NHA Executive Board and Nl-t Council ln discharge of above dulies.

g, Preparation/ Discussion of budget and FSDP of NHA befare the Board/ Councilfor

approval

h. Ta propose policies and procedures for betterment of finance in NHA.

Member (Elanninsl

a. fdentification and feasibillty studies of the proiects.

b. Prepdrafion of PC-l's and PC-ll's including their approvaf.

c. Processeing af long lerm and shart term plans.

d. Processing of appintment of Consuftants and prequaliftbation of Contractors.

e. Coltection and compilation of highways/bridges statisticatdata analysis thereof.

f. Analysis of design, Contract Epecifications, General Terms and conditions of Conlracts

and proiect drawinqs prepared bV the Consultants.

3.
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h. To issue a&ertisemenls.
i: PubliA relatianing

i. Spkesman of NIIA{ar press.
k. Prajection of NHA prolbcts.
l. Highwaysafety editcatian in eiectranic anti print media.
m. Preparation of shields, silk mary" gifts etc.

€eneral Managers

{Oprations, Pianning,
finance Wings HQ and
Regional Offices)

2A t2

The 8M will be respnsibte for all constracfrbn and maintenance activities af ',

NtiA Praiects in the regbn concemed. 
.To ensure quality/Enntily contral on NHA projects within the resp*tive regbn)

t. To ensuretimetycomptetbn of NHA ytcrks.
d. To ensure that all highwaysftridges are in praper candition and lhere is no

hinderance for traffic. ,
To propose and initiate new schemes and suggest improvements of 

'

Highways.

To ensure comptetion of NuA works within lhe approved budget estimates. j
coordinafion between Froject Directorc, Maintenance Engineers,
Consulbnts, Cantractors and NllA He.
Review and recommend al! contract payment certifrcates for approval of the
competent authorily.
Estabilstt and maintain close professianal retationship wittt locat governnenl
organisations.

Acquke right of way and ensure rhat Raw is not occupied iilegally on highways.
To excercise the powers for administralive; frnancialand technicat natters.
delegated by lhe comoetent autharitv

v-

h

i

k.

General #anaqer {RegionsJ - f posfs
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!. Evaluation of bids and prequatification of consultants/ contractars as and

when required under the orders of the conpetent authority.

2. Qenerat Nanaoer {Gonsrtructian) NHA HQ

\{t. Cantract administmtion.

& ,Advise on variation orders, claims etc.

;{ navise on techniealaspects of contacts.

*f Advise on ptoposed change in design of a ccntract.

"-t 
Monitoring of proiecis progrcss. ,

'' 
f. lmplementation of Policies and procedures and updating of the dacuments relealed to

these works, where necessar4.

g Enforcement of a unifarmed quatity control & procedures

h. Monitoring of Consultants and Contractors performance on construction proiects iites.

i. To prepare all cases pertaining to construction/operation works with suggestive

ffieasures and to propose necessary actions.

i. To ensure completion of proiects within scheduled time and budget.

k. To coordinate with different agencies relating to NHA construction works,

l. To prepare periodical aperations action plans, lpdate the same and propose revision of

such pfans as per requirements of the projects with the consultation of regional GMs.

m. Ta prepare and propose an operation system along international linesflatest

te.chnotoq:e_,s in order lo address on regular bases all of the operation works of NHA.

n. 'To advise and monitor the iegionat officei on operation activitiets within their regions.

o. To naintain cost controlon allconstruction works of NHA.

p. He witl be the Principat Staff Officer to the Member (Operations).

q. He wilt function as the Chief Coordinator for all constructian plgiects in NHA.
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13. Generat Manaoer (nspectiod NHA He
I

I a. lnspection of on-going works of AtHA projects.
t .

I b. Advile impravernent in execution methodalogy with a view to accelerate oragress and

| 
'*Orove quality contra{.at NHA projects.

I c. Review cantract specification and suggest improvemenl.
' d. Development and implement quality control, procedures at project sites.

e. Monitor behaviour of constructed pavement and.establish equipment and personnel
base for the purpose.

f. Suggestian for ractification af deficiencies at projecls sfes,
g. Io assr.st the Chairman NHA in alttechnical/Engineering works.
This lnspection Wing wiii be under ihe dfrect controi of ihe Chairman, NHA, so that an
independent inspection system can be rnaintained.

4. General Manager (Ptanninn) NHA Hg
a. Processing of long range and short range plans and design (psDp) projects.
b. Processing of FC -ls and pc-lls as well as arranging their approvat.
c. ECO Projects and cases prooesses.
d. To ensure compilation and,analysis of Highways/Bridges statistiaaldata. I
e' To ensure maintenance of raad inventories of allNationat Highways assigned to NHA. I
f. To advise and identtfy National Highway Foticy issues. I
g. To supervise and ensure proper preparation of Highway system maps. I
h. Processing of replies ta National Assembly/Senate questions relating to planning I
i. Processing of PM's/ president's directives and giving replies. I
i. Provision of planning information to M,OC and other governmeent departments. I
k. Dealing with donor agencies i.e, world Qank, ADB and 1ECF etc. I
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I l. Preparation of briefs and informations on new projects and presentations.

I m. Coltection of ciata/statistics reteated tp Highways.

15. Generat Manager {Contracts & Specificatians} NHA l-tQ

a. To prepare standard agreements and cantarct documents and to review agreements

and contracts prepared by others for contractors and consultants.

b. To develop and maintain upto date standard ryecifications of NHA.

c, To interpret the requirements of the specifications in case of dispute with the

cantractars.

d. The managment of planning and design consultants and contractors and ta review/

evaluate the technical and financial proposals.

e. To adminiter the contractors prequalification procedures.

f, To maintain a performance record of the consultants and contractors.

g. Calling of tenders for award of contracts under the control of member planning.

h. Processing of appointment of Consultanls for feasibflity studies, Design and superuison

of large projects.

6. General Manaser {Maintenancel NHA llQ

a. To prepare all cases pertaning to Maiitenance works with suggestive

measures and to propose necessry action.

b. To take action in the Maintenance wgks related cases

c. To monitor the progress of Maintenance works with the coordination af GM

Fegioil concerned.

d. Ta provide guidance to regional GMs and other field staff in Miantenance

works their pt'anning and implenentation.

e, To Monitor the funds availabilitv for Maintenance works.

For Offieial Use-Onlv in NH,{
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f. Ta carryout the award of Maintenance contracts with the consultatian of
regionalGMs.

g. To visit/nspect theNational Highways and ensure that the roads are in the
satisfactorlr condition and rt4aintenance works are ln prcgress as per cantract
conditions.

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

!. To supervise the Updating of MIL score.
j, To superuise and prepare the Maintenance works budget estimates.
k. To Check/Call/submit the monlhly Maintenance activities progress report ta

lha l l.om har /(lnaralinnl
l v lJv '  u . ,v ,  t l

__J* To check and get thedesigas_yeiledfar_Mainlenanee_
m. To coordinate with World Bank and Asian Development Bank through

Member (operations) MBR7 & RSp.
n. To ldentify the schemes for such programme on scientific bases

and get the design, BOQ prepared in consultation with NHA design wing.
o. To update prequatification of maintenance and World Bank

maintenance programme contractors in consultation with
GM (Contracts & Specifications).

p. To prepare and review on a monlhly basis maintenanoe action
plans. To update and revise such plans as is required.

q. To repart on monthly basis about maintenance activities and the costs thereof,
r. To prepare and.compose a maintenance system atong internationat

lines in order to address on a regular basis ail NHA nainte'nanee warks.
s. To maintain cost control on all maintenance contracts.

For Official Use Ohty iii NFIA
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DetailSuruey report

Traffic study report

Soil and materialstudy reports
l l n l ^ i t , ' t ^ ^ i ^ ^ , ^ ^ ^ , t  ^ 5  ^ - : ) ^ ^ ^  ^ , , t , , ^ - r ^  - ^ ^ ) . . . ^ -  - ^  ^ ' ^uvta,, uvJtyt r tvp.Jt I ur ur rugv>,uutvet lii,Iuatuways {,1U.

E nviro n m ental stu dy re po rt
Land acquisition and utilities p'lans

Pavement design report
Feas ib il ity study re pa rts
Equipment and machinary repart
Manpower and other resources
Pre - construction project management
Railroad agreement

General Manager {Finance) NllA HQ
a. shall assist Member Finance in discharge af duties mentioned as under;

i. C'oordination of al! regional accotints offices.
ii. Consalidation of regional budget and PSDPs.
iii. Superuision of accounts baoks to be maintained in regions and head quarters.
iv. Have reconsiliation carried out.
v. Euperuision of trial balances.

vi. Matters relating to revenues and reciepts af NHA.
vii. Audit of authority and public accounts meetinigs etc.
viii. Vetting of PC- 1's tenders and evaluation of bids.
ix. Fund management of the authority,

x. Shallassist Member (Finance) for Board and Council meetinqs.

For Official Use Onlv in NHA
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7. Directar {Admn)
(NHA H0)

To superuise Administratian Dlreciorate and ensure,that al!Bureaus and Sectibns af
administration are functioning properly.
To handle recruilment, promolions, retirement, posting, transfers and disciptinary
cases.

To design policies in adminisirative matters.
Coordination ietween Admn. Wing, higher officials, Regional affices and others.
To ensure implementation of Govt,/Authority's inslructions and running of Admn.
D irectorate a c c ord ing ly.
Advise to seniors on adninistrative matters.
Guidance and advise in framing Rules/Regulations of the Authority.
TO See COmnletion of aascc filp< in all racnanle ha{ara at,h*i^^i^^ r^ ^^-..---

Y '

L

a
I D irecto r (l n s pectia n)

l(fVne HQ hspection Wing)
e,n To assist the GM (nsp) in inspection job.
b' To ensure compliance of instructions issued in the tight of lnspection Reports.
c. To mainlain record of lnspections.
d' To coordinat with Regional GMs, Project Directars etc. in respect of inspection

prog ra m m es a nd infor m att'a ns.
e. To issue progress reports of projects of NHA and ensure complelion af projects in

scheduled time.
f. To prepare and issue projects works schedules.
g. Coordinrtio u.

Director (Audit)

(Audit Wing NHA He)
I.Y t a. to inspect {he wotk of revenue and the receipts of the authoritv,

b. Superuision af lnternalAudit.
c' To deal with the matters pertaining to observalions of Public Accounts Comnittee.
d' To consolidate audit obeservations being raised by the lnternal and External

Audit Parties.

Only in NHAFor Official
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e. To vet the financial cases referrcd to audit far advise and opinion.

f. Ta ensure that al! sanctions are being accorded by the Competent Authority

as per rules/regulations/procedires.

g. To check ihat atl payments have been made caffectly.

h. To suggest the pracedure for ractification of irregularities/mistakes occured in

payments etc.

This Audit Wing will be under the direct control of the Chairman, NHA, so that an

independent audit svstem can be maintained.

t0. Director (Planning Wing)
NIIA, HQ

I a 23 a. Compilation and analysis af Highways/Bridges statisticaldata.

b. Preparation of long range nationalhighways transprtafion plans'

c. Preparaiion oi short term pragramme for highways construction and design

(PSDP) projects.

d. Development af short range highway research and technology trans-fer programmes.

e. Preparation and processing of PC-l and PC-ll's and arranging their approvals.

f. Entistment/appointnent/shortlisting/prequalification of consultants/contractors and

keeping record to this effect.

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 dhectives, relating to Planning Wing.

i. Monitor p:rogress of Consultants.
j. Provision of Planning information to MOC and ather Govt. departments.

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

l. Prepare proposat of locatlon for road atignment.

m. Evaluation of hiqhwau/bt : orepared bV the Consultants.

Use Onlv in NHA
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n. Analysis of traffic studies cariled out by tlte Cansultants and Suggestion/
recommendations for improvement of the studies.

o Preparation of evaluation reports on veriaus reports prepared cythe
C o n su lants/d es ig n e rs.

p. Coordination with ihe Railways,irrigatian Autharities e!c, for finalization of
different rss{./es related to desiEn"

q. Preparation of highway design standards.
r. Preparation of plans for acqusition of ROW its appraisa! and managemnt in

the design 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.
u, lnvitation and evaluation of the consuttants proposals for appointment as

design Cansultants
v. Provide assistance to section concerned in preparation and pracessing the'

PC-ls'and PC-ll's.
w. Coordinate and supervise major design project in all phases.
x. To naintain the record of black listed Consultants and Contractors and to

dealwith matters af biack listing.
y. To ensure that information has been conveyed to atl concerned about btack

I is ti n g of a C ons it lta n t/C o ntracto r.
z' To ensure that staff deployed by Consultants/Contractors having requhed quatification

and experience as mentioned ln their documents at the time of pre-qualffication.
aa. Preparatian of pre-construction proiect manaqement plans.

For Official Use Only in NHA
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bb.Anaiysis of reports related to design e,g: -

{nsp.ection Report of the Proiect

Alignment study report

Detailsuruey repcrt

Traffic studty report

Soil and material study reports

Detail design report of bridges, culverts, roadways etc.

E nvira n m en tal study re port

Land acquisitian and utilities plans

Payment design report

Feasibility study reporis

Equipment and machinary re7ort

Preparation of plans far highway safety.

Collection of road accidents data.

To examine designe in the followirTg fields: -

Rail Road Agreement

Road Layout

Sign location

Road narking

ldentification of (aeeident) black spots,

To.ensure that sign baards and pavements narkinE are properly displayed.

To ensure that site visibility is cleared to the traffic and alsa ensure ihe safety

clearance of allhigtt powered transmission lines crossing the highways.

To controlthe un-authorised IJ-Turns and speed breakdrs an the

hiqhwavs.

ee.

dd.

gg.

hh.

For Official Use Onlv in NHA
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I

ii. Reco n me nd cos.t preventive/remed iat, m eas u res.
jj. F or m alion, a n d, i m pl e menlation of ru les r.eggrdin g h,ighways road: side'

facilities and improve safety for road:users.
kk, Liaison and Coordinatian,witls Fravinaial Govt/Patice authorities far remaval

af encroachrnents. and imprave safeiyfor road,users,
tl. Ta administer; the conlractors/consultants prequatifiea.tion proeedures.
m m To prepare standard; agreements for contracts and: to review the eontraat

documents prepared, h,y tke. Oonsultants etc.
nn. Tendering af can.tracts and seleetian, af canlractors.
oo. To prepare compe:rative slate,rnents of,bids received for prequa,lfficalion fram

C o n su lta nts/C o n tr,actars.
pp. Coordination, between. regianal: and field: I;abpralories warkinEfar rnalerial tesling;
qq. To advise improuement and:latest pt:ocedures far material,testing
rr. To suggest and issue palic:ies and: praatieable s,yslems of material.testing:
s s. E s t a b lis h, u n ifa r rn:e d; Qaa,l il'y, C antro l, p ra e e d ures.
tt. Carryout inspeetion af; field; and, ensure that rna'letial:testin.E; is being,

conduated:as per palicy and: procedures.

uu. To inspect si,te Labora:taries and,ensare that equipmenls installed there are
as per contract req.uirernent and, s.taff posted is of appropriate'level with good

_ g qAljllc allq_AqAnd: ex p Q t@n eQ,
w. To arrange eountere heaking af naterial samples reeieved/co{lected from fietd

Laborato ries ds: end when. desired,.
ww.caordination at the tine af, Brequalification of consultants/cantraetors.

For, Official U.se Only in'lrlHlA
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These posts are required far the fcllcwing fields: -

Hydrology work :

- MaintenanceManagement

Slructure Jabs

CAD alignment nodeling

Geo -Tech: and Material matters
Design works
Highway Safety

Traffie Engineering
Coordination

Feasibility studies
P rojects identification

Consultants dealing

Contractors dealing

- Suruey matters

Specificatians

C o ntracts d ocu m e ntatio n

Nate: -Distribution af jobs among the Directors of Planning Wing will be decided by

Member- {Planning}.
Directar

{Construction & Maint)
(Operations Wing, Regional
Offices and Motorways)

! Director (Constructions) - 7 Fosts
a. To supervise/control the works af National Highways passing through the respective

region.

b. To ensure that construction works at different project siles rb carriedout in accordance

FOi Official Use OhlV in NHA
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I 
c. To ensure that paymentsta Ccnsultanls and C'onlractors are being,nade as per

l, 
,nrtenent/BOQ and MBs have been completed in,this.regxd,

I d. To assist the GMs and Member {Operations) in fornation of PC-l and,PE-ll of

I construction Proiects.

| ". 
To ensute that projects works arc in progrcss as per schedule.

I

I f. To maintain record of, construction projects,
g. Coordinatfan in canstructian warks.
h. Ta amintain the record of canstructian projects.
i. To ensure that all schemes have been idenlified as per requirments.

i. To ensure that bids are being, called against approved works in due caurse of tine.
k. To ensure that budgei has been allocated tor approved schenes.
l. To ensure that after payment of mobilizatian advance the Consullants/ Gontractors have

mobilized their sources at proiect sdeg as per contract agreement.
m. To ensure tha,t afler camp,letion, of project proper handing/takinE aver has been taken

place.

n. To ensure thatvehicle, machinary etc. have beten handedover,ta:NHA on Completion of
project as per agreement.

o. To deal with disputed natters between NHA/ Consultanls/ Contractors.
p, To ensure establishment of fully equiped material testing Laboratary.

Q, Tq ePpufe that Labpralary eq,uipnents are in proper running conditfan and they are
m aintain e d. accard in g I y.

r. Ta ensure that meterials used in the work are tested. properly and quality is as per
specification af the contract.

s. To ensure that meterial is being supplied from the approved query/sources.
t. To ensure that meterial test result record is maintained.

Foi: Of{icial Use Onlv in NHA 1 0
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u, To ensure ihat testing Labaratories installed by the Consultant/Conlractcrs are equiped
witlt instruments as per requirnent af the project and contract agreement.

v. Tc ensure lhat staff deployed in Laboratory is wetl qualified and having sufficieni
*xperiencs.

w. 
'Ta 

ensure quality conlroiat projeclsries.

x. To ensure that meterial being used at site is as per quantity af contract agreement.
y, To suggest policies and procedures in inspection, sampling,materialtesting and

acceplance af material.
z. To advise PDs/DDs at site far quality cantral.
aa. Tqmaintain and update materials data regarding {acation, quality, quantity, rates etc.
bb. Laan Operatians in accardance with laan agreements and guidetines of lending

agencies. Coordination with lending agencies.
cc. Maintain accurate dlsbursement rccord agat'nst loans and prepare realistic forecosts of

expenditures.

dd. Ensure timely submission of progress reports b bnding agencies as per requirements.
ee. To check sufficiency/security/safety of contract/projects documents.
ff. Supply of contract documents to field offiees.
gg. Monitar wark of management cansultants/contractors.

hh. Notify appointnent of Engineers.

ii- Ta ensure timely appointment af cansultanls/canlractors/NHA supervisory slaff fsr
project site.

lj. Review of methodology statements and work pragrammes submitted by
c a n s u I tants/c a n t r ac to rs,

kk. To maintain recard on performance af cansultants/contractors on NHA constructian
projects.

For Official l.Jse Only in NHA 20
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!1, Ensure timely action on revision of PC-l/Frocessing of t/ariatian Orders.
mmEstablish and enforce uniform procedure of measurement of works and proper

completion of MBs as per policy of NHA.
n n. P rocesses cases of term in ation of contractorslcons u Itantslcontracts.
oo. implementation of NHA plicies and procedures relaled io Nf'lA construciion warks,
pp. Ensure uniformity of N,HA standards/specifications on the works.
These posts are utilized as under: -

Operation Wing HQ 2 (ForeiEn Aided Projects, GaP Aided proiects)
Regional Offices 5 (one each)

2 Director iWaintenance) -7 Posts
a. To ensure thal all National Highways are being maintained propeily
b. To advise in the natters pertaining to maintenance works.
c. To monitor the pragress oi maintenance works.
d, To maintain update informatio,n about funds for maintenance works. \
e. To ensure that paynents to consultant/contractbrs.are being m,ade as per agtteer,nent

etc.

f. To ensure that traffic is running on National llighways without hinderance and rgad
aonditions problems.

g. To take steps for Private Sector Financing and Coordination between GMs,
MqnberS and ather agencies.

h. Prepare maintenance works schemes wifh the consultation and coordination
af the Regional GMs.

i. To submit proposals for budget allocalion for maintenance woiks. 
'

j. Coordinafion in maintenanae warks.
k, To amintain the record of maintena,nce works.

For gffieial Use Only in NHA
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L To ensure that all schemes have been identified as per requirments.

m. To ensure that bids are being called against approved works in due course of time.

n. To ensure that budget has been allocated for approved schemes.

o. To ensure ihat after payment of mobilization advance the Oansultants/

Cantractors have mobilized their sources at project sites, as per contract

agreement.

p. To ensure that after completian of project prcper handing/taking a,/er has

been iaken piace.

q. To ensure that vehicle, machenery etc. have been handedover to NHA on

Completion of project as per agreement.

r. To dealwith disputed matters between NHA/ Consultants/ Contractors.

s, To ensure establishment of futly equiped material testing Laboratary,

t. To ensure that Laboratary equiprnents are in proper running condition and

they are maintained accard[ngly.

u. To ensure that meterials used in the work are tested properly and quality is

as per specification of the contract.

v. Ta ensure that meterial is being supplied from the approved qu:ery/sources.

w. To ensure that meterial test result record is maintained.

x, Ta ensure that testing Laboratories installed by the Consultant/Contractors

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

y. To ensure thitat staff deployed in Laboratory is wett qualified and having

s uffic ie nt expe rie n c e.

z. To ensure quality control at praject sites.

aa. To ensure that neterial beina used at site is as of contract

For Offieial tlse Onlv in NHA
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AF THE POS.TS

I bb' To suggest poticies and procedures in inspection, sampling,*"t"ria t"ttirg ,ra
|  

_ _ e , . _ . _ _ _ - . _ . . _ _ . . . . r

I acceptance of matedal.
I

| ,r. To advise PDs/)Ds at site for quality control.

I 
Oo To maintain and update maierials daia regarciing iocation, qualiiy, guanilty, rates etc.

I The posts are required as under:-
I

| 
- Operation Wing He 2

Regional Offices S (one eacfu
3 Director {Motorwavs} - t posts

a. To ensure proper maintainence of the Motorways being tooked by the Authority.
b. To ensure that road users are not facing any problem.
a T nc. i a ensiiie proper running of electrificaiion sysiem oi the Motorway.
d. To ensure safety and security of Motorways utilities and properties.
e. To check that collection of tolls on the Motorways is fairly handled.
f. To prepare proposals for betterment of the Motorways.
g. To ensure beautification along the Matorways.

12. D irecto r (l nfrastru ctu re)
Operations Wing He.

1 0 a. Ta ensure that land acqusition for projects is taken place properly.
b. To maintain complete record of land pertaining tc NHA.
c' Ta ensure completion of land acquisition process within due course of time.
d. To followup the land acqusition dfsputes.
e. To ensure thal R.8,W. is not oecupied iilegally.
f. To arrange removal af un-authorised encroachment witft the caardination of

concerned Provencial Govt, authorities/NHA Regional GMs.
g. Relocation of all utilities fallen within the Row and remova! of forest etc.
LJo ensure thd RA! ,rr*g 

"!g 
lglng maintained properly.
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i. To ensure negotialion with land awners and payments for land acquisition

after proper checking of site.
j. Coardination with Federal, provincialGovernments, LocalAdministration, NHA offices

for iartd and utilities malters.

k. To formulate palices and guide lines under instructions from Seniors for the
proper and efficient acquisitian, management and utitisation of Right of Way (R.O.W.)

appurtenant to the fotlowing aspects of the National Highways:-
a) Acquisition of land far esiablishment/expansion of R.C.W.

b) Relocation af utilities.

c) Removal of encroachments.

d) Generatian of revenue from R.O.W. of Nationat Highways.
e) Maintenance af land/R.O.W. record.

f) Establishment of services/amenities on National Highways.

t. To liaise and caordinate with General Managers (Regional) NHA, Federal/Provincial

authorities and utitity departments/corporatib,ns/companies in regard to the aforesaid

matters

To monitor progress af tasks assigned to GMs (Regional) Land Management Staff

and PDs NHA in connection with the development and utilisation of R.O,W.

n. To monitor collection of R.O.W related revenues.

o, Ta ensure economic utilisation af funds earmarked for acquisition of land and

relocation of utitities

p, To grant NOCs for establishment of amenities/Filling Stations on Natianal Highways

with the approval of the Compefent Authority.
q. To maintain record of land and seruices situated within the R.O.W. of Nationat

Fsr Offieial Use Only in Nl=lA



S,i/'O. NAME AF POST gs NO. OF POSTS
APPBAVED

JAB DESCRIPflAN FOR J.IJSTIFrcATION OF THE POSTS

1 a Director (Budget & Accounts)

(Finance Wing NHA HQ)

1 Y To supervise Budget and Accounts Bureaus.
To ensisre iimely submissian of estimates for budget allocation.
To ensure that expenditures are within the approved budget.
To ensure that all payments are being nade with the approvalof con,petent
authority as per policy and pracedures.

To ensure that Budget and Accounts Bureas are maintaining their records

a .

b,

u .

a

propeily.

f. To suggest improvement in accounts & budget system.
g. Ta ensure that periodical accounts and budget statements are prepared and

issued properly.

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

i. Coordinatian between Acctts & Budget bureaus, seniors, regions, Banks and other
agencies, in Accounts matters.

i. To ensure Working of Accounts affices in regional HQs and on project sites,
as per rules and policv/procedures.

14. Director (Legal)

(Under Eecretary NHA) HQ

19 a. To assist the management in legal matters.
b. To give legalopinions an NHA business matters in allfields.
c. To cooid counsel enganged by NHA for court cases.
d. To provide required information record to advocates pleading NHA cases.
e. To participate in the framing Rules/Regufations/po[icies far NHA business,
f, To coord Regional and field offices in legal mafters.
q. To ensare that lawyers enqaqed bv N HA are atlendino courts etc. properlv,
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JOg DESGRIPTION FOfr.J{.IS.TIFICA.TION OF T{IE P.OSTS

Ta keep watctt on NHA cases in the courts and ensure attendance af NHA
/witnesses regularly.

To ensure that N HA cases shauld not be spoiled by any party.

To maintain leaalcases record.

afficiais

i.

L

t5. Dy Finai-tcialAdvisar

{Finance Wing) HQ

2 a. r-o assrsi the FinancialAdvisor in discharqina his duties eificientlv.
b. To update financial informatians.
c. To ensure proper maintenance of funds/revenue record.
d. To correspand with different agencies for negotiations in financial/revenue matters"
e. To cottect/issue required informations for private sector financing.
f. To propose standard terms and conditions for loan negotiations.
g. To maintain record of laan/grants and return of it.
h. To cieai wiih Banks, lnsurance Companies ior jobs assigneci io Financail Acivisor.
i. To check all loan negatiation cases and ensure that complete record is attaahed with

the case and it is as per policies/pracedures.

l. " To ensure renewal of guarantees provided by the consultants/contractors in due
caurse of time.

k. To update expenditures of NHA in allrespects.
l. To prepare proposals for fund generation.

m. To assist planning wing and cansultants in preparation/checking of 8OQs.
n. Analysis and evaluation of financial proposals bv private sector ffnancinq.

t o . Sfaff Officer

{To Chairman, NHA)

I a. To supervise the staff being attached with the Chairnan;NflA.
b. To maintain record of Chairman, NHA Office.
c, To ensure campliance of instructions issued by the Chairman, NHA.
d. To ellgure disposal of Fresh Receipts/Dak after seen by the Chairman, NHA.
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!. Ta assr.sf lhe Secretary, NHA in departmentalCoord: Conferences.

E, Collection and compilatian of agenda items for Caord: Conference and issuance cf

minutes af Caord: Conference

h. Foilowup of decisions taken in Ccord: Conferences.

i. To handle the NationalAssenbly and Senate questions business.
j. To maintain the record of scrutiny of PC-l and PC-ll being conducted by the

Secretary, NHA.

k, To dealwith the matters af Coordination being handled by the $ecretary, NHA.

!, To keep the record and do the needfulin complaint cases received in Secretary

section.

m. To handle with traininas, workshaps, seminars in all respects.
19. Deputy Directar {Admn)

(Adnn. Wing HQ and
Regional Offices)

t8 t . Dv" Director {Admn} (Regional Otfices - 5 Fosts)

a. To provide legalassistance to the GM in adminstrative matters.

b. To ensure implementation of Govt. af Pakistan and NllA instructions on the

ad m in istrative m atters.

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

conditions of service.

d. To ensure that alt administrative decisions are being taken by the Campetent

Authority.

e, Submit proposals for transfers/postings on campletion of tenure by an

employee at a statian,

f, To prepare cases of disciplinary matters.

g. To ensure that all formalities and requirements have been fulfilled before naking any

recruitment, and ensure that the candidate is meeting the all educational
qualuifications, experience and aqe for the post concerned.
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t1. To deal with retirement cases and ensure that no employee should remain in
service after reaching to the age of superannuation.

i Tn cnst lrc nt tnail talilv nf thp <laff nf lha nffina nf Aanara! ltlenanar/nranora, Y r u u a y v t /  y , v P q ,  v

attendance register and check it from time ta tine.
k. To deal with protocol dutiei under the instructions af the GM.
l. To handle with the matters pertianing to inauguration ceremonies etc.
m. To ensure that store is maintained properly and its record is complite-in all

respects.

n. To control the issuance of store itens.
o. To dealwith the Transport matters in all iespects
p. To dealwith purchasing/auctions/disposal of properties as per Govt. instructions,
q. Ta ensure safety and securily af NHA properties and office record.
r. To ensure proper running of office equipments.
s. To dealwith repair/ maintenance of office instruments.
t. To dealwith the Hiring of prfvate houses for NHA use.
u. To ensure that all bills against utility charges i.e. electricity, gas, water etc. are being

paid in due course of time with the proper sanction of the competent authority.
v. To ensure that office recard is maintained prope,,ty in Admn. section.
w. To ensure that record af movement of files is in lite.
x. To ensure that pollicy circulars and other general circulars are broughf to the nolice of

all concerned within the respective Province..
y. To feed necessary informations as and when required by the NHA He.
z. Ta ensure verification of character and antecedents of newly recruited employees of

NHA.

aa. To deatwith allother cases pertainino to emplatees seruice matters.
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e Deputv Director {General AdnnlNHA ljQ
a. To deal with the trmsprt matterc in all respects.
b. Ta maintain record rooffi.

To ensure proper functioning of Telephane Exchange,
To ensure maintenance oi telephane, efectricity, Gas and w6ter suppiy connections.
lnstallation of official telephones in offices and al the residences of NHA officers.
To lookafter the running af Office Lifts.
To ensure Security of NHA properties.

To supervise Photocopying and Stencil cutting machines at NHA He.
To contral Security staff at NHA i|Q.
To ensure supply of Newspapers and Feriodicels to the afficers as per entitlement.
To ensure payment of utilities bills in due course of time.
co,ordination between GeneratAdmn Bureau, seniors and other offices,
Maintenance of office as wellas Rest House Buildings.
Maintain plantation at NHA Offices and Rest Houses.
io ensure proper running of Stores and see tltat store recard ls duly completed in alt
respecrs.

p. Purchasing and issuance of office stationery/equipments/fixturesfurititure etc.
q. Repair and maintenance of offjce equipments/fixtures/furniture, elc.
t. Hiring,of priuate buildings for offlce as well as residence purposes.
s. Loans and advances or different types ta NHA emptayees.
t. Auctions of NHA properties.

u, To dealwith matters pertaining to sports and other entertainment of NHA Staff,
v. Any other natter pertairying to Welfare of slaff members and their famitv members.

Official Use Onlv in NHA
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20. Maintenance Engineer

{Field offices of Five fregions}

1 9 25 a. To supewise maintenance works within the al[acated iurisdiction.
b. Tc prepare annual mainlenance warks pragrarnme, regarding routine and periadic

m ainfena nce co nlracts.

;. Ta mainiain iui{ record af mainfeitance warks and payments lfiereon.

d. To ensure that atl National Highways are in praper condilian and there is no

h inde rance for irariic.

e. To prepare replies an audit observations perlaining ta respective area of naintenance

works.

f. To prepare and submit prcgress reports on maintenance warks as directed by tfie

Seniors.
g. To ensure quality rcntrol at site.

h. To ensure proper aitendence of Consultants/Contraclors and NHA staff at site.

i. To ensure ccnpletion cf nainlenance works within the scheduled time and

approved estimates.
j. To ensure proper utilizatian of machinery at site as per contract conditions.

k. To ensure supply of material at site in due course of time, so that work may

not suffer.
L To ensure payrnent of bitfs lo consultants/contractors as early as possible

after its submission.
m. Ta check Ihe completion af MBs for claims by contraclors/Gonsultants.
These MEs wt!! pe Qeplqy,ed in Regians qs und_er:-

Punjab (South Region) 4 DG Khan, Raianpur, Bahawalpur & RY Khan
Punjab (North Region) 4 Rawafpindi, Jhelum, Lahore & Sahiwal
Sindh
Bafuchistan

6 Hyderabad, Moro, Sukkur, Larkana, Dadu & Nooriabaci'
5 Dalbandin, Zhob, Loralai, Khuzdar & Sibbi.

NWFP 6 Abbottabad, Gilqi
Total: - 25
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z l D y. D irector (Com puter)
(Admn. Wing) HQ

IB a. To ControlComputer Network of the Autharity.
b. To inpliment/propase latest camputer technotogy wihtin the Authority.
c. To ensure that computer system in organisation is being handled by gualified

persons properly.

d. Computerizatian and Prgramming of entire technicaland non-lechnical
matters of important nature.

e. Purchasing and maintenance of software and hardware items.
f, Supervise internal computertraining.
g. Assist selection committees in recruitment of computer personnel.

22. Transpart Ecanomist

{PlanningWing) HQ
teftI To check portions af feasibility study reports prepared by the Consultants related ta

lran<nnrfalinn 
'

Canyihgout economic analysis of projects.
Checking of economic analysis in pC-t,s/pC-ll's.

To workout vehicles operating costs and updating then for different highways.
To workouttolls and ather user charEes
workingout the Parameters/ToR for private Financing of praieats i.e. g,o.T and
B.O.O.T. etc.

c.

d.

e.
5
I .

23 D y. D irectar(Accou nts)
(Finance Wing HQ and
Regional Offices)

l 8

HQ

ftegjqns 5

a' To supervise Accounts gureau and asslst the Director (Accounts) to accomptish his
job assisgnement in accounts matters.

b. To ensure that all accounts bo,oks are completed in all respects.
c; To ensure that all payments are as per Govt. instructions and under the appraval of the

Competent A:utharity,
d. To ensure that payment is being made out of cancerned head af accourrt.
e. To ensure that aggeyg$ s;@lefients are bp4g prepared in due caurse o: lirne.
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To ensure that all sanction memos are duly supported by the {e{evant documents.

To suggest impravement in accounts systems.

Coordination between the Bureau and seniors as wellas other wings

To assist regional GMs in Accfts matters.

To cotlect expenditures statements and ensurb budgetary control within the approved

estimates aqainst all heads of accounts.

5

v.
h.

i.

24 Deputy Director (Audit)

{Audit Wing HA)
t8 2 Dy. Director {Auditl-l

a. lnternalAudft of NHA/Regular Establisltment Budget ltems, at NHA
Headquarters and RegionatOffices as wellas Maintenance Offices.

b. Stores audit.

c. Nrt.4 Transport audit.
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. To vet and give opinion on all nailers received in Audit Division for advice.

Dy. Director (Audit) - ll

a. NHA projects and Maintenance works audit.

b. Audit of Payments to Consultants and Contractors.

c. Payment of land Acquisition.

d. Audit of payments, other than Consultants/Contractors and Land Acquisition
out of development projects and maintenance funds.

e. To coordinate and dealwith tlte matters relates"to DAC/PAC.

f. To fotlowup and ensure compliance of decisions taken bv DAC/PAC.
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27. D y D irector { nfrastructure)
NHA HO.

IB a. To maintain the record af infrastructure cell under the control of Director (S).
b. To visit National Highways and ensure security and safety of ROW and NHA properties

aiong the highways.
c. Coordination between NHA offices in land acquisition matters.
d. To deal with taid acquisition titigations/negotiations.
e. To assist the seniors in land aequistiort and other related matters assigned to the

D irecior (i nfrai tructu re).
f. To made research for framing latest standard policies for land acquisition and other

m atters related to infrastructure.

E. To maintain updated record of land of NHA and infrisiricture within the ROW of
National Highways.

h. To take necessary action for land acquisition for NHA warks.
i. Ta handle court cases about land and infrastructure.

i. To prepare proposals for tree plantatian/beautification along the Natianat Highways.
k. To handle cases of disposalof NHA properties within ROW,

28. D y, D irector (Qperatianat)
(Operation Wing HQ)

t8 a. To deal with all operational activities of maintenance and construction for coordination
and directions.

b. To be vigilant for unforseen events, like floods rain damages to National Highways etc.
an! col!_ect timely informatian 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 thase jabs.
d. To act as coordinatar,for all works of the regions between the GM, Directars

(constructions and Main! of regional affices), Maintenance Engineers, prolect

Directors, NHA HQ and other relevant agencies.
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Office management of Operations Wing, HQ.

To deal with administrative matters relating la ather wings and are recefued in

Operatlon wing for consultation/comments af Member (Ops)/GM (Const).

Ta ensure that the contractar and consultant have mabilized lheir sources at

site after payment of mobilization advance, in due caurse of time.

To ensure that work of proiects is running as per schedule.

Ta ensure that projects works are in progress within the estimated cost of the

project.

y. Ta examine B.A.Q. and suggest improvement for cast control.

z. To ensure that payments nade against proiect cast estimale, are in

. accardance with the appraved budget.

aa. Ta maintain record of constructian proiects.

bb. To ensure deployment of staff by Consultanls/Contractors as per agreement.

cc, To deatwith the matters pertaining to provision of staff of NHA at site.

dd. Ta ensure proper installatlon of machinery at proiect site.

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

ft. To deatwith the matters of insurance of projects staff of consuttants/

contractor if provided under contract agreement.

gg. To ensure praper handing/takingovq of the project and its related machinery,

La6: instruments, vehicles etc.

ii, To dealwith the malters disputed between, NHA/Consultants/Contractors,

and suggest so{utian of disPutes.

These Posts are required for assistance of 4 Directors of Operation Wing at HQ as under:

Conistruction Projects 2

Maintenance Works 2
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Deputy Direcior (Planning)
(Planning Wing HQ)

a. To assist the seniors in central Materia! Testing Laboratoi, at NHA Het.
b. collect informaiion regarding latest nateriat testing procedures.
c. To advise/suggest improved and developed materialtesting poticies,
d. coorciinaiion with regional and field material testing laboratories.
e' Tc maintain recsC cf testing repcris held in ihe Central MateriaiTesting Labaratory.
f' Research the quality control procedures being adopted on !nternationalleveland

suggest better improvemenis, on quality control.
g' To maintain record or equipments being instalted in all of the material testing

laboratories.

To dealwith the matters of pC-ls and pC-lls.

To dealwith the appointment of Cansultants,
To deal with the business of Natianar Assembry and senate.
Processing of Prime Minister and President's directives and necessary action there on.
To handle office mangement of pranning wing, section conaerned.
Maintenance of road inventories, periaining to atl National Highways, Motorways and
other roads/ bridges assigned to NHA.
Maintenance af uptodate road statislics, socioeconomic data, lraffia related data,
Highway condition evaluation and road life studies.
Maintenance di latest and uptodate maps of allNatlonal Highways and develpment
aqd enlorcemgn!9f ag accurate system ef refefqncing, closelytied and caardinated to
the kilometer markers on the Highways.

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

q. To dealwittt the matters pertaining to rong ranEe and short range prans.
tJo e va I u ate n a t i o n rylglg_.;Q@fuv a y t ra n s p o rt a t i o n n e e d s.

h

i.

i

k.

t.

m.

n
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s. To develop recammended policy about ltighways.
t io prepare highway legislative bi{ls.
u. Ta prepare and suggesi priorities of project programmes.
v'. Tc canpile over-al! progress on the plans reconmeded by the PlanninE &

Programning Division. To act as Coordinator for projects with other winEs of NHA and
w. ather agencies. To evaluate the designs submitled by the consultants for bridge
x. structure, roadway works, pavement and geometric designs etc.
y. Updating the design methods.
z" To callect data for design and suggest ecanomical desing systems.
aa. Compiling of overall progress on the matters pertaining to design.
bb. To ensure approvai and issuance of designs for a project within due course of time.
cc. To collect traffic analysis data i.e. Traffic Volume, traffic volume suruey, vet'ticle mass

and dimension survey, Speed surveys, origin and destination surveys,
travellime, delay and quaffy surueys, parking data, traffic generation and impacls, fuel,
emission and noise surveys, axle load surueys.

dd. To review periodical suruey 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
s u g gestio n s for i m prove m ents,

ff. Caordination of on-going traffie studies canied out by the Consultanls.
gg. To provide traffic data information to the consultants and other sectians of the authority

. for planning and other purposes.

hh. Keep the reord of rainfall, air and temprature, frost actions over a{l the country,
ii. Preparation of seismic maps for different regions with particulars reference to the

respective proiect and its provision to the desianer.
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I ii. Analysis of thermal properlise of soil wilh respect to change in temprature an;d

I absorption of heat and preparation of soil mapping for d.ifferent regions around.the
I

i country.
kk. Keep the record of water resources an the surface an! ground far dif.ferent regians.
ll. Stisdy of water resources on lhe surlace and undergrounci and its impact on tfi.e road

pavementfor parlicular road sectian under desig,n.
mmAnalysis of trdffic pollution and impact af tra,ffic noise on nature far parlicular road

sectian/project.

nn. Analysis of environmenlal aspect from the feasibility stucJies carriedout by the
consultants for a particular praject.

oo. To assist designer in selection of the economical feasible route far raad wark.
pp. To dealwith legal matters pertaining to acquisition of right of way.
qq. To advise the designer on the matters retated to the relocatian of utifities and the

anticipated problems in relacating these and acquisition of land.
rr. Coordination with fietd staff warking far land aaquisition
ss. Ta assrsl the designer in identificatian of cost effective land and in preparation of

alignment.

tt. To deal with the matters related to preoualification of Consultants and Contractars.
uu. To dealwith contracts agreements and other documents pertaining to contracts.
w, To develope standarized Specification Book for NHA projects.
ww.To delawlth tendering matters. roadway works, pavement and geometric designs etc.
xx. lJpdating the design methods.

fy, To collect dala for design and suggest economicaldesing systems.
zz. compiling of averall progrqss on the rnatters pertaining ta desiqn.
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aaa.To ensure approvaland issuance of designs for a project within due cource af time.
These Posts are required ta utilize their seruices as under far assistance of seniors and
achievement af above targets: -

Consultants nalters

Testing Laboratory

Suruey

Quantity :

Highway Safety

Design

Traffic Engineering
Hydrology

Structure

Coordination

Note: -Distribution of jobs among the Dy. Directors in Flanning
by the Member (Planninq).

Wing will be decided

30 D y. Director (M otorways)

Operation Wipg Ha

1 R 2 a. To assist Director (Motorways) in discharge of his duties.
b. To watch the working of Motorways and submit report if any negative point is

noticed/reported.

Ts submit motorways situation periodically- ta the seniors.
To ensure that alt utilities af motorways are in proper functioning.
To prepare suitable proposals for maintenance and imprgvement of motorways.
Ta see that all road signs, barears and crossings are in proper positian.

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

d

e

f.

v ' '
, h .
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i. Ta ensure beautificatian cr lhe Motorways and prepare proposals for ll'te same.
j. To ensure security and safety of road users,
These posts are required for ihe fotlowing purposes:-

Office and Coardination jobs.

Field Works.
Dy Director (Quantity

Suruey) (Regional Offices)

h

{One each
a' To inspect proiects/maintenance works sites to ensure proper quantity of malerial and

fzir t tco nf i]

b. To coordinate consultants while preparing BOes.
a. Ta see that quantities praposed by the consultanls are actulally needed and will be

available for works as per requirements
d. To eheck the bills af cansullants and conlractars in accordanbe with BOe items and

contract documents.
e' Ta maintain recard of quantity of material used at projecls srte within the Region

concerned.

f' Ta caordinate between NHA HQ, Regionaland site offices for quantity matters.
g' Ta canduct suruey at the time of feasibility study, during running of a project or

maintenance works.
h. To Supervise, assist, advise in the suruey works being held by the staff of Consultant

and Contractors at site.
i. To check x-sections and layout of the project as per design and drawings.
i. To collect survey data required fay PC - ls & PC - lls estimates for canstruction and

n aintenance project works,
k, To scrutinize BOQs prepared by the consultants.
l. To ensure that bills claimeC/paid against any project work are in accordance with BOe
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To see thai MBs have been campleled by the Engineer in all respects.

To see that vAriation recommended by the Engineer has valid ground and tl'te cast of

praject willremain within the approved estimate.

Tc assist the staff af consultants/contractorsNHA in calculations of quantities.

To ensure that bill af cunsultant/Cantractor is complete/accuraie in all respects and

i?ecessarv supportinq dacuments are attached with it.

32. D y D irecto r ( M o n ito rin g)

(Regionai Affices)

1 9

(One each Region)

a. To prepare plans and programmes for construction and maintenance bf National

!'lighways within lhe Region concerned.

b. To ensure proper functioning of consultants and contractors ln respect of NHA works.

c. To ensure completion of NHA works as per schedule and submit.deficiency

reports/behind schedule reports to General Manager of the Region.

d. To ensure proper attendance of NHA officials at NHA works

e. Coordination between Regional office, projects arld maintenaFtce offices within the

Region.

f. To circulate schedules of NHA works duly approved by the competent authority'

g. To call progress reports and maintain record af NHA works.

h. To convey necessary information of Regionalwarks ta NHA HQ with the approval of

the GM.

To coordinate between Regionaloffice and NHA HQ,

To prepare budget demands for construction and maintenance works of the'region.

k.

Dy Director (Highway Safety)

(Regional Offices)

t8

(One each Region)

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

hinderance.

To propose arranqements for safe and secure traffic flow on the National Highways.11
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:2. AD (Legal) {Under Secretary N,LlA/Director lLeo)il 
---=-----

a' To dealwith all legalcases other than jobs assigned ta,4E {Legai) personnel Bqreaut,
b. To maintain^record of all cases handled by the Director (Legat).
a  7 ' a  ^ ^ ^ : ^ t  n : - ^ ^ t ^ -t . i u as:*:i{ lJtrecrcr (Legal) as and when ciirectec!.| ,rz

, u t .
I

!

I
I
I

I,
f
I
I
I

I

I

Assistant Director {Admni | ,,
NHA HQ and Regionat I
Offices. I

I
Note:- |
The officers of the tevet of AD!
in all Wings/Sections/Offices I

t. Assistant Directdr {personnel {*{anagement) fle 
------

a. To assist DD(persannel).
b' To handle the cases of recruitment, promotians rptirgment, moveover, sefe.etian

grades.

c. To dealwith transferc,, postings, deplrtatiofis.
d' To ensure completion of service Eooks and Persbnal Fites of NHA employees.
e. Tomaintain seniority-fisls_ ,.,- _-.-._____ '.

f. To ensure verification'of character, antgcedents of NHA employees.
g. To ensure proper maintenance of sffiCe reeard and fair novenent ef files.
h. To prepare replies ot ttte NationalAssembly and Senate euestions portainin:g to

Personne! Bureau.
i. To deal with Med.icat cases/treatmrnent of NHA enployees.
i' To dealwith enlistnent and reno,val ea€es,of Hospitals, doeturc, Laboralories qf NHA

Panel.

k. To handle the cases of official toura aborad/ryithin the countr1,. Saaking af Aif Tjokets
as and when requir-.d.

l' ro aea iith tl.e iasbs for issuance of officat Passports to the crficors of NHA.
m. To deal.with cfi:-es of honarariurn, rewar.dg, scholerships.

. n. Ta see that case iite is canplete in allrespects, it is prepefly flageC, lndexed, docated
and duly suppc't'ed with illrelevant papers/rutes.

o. To see f t r t ^ r l i n n i n n a t D L l C

lwili iniiiateisign ihe notes on
the aases being submitted to
the seniors. They wil!also
issue routine office orders,
Ietters, reminders and
c irc u I ate in stru ctio n s/c i rc u la rs
etc received from Govt. for
infor m ation of a I I c ont ce rned.

I I
I
I
I
I

I
I

I
I
I
I
I

I
I
I

I
I
I
I

I
#ffi #ft Ai:i,f Elii,:j i',,,,,,
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JOs DESCruritOnt FOn tUsttrtca;TrcM oF THE F'O:srS

2. Assistant Director fStore and Record) NHA HQ.

a. Ta supervlse/naintain Centra! Record Room of NHA.

b. To ensure maintenance of Record inventory.

c. To ensure security and safeiy cf N HA Record.

d. To ensure proper running af Photocopying/Stencil Cutting machines.

e. To arrange suppty of Newspapers, periodicals to the officers as per entitlement and

pa:/fiient of bills in this regard.

f. To supervise the proper maintenance of stores.

g. To ensure completian of stores record.

h. The dealwith the matters of purchasing and issuance of affice stationery, equipments

ancifixtures.

i. To handle the cases of repair/maintenarce of affice equipmetns/fixtures.

i. To prepare/handle the cases of auction :f NHA properties.

k. To ensure completion of case files in all reppects.

3. Assistant Directar {Transpart) NHA tlQ"

a, To supervise Transport and its related natters.

b. To see that Telephone Exchange and its functioning is in proper way and

necessary Telepltone Calls record is being naintained by the respective staff.

c. To ensure maintenance and praper funciioning of telephone systen,

r!. To ensure proper security measures witi';inlhe Offiee perrnises; and eonlrol

an security Staff/Section

e. To supervise Reception and its staff.

f. Ta ensure payment of bills of Telepha;;es within due date.
g. Tc ensure completion of case fites in ail respects
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JOB. D.ESCRTPTI ON' F OR. JUST{FICATION OF THE PO9TS

4. Assistant Director {General Sewices) NflA lle
a. To process the cases for hiring of private buildings for the use of residences and office

accomodations.

b. Maintenance of Cffice as weiias Resi House Buiidings.
c. To Maintain plantation in office premises and NHA rest houses.
d. To dealwith the cases of loans/advances to NHA employees.
e. To dealwith the mattters pertaininE to sports and other entertainments.
f. Any oiher matter relates io the weifare af ru-HA employees anci their iamiiy members.
g, To ensure functioning and mairfienance of office lift.
h. To handle the matters pertaining to electricity, water supply and Gas connections.
i. To ensure completion of case files in all res

38, Assistant D frector (Audit)

HQ
a. To handle office management of the Audit Wing. .
b. To maintain the record of the Wing.
c. To issue reminders on audft matters.
d. To assist Dy Directors (Audit-l and ll) in office jobs.
e. To supervise the altendance of the staff posted in the Audit Wing.
f. To handle leave and other service matters of lhe staff of the Wing.
g. To circulate policies and procedure of Audit.
h. To issue programmes of Audit parties.

i. To follow the collection of material and replies on audit obseruations and submit to
seniors for decision

j. To affange and present record before externalaudit, DAC/1AC.
k. He will be under the direct cantrol-of ffie Director (nternatAudiil.

For O-fficiql !-se Oqly in NHA
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eo Prlvate Eecrelary

Personal Assistant

S.tenographers

Stenotypists

1 a

t o

1 0
t z ,

1 <

47

8 l

a. To take dictation from the officer to whom attached and typing lhereof.

b. To ensure disposal of cases in due course of tine being handled by the respective

officer through him, and keep fiavement record of files.

c. To maintain secrel cases files as and when direc6a.

d. Telephone altendance anC maintain telephone messages register,

e. To maintain record of visitors and fixation of time for meetings with the cansultation of

the officer concerned.

To maintain staff car lag book of the oft'icer.

To maintain the record of section properly.

To intimate lhe officer well in time about his meeting and disposat of important cases.

To maintain telephone directory properly.

To control and ensure punctuality of staff attachedwith the officer in his personal office.

To prepare papers for neetings and interviews.

To attend the work connected wilh the afficer's tours.

ln case of posting with the officers of BS-19 and above as PSIPA, he willcountersign

the bills of Staff of that afficer in respect of TA/DA, Overtime and any other official claims,

ln case of posting with the officers of BS-20 and above as PS/PA, he willalso

countersign lelephone bitts of the office and residence official telephones of the officer

v '

h.

i

m.

k

t.

concerned.

Thege po9t9 are required as under:-

PS (BS-t7)

PA (BS-t6)

sG (BS-15)

sT BS-t2)

Chairman/Members

GMs, Secretary, F.A & DG (PR)

Directors

Dv Directors
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4A Assrslanl Director (f lan ningS

NHA, HQ.
t7 20 a. To assisi the Director {Highway Safety) to accomplislt his job.

b. To mainlain record of Higttway Safety Division.

c. To followup the reference and their disposal nade by Highway Safety Division.

d. Tc study anr! collect latest H$hway Safety prccedures/policies aid steps declareC cn

!nternational level.

s;. To make proposals for improvement of Highway Safety measures.

f. To superuise and guide mapping section in preparation of Highway System Maps,

relating to National level higways, provincial levelroads and each major urban area

roads.

Q; Ta lookafter preparation of Special Maps pertaining ta Surtace Types, Tfaf{ic
|  / ^  t , ,  ^  ^ ^  ^ ^  s  a . . g : ^ : ^ -  ^ .  -  n ^ t . ' - - -
vu,ui  r

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

and when desired.

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

Preparation of long and short range plans/programmes.

Pre paration of An n ual Pragra m ne (P SD P).

Fram m ing Highway Policies,

Analysis financial statistics i.e. Funding resources for a praject, expenditures

involved in a project;luture levelof expenditures;

To check/review PC-l's and PC-ll's for new projects, prepared by the Consultants.
Coordinate and m onitor consultants.

To determine project termini i.e. Contractor's capability of detour routes, availabitity of

materials, local needs of the highway/bridge, results of projects after its completion,
nationwide benefits of the proiect.

;

j.

k.

m.

p.
q.

For Official Use Onlv in NHA



:s-Fd@, NAME'::OF:POST, ,tu 'N0:.OF'POSfs

APFRQYED ..

s. Te establislt the type of improvement, appropriate for carrection of a deficient

structure of raadway.

t. Ta preparc and check project cost estimales.

u. ldentificatian af deficient segments af roadway and needed impravement.

v. Responsible to see the matters pertaining to the design of pavement and geometric

design.

w. To see the design from the point af view of asphalt, specifications for aggregates and

other materials.

x. Ta check and review the design drawings submitted and prepared by the

C o n s u lta n ts/d es ig ne r.

y. Ta maintain ihe recard af siandard specificatian, lnternatianal specificatlons likewise

DlN, AASHTO, NAASRA, ROAD NOTE, ASTM etc.

z. Ta compare the parameters worked out by the Cansultants/designer as particular

specification and submit com ment/obseruations to seniors.

aa. Ta ensure implementatian of approved design at site and submit obseruations,

if any, after implementation.

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

cc. To see and physically check the bridge structures on National Highways and

id.entify the bridges need reconstruction or repair/maintenance.

dd. Prepare estimates/proposalslor-repair/maintenance/reeonstruction of bridges

on NaiionalHighways.

ee. lle wiil alsa have standard check design.

ff. Ta visit prqject sites and ensure inplementation of apgoved design in the

stru ctu re co n stru ctio n of b rid aes.
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gg. To check the bore logs alongwifh consultants and finalise the location of
bridges/culverls, based on most economical and feasible section.

hh. To keep close liaisan with other agencies i.e. wApD,A, lrrigatian, Railway and
OGDC in the planning and desinging stage af construction af bridges/culverls.

!i. Ta maintain the surruey record refating to ptanning Wing.

ii ro keep all survey naps and suruey data far ail Natianal Highways.
kk. To prepare record of bench marks and ROWs.
ll' To examine the preliminary and detait drawings prepared by the cansultants/designer

and verify various positions of desiEn parameters througtt site verification, parlicularly
the curues and X-Seclions.

mmTo verify oosition and marks (pBM) established b1r the consultants for layout.
nn' To research for introduction of {atest designs in constructian of Highways and Bridges.
oo' To arrange literalure through news papers and magazines, periadicals, 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 related tothe design matter.
qq. To frame design related articles for pubtications and maintain record of such articles

published in national and international periodical duly written by the desiEners of
higway and bridges.

ff. To ltqpp close qqoydjtlltion Uvith tes_e,6rc-h institutes utorking in the field of highway
designing.

ss. To keep the record of traffic factors required for computation of the traffic design.
tt' To update the studies of axle load, axle configuratian system and equalencies

consullants or agencies working in the field of hiqhurav designinq.

F-or Offieial Use Only in,NHA



J8 B-:*ESC R I P TI G N F O; R J U STI F I G AT I ON OF .' TH E F QSTSNO: OF'PQSTS

A;PPRQVED

uu. To evaluate the impact of design traffic on pavement with referance to the axle

loading , configuration tyre pressure e.t.c:

w, Ta prepare reports an growth trend af traffic on the country and provide iniormation to

ihe clesigners/aiher departmenis an request wiih the permissian af Directcr (Design)'

ww,Ta up date the conversion factars in relation with the change in type af traffic and

manufacture lrend.

xx. To evaluate the trafffic studies carried aut by the consultants witlt particular referance

to the ciesign traffic comptiiaiion.

yy, To maintain the record of all data pertaining ta the traffic services i.e: -

1. Movement of passengers goods transportation.

2. Place utility of transportation.

3. Time utility of transPortation
. 4. Demand of seruices of traffic arround the country.

zz, To anaylise the traffic movement and demand, taking into accoltnt the political,

economical, soct'al and environmental aspects.

a1. Evaluation of the charts concerning traffic services from feasibility and traffic studies

prepared by the cansultants/designers for a specific project cansulling the relevant

record.

a2. To dealwith the prequatification of contractor and palicies/procedures on the subiect

matter.

a3. Ta prepare standard agreements for the contracts.

a4. To maintain the record of contract Section.

a5. To dealwith the matters related to contract conditions and specificatians.

a6. To draft palices/proceduers about specifications.

a7. To maintain the record af specification section.
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I

I te. To develope standard specificaticn Book for NHA contracts.
|  ^ -
I u9. To check and subiect the improvement in the specificatlon prepared by the
a

I 
consultants.

I 
a7 o.fo assist field organizations in understanding/Clarifications and implementatians of

I 
contract specifications.

| "1l.To 
frame slandard form for calling Tenders for award af contracts.

I 
alz.fo campile the record of contractors recieved with tenders for award of contracts.

I al3,To prepare classwise/costwise list of contractors wha have submitted tenders for

I 
award of contracls.

I 
al a.To assist the committee constituted for the examination of tenders & award for

I contracls.
I

I 
al5,To maintain the recard of tenders issused and received.

I 
al6.To superuise material testing laboratory at regional level.

I al7To ensure quality control wfthin the region at site of construction projects and
I

I mantenance works.

I al8.To check quany site before approval of material at works.
at 9,To ensure proper material testing at site by NHA/consultants/contractor laboratories.,.
a20.To ensure that the staff posted by consultants/contractors at site for testing purpose is

properly qualified with relevant experience
aQl.To e0 ure that Laboratory equipments installed at site by N HA/Consuttants/

contractors are functioning as per requirements of the proiects works.
a22.To suggest improvement in quality cantrolat site,
a23.To ensure maintenance of materialtesting recard.

Note: -D,istributian of iobs among Ihe Assistant Directars in Planning Wing will be
deaided by the Member {PtqnninE).
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JC8. DESCRIPTION FOfr ,.!USTI'FIOATION OF THE POSTS

4 1 . Assistant Directar

(Operalions Wing ) NllA HQ

a. ia assrsf fhe Dy.Directar {Quality Cantrol} in Central MaterialTesting Laboratory.

b. To seeicheck ihe inpiemerttation af procedures specified far naterial testing in the

Laborataries.
c. Io assisl the fietd staff in streamlining the site operations, testing and maintenance oi

qulaity stanCard,
d'. To ensure that Laboratary equipments are in fair candition.

e. To ensure ihat material samples are fram the same material which is to be

useci at siie.
f. To ensure that materiattesting record is maintained properly.

g. To submit suggestions far improvement in the material testing system.

h. Coordination wittt planning wing at the time of feasibility studies of a proiect.

i. To proper programes and schedule of proiect.

j. Review and Monitar the progress of proiects

k. To callect/prepare weekly,manthly, quaterly and yearly progress of the

projects and submitted the same ta senior.

L To point out the project lagging behind schedule,

n. To suggest steps for timely completion of proiects.

n, Coordination with the Planning Wing at he time of preparation of estimate

costs for projects.

o. To examine the cost estimales prepared by the Consultant with the

liaison of Planning Wing.

p. Preparation of cash flow and budgetary requirements for constructian process.

q, Ta ensure the completion of the proiects within the estimated cost.

r, To evaluate the cases of variations recieved fram the field and see the affect of

variation on the proiect cost.
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JOB DESCRIPTION FOfr JUSTIFICATION OF TI]E POSTS

s. Ta check the affect of any change in the projeci on i4s cost.

t. Development of budget and cost analysis of projects.

u. To assist the seniors in coordination with site offices.
v. To check lhe conditlon of completed/constructed projects and prepare plans

for iheir upkeep/maintenance. !' t

w. To suggest proposals for long durationlife of existing higjhways/Bridges.
x. To call proposals from regions about the works on existing Highways/Bridges.
y. To maintain the record of all contracts i.e'. maintenance and Constructian proiects.

z. To maintain the record or contractorsiCansultants engaged on the
contracts/prajects of N HA.

aa. To maintain the record of staff deployed by cons(tltant/contractors al project sites.
bb, To naintain the record of Consultants/Oontractors about their pertormance

and instructions thereon.
cc. To ensure praper shifting of site record HQ/Regional record room after completion of

project.

dd. To naintain the record of plants, equipnents and machinery deployed at site.
ee. To suggest resources development for constructions and maintenance works.
ff. Time and nethod studies.
gg. To maintain inventory of technical equtipments needs for timely completion of projects.

hh. Ta carryout design for pavements rehabilitation propasals.

ii. Pavement investiSatitin/design.
ji, MIL suruey and PMS running.

kk. Pavement testinE (destructive and non destructive) already being carridout by
the concerned quarter,

ll. To be responsible for i
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J'Og DESCRIPWAN FOR J.UST'FIGA.WAN OF TT1E POST.S

nmTo adopt and suggest improvement in the kilometer post reference system.
nn. Liaison with other agencies concerned about Traffic Laws
oa. To look at the high,"va'y safety aspects fron the naintenance point cf vie++'.
pp. To carryout Traffic Count, O.D. Surueys and to caordinate with other organistions as

regards the traffic valume surveys on vital rational links.
These posts are utilized as under:-

Canstruction Wing 2
Maintenance Winq 2

42. Assistant Directors
(Fietd Mbintenance Works,
and Regiond Affices)

a. To physically present/superuise the maitenance warks of the area allocated to hin.
b. To ensure quality and completion of work in due caurse of time.
c. To check/ verify the claims of consultants and cantracars.
d. Ta ensure punctuatity af NHA/contactors statf at site.
e. To ensure proper functioning of Nationat highway under his superuision.
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
Malntenance Engineer,

h. To collect progress reports an canstruction works and submit to seniors.
i. To ensure smooth running of Traffic on National Highways.
j. To maintain record of'naintenance and construction works of the region.
These posts are required for tt'te jobs as under:-

Q9 11 strq ctio n P r.ojects (On e eac h ReEion al Cffice)
Maintainence Works
Puniab (South)
Puriiab lNortil
Sindh
NWFP
Balucltistan

5
EN

I
I
t2
t2
t0
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JOB DESCEIPTION FOR JUSTIFICAWON AF TflE POSTS

Assistant Directar
(nfrastructure)

(NtiA HO & Regional Offices

H n 1

Regions 5

a. To deal with the cases relates to the permission for petrol pumps, Erection of
Sign Baards and lying Pipelines etc.

b. To deal with the claims of Provinces/Railways e!c. fcr utilization af their areas by !'!HA.
c. To ensure coordination with Regional GM's that ROW inside the National Highways is

clear and there is no illegal encroachment in the ROW.
a. To dealwith the cases for installation of sign board on raad sides by the different

agencies.
b. To handle the cases of removal of unauthorised encroachments on iliEhwavs within

R.O,W.
c. To visit sites and submit feasibility reports on installation of sign boards.
d. To enforce NHA pglic.ies rggVrding establishment of hotels, petrolpumps,

parks etc. on the National Highways.
e. To ensure payment by concerned agencies regarding establishment of petrot

pumps, hatels and installation of publicity board on Nationa! Highways.
f. To ascertain and demarcate land to be acquired for the new alignment and

existing projects on Nationai Highways.
g. To ccllect revenue data including Khasra numbers and Jama Bandiof Land record.
h. To collect average cosi of the land to bie acquired far NHA project.
i. To Prepare details of utilities far which amount is required to be paid to the land

owners.
j. To Negotiate with land owners for acquisition of Land.
k. Tg qn qrq issq7nqe of tlqtifjcation under LanctAcquisition Act bv the Land Becvenue

Department in due course oi time.
Tc cealwitfi the court cases of Land Acquisition pertaining to NHA Land.
To maintain record of NiiA Land.

'To Maintain record af naymsnls macle la the land awners for Land acquisition.
Coordination with allccncerned in connecticn with land En.

I.

m.

3nly  inN H AFor Official
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44. Assistant Director
(Motarways)

l 7 a
z a. To assist the seniors in construction and naintenance of Matorways.

b. To coordinate wilh quarters concerned for propef functioning af Motorways

c. To maintain record of construction and mainlenance of Moiarways'

d. Ta prepare peilaCic functioning report on the Motorways for submission to seniors'

e. Ta laakafter the safetv and securitY of Motorways uiilities'

45, Assistant D irector (Cam puter

Engg.) NHA HQ.

a. To keep the computers and related items in running conditian'

b, To see proper repair of computers fram Market when needed.

c. To deat with minor and day to day repair/naintenance of hard and soft wares.

d. To take action for removal of mechanical defects from comptiterization systen af the

Authority.

e. To maintain stock of necessary instruments and parts needed {or day to day

repair/m ainte nance of co m puters.

46. Sta ! is t tl c s I nvestig ato r

NHA, HQ (Planning Wing)

1 7 a. To concluct and caltect the record about traffic flow on National Highways'

b. To hold periodic traffic counting an National Highways at different points'

C.

d.

f.

To assist seniors in dealing with the matters of Highway Safety

To maintain the recard abaut increase af axle laad on llighways'

To maintain the record af accidents an highways and causes thereof.

To callect data abaut different type of transport running on the Natianal Highways.

To assist Director(Highway Safety) as and when directed by hin' -

47. P uplic R9latiqn Ofrice I
D i rectorale G ene ra I N l'1 A, un

a. Coordination with Electronic and Print Media.

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

c. To send news far broadcasting in electronic media with the approval of the senrors.

d. To assist DG (PR) in his official iobs.
e. To dealwith Printing works.
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To submit press cuttings from Newspapers related ta NHA far perusal and orders of
the seniors.

To handle preparation of medals/gifts/souiniers for official purpases of NHA and
maintain necessary record thereof.
To maintain record of Newsiltems of Printanri Electronic Media related to NHA.

48. Assista nt D irector (B udget)
(Finance Wing NHA llQ)

17 a. To ensure timely submission of Budget Estimates to the Seniors for onward submission.
to the Ministry of Communications and Ministry of Finance for allocation of Budget.

b: To ensure that after allocatian of Budget all concerned have been*informed abaut the
h eadwise b ud get a I location.

c. To ensure that priodicd Budget statemenis have been prepared and despatched
to concerned quarters.

d. To ensure that no budget amount shoutd lapse at the end af financial year but it must
be allocated/utilized under the proper head of account.

e. suggest and ensure the improvement in Budget system in the Authority.
f. Collect estimates from Regional GMs etc. for preparation of budget requirements.
gJo update a:nd finalize budget estimates for establishment and proiect works.

49. Assistant Director (Accounts)

NHA llQ and Regional

Offices.

1 7 ' 7

HQ:  2

Regions: 5

Assistant Director (Accounts) NHA HQ - 2 posts.

a. To ensure proper maintenance of record of all paid vouchers and completion of
Accounts Books.

b. To qheek tha! Sanction Memos received for payment are in'order and form4tities have
been completed.

c. Re- concilialion of Accounts.
d. Ta eniure that Eank statements are being receivecl and alt Bank accaunts are in order

as per record of NHA,

t.

Fsr.Offieial Use gnlv in NHA
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e. To ensure that record of Cheque Books and payment slips is maintained properly by

NHA staff.

f. To ensure that clains of Cansultant/Contractors and emplyees af NHA are complete in

all respects as per terms and conditions of Contract and as per rules.

g. To ensure tltat works expenditure and payments are in accordance with Contract

Agreement/BOQ and MBs are completed.

h. To ensure that paynent is being nade out of the concerned head of accaunt.

i. To ensure that periodic accaunts statements are being prepared in due caurse of iime'

i. Ta ensure that necessary cheques have been despatched to the person concerned

imnediately after passing the voucher.

k. To ensure proper disposal of Audit obseruations.

i. To ensure that salaries, TA/DA, transfer grant claims etc. are being finalized in due

course of time immediately.

n. To prepare periodicalreturns.

n. To ensure that atl payments are within the approved budget under the head of account

cancerned.

2. Assistant Director (Accounts) Reqional Offices. 5 Posts.

tn addition to jobs mentioned against the ADs (Accounts) NHA HQ (Sl. No. 49'l'above),

these officers have to perforrn the following duties: -

A: Fln4qcj_alldyisor to the GM(Region) conce_rned.

b. To prepare and timety submission of budget estimates of the respective province and

certify, that all expenditures are within the canformity of rules/ orders of the competent

authority.

c. To perform the duties as DDO for GM Office and timely disbursement of pay and

allowances and other claims of the staff of NHA.

For Official Use Onlv
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50. Assistant F inancial Advisar

{Finance CettNHA. HQ)

t7 These posts are required for the assistance of seniors in the foltawing jabs: -

q. Dealing with Private Sectar Financing, Registratian of lnsurance companies, Generalion
of Funds, Chartered Accountants Audit matters.

b, Maintainance of expendiiures record, Bank accounis iecord, Toii Piaza matiers.
c. Dealing with contract docurnents and negotiations and financial policies matters.
d. Cansolidation of accounts, mainlenance of fixed assels record, GP/CP Fund matters.
These posts are required for the following fields:-
' . Privat Sectar Financing and vetiing/safeiy af Cantract Dacuments/iank Guarantees.

2. Funds Generatian matters, consolidation of accounts.
3. NHA Assets and expenditures matters.

1. Ftlancial policies, GP/CP Fund, chartered Accountant Audit, etc,
E 1 Assistant ProErammer

(Computer Bureau)

Admn. Wing, HQ

1 A 2 e. Computerizatian of files received fram different wings.
b. Computer programmming of statistic type material.
c. Software development.

d. To controlservers 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 ol

individuat.

g. To ensure proper functioning of all computers under their charge.
h. To subnit proposals far repair/maintenance of computers well in time, so that work

should not s;uffer.

These pasts are required as under:-

l, Centeralized Computer Bureau Works.

2. Coordination and assistance to different sections.

For Official Use-Only in NHA
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APPROVED

,JAg DESCftIPTIAN FCI+ JASftqICATION OF TIIE FOSTS

a4- Supdt. (l nternal Audit) N HA

HQ.

t a a. Maintenance af Audit recardftiles.

b. Submit cases of DAC/PAC to seniors in time,

c. Ensure that replies lo audit paras are received fron all concerned at appropriate time.

d'. To prepare audit programnes of audit teams.

e. To control attendance of siaff of concerned section.

f. To prepare details of classwise audit obseruations i.e. proposed audit para, draft para,

advance para etc.

g. To prepare cases properly.

h. To peiorm as a member of audit team.

These pasts are required as under: -

t. Office fltlanagement

2. NHA Regular Budget Audit.

3. Proiects and maintenance works audit.
448 Head Daughtsman

(Planning Wing HQ

l 6 a. To ensure safety and security of Proiects Drawings.

b. Ta check design/drawings submitted by the consultants comparing with the

feasibility studies reports and PC-ls, PC-lls needs.

c. Tc supervise the works being carried by his iuniors.
d. To subnitt technical advises in drawing works.

e. To prepare drawing sheets as and when directed by the seniars.

f. Ta draugltt drawing from -survey reports.

g. To assist the site/head office staff and ensure that proiects works are being

carried as Der drawinqs.

FoE Officiai Use Onlv in NHA
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tr/l Senior Enumerator
(Planning Wing NHA He)

t6
I 

a. To enumerale the transportation of goods and passangers by road.

I b. To maintain the transportation recard'of altNational Highways and re-check it
I periodically.
I c: To submit load increase/decrease reports on Highways.

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

e. To assfst the seniors in Highway safety matters as and when desired,
These posts are required as under:-
1. office management and record maintenance, in statistics section.
2. Field visits and collection of Highways statistics, about axel load and traffic counting.
3. Highways accidenls and safety malters.

J Coordination and submission of comperative statements
Senior Lab: Technician
(Planning Wing) NHA He.

t6 a. To controlthe staff of Material Testing Laboratory.
b. To keep the equipments of Laboratory in order.
c. To assist the seniors in testing of material.
d. To prepare materialtesting reports and maintain record in this regard.
e. Ta ensure that sample is from same material which is being used at site.
f. secure and safe the samples of materialreceived for testing.
g. Responsible for security and safety of material testing laboratory equipments.
These posts are required for the jobs as under;=
1. Construction Proiects 5 (one each region)
2. Maintence lVorks A

3. Office Management, Coordinalion ;

For Off ieial  Use Onlv in NHA
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56. Librarian

(P u b I ic Relalio n D irecto rate)

NHA HO

l 6

d

To ensure safety and security of books/naterial available cn the record cf Central

Library.

To maintain lhe recard and controlon issue and receipts of Library Eooks etc.

Classification and cataloging of books in the library,

To provide uptadate iniormaiian to the readers.

To advise reaional librarv staff in matters related to Librarv as and when desired.

U.

o ,

Security Supervisor

{Admn. Wing HQ)

I O a, To supervise security measures at NHA HQ.

b. To suggest better security steps for safety of Gavt. property.

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

d. To ensure maintenance of visitors registers property.

e. Ta ensure nainlenance af vehicle na,tement reglster far security purpose.

f. Ta lookafter reception and ensure that security as well as reception staff is

well behaved with the visitors,

g. To guide the visitors in conneclion with the office business visits.

h. To ensure that the visitors are attending only the officer/affice for which they

have been allowed.

i. To ensure ptacem.ent af fire fighting instruments in proper condition.

j. To ensure thai no official property is allowed out of office premises without formal

permissian of the !ncharqe of section concerned.

Office Superintendent

(Admn Wing HQ &

Regianal Offices).

1 A

A

To pulup cases in due course af time, with rules/policy position, on the relevant subiect.

To ensure completian of office record in all respect of the office concerned.

To ensure maintenance of attenciance/leave record of staff.

To ensure completion af Service Books and other service record.

To ensure completion of recard of sanctianed, working and vacancy position.

To conlrol movement of office files properlv.f,

N H AFor Official Use Onlv
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g. To ensure security and safety af office record.

h. To ensure punctuality of staff and submit reports to seniors in case of indiscipline in the

office by any official.

i. To supervise the work of Assistants, Cierks eic warking under him.
j: Ta draught/prepare notes on the cases as and when directed by the seniors.

These posts are required for posting as under:-

RegionalOffices 5
A )^^ I1:-^^t^.^1^ ua1 6

?1ui lu I  IJUVt/ IUtcttV r1t4 Z

59. Supervisor (General Seruices,

Admn Wing NHA HQ

t o a. To supervise working of Photocopier Section Eeruices and to ensure that Photocopier

Machines should be naintained/repaired praperly and in due course of time.

b. To see that Electricity, Water & Gas seruices are in order and make necessarv

arrangements as and when needed in this cannection.

c To arrange repair, maintenance of offiee as well as residential buildings, under the use

of NHA.

d. To ensure proper functioning of office lifts, generator, AC Ptant, Telex, Fax machines

and arrange timely repair/maintenance of these items..

e. To maintain grcssy grounds and plantation within office and rest houses buitdinEs.

f. To ensure cleanliness of the office as wellas rest house premises.

g. To ensure timely receipt and payment of utility seruices bills.

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

i. To ensure ciianliness of officiat/NHA buitdinqs premises.

ou. Supdt. (Record) Admn Wing

NHA HQ

t o 1 To lookafte(maintain record roam.

To ensure security and safety of the record received in the recard raom

To control movement of record properly.

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

b
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To make lists annually with the consultation of alt wings far destruction of expired recard

and maintain details of destroyed record.

To maintain receipt and issue registers.

To ensure lhat record should not qo in anv irrelevant hand.n

6t Suprintendent (Store)

(Admn Wing NHA HQ)

I O a. To ensure proper maintenance of stores.

b. To maintain receipt and issue registers.

c. To upkeep the registers and ledgers

d. To prepare detail of old/irrepairable stock and submit proposals for auction as per

policy on the subject matter.

e. To submit store items demand for purchase in time.

f. To ensure security" and safety of store items.

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

h. To report shortage of stock to seniors and suggest suitable action in this regard.

i. To replv the audit obseruatians on store items.

62. S u perinte nd ent (B u d get)
(Finance Wing HQ)

16 z a. To maintain the record of Budget Bureau.
b. Ta cantrolthe movement of files.
c. Ta submit budget cases in due course af time.
d. Ta ensure that all informations required for preparation of budget are recieved properly.

e. To ensure disposal of files/cases immediately after their finalization by the compelant

authority.
f. To maintain necessry statements/registers for budget informations.
g. Ta ensure submission of cases in proper way as per prescribed pracedure.

h. To cantral the staff working under his control.

These pasts are required as under: -

1. To prepare, compare and collect expenditures record.
2. Budqet preparatian/allocations.

For Official Use Only in NHA
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Supdt. (Accounts)

{HO & RegionalOffices)

' 3. To ensure maintenance af accaunts boaks properly.
b. To ensure maintenatnce/preparation of accounts statements in due course of time.
c. To ensure correctness of all vauchers prepared for payment.
{i. To ensure that request for payment are being submitted under praper sanctian.
e. To ensure that Cheque Baoks and cash are kept in safe custody under iock and key by

the cashiers
f. To arrange binding of paid vouchers.
g, To ensure that no undue delay may occur in payment after clearance of the case.
h. To ensure punctuality of staff under his superuision.
i. To ensure that no any payment is being made in duplicate.

.!. To ensure maintenance of record properly,
These pasts are required as under:-

Finance wing HQ 6 (Finance cell 2, Two in each of Accounts secti
Reqional Offices 10 /2 in each

lnspectors
(Maintenance field units
under RegionalGeneral

Managers)

a. To watch the works of maintenance at site.
b. To ensure quality of works at maintenance sites,
c. To ensure that the contractors are using required equipments properly.
d. Ta ensure tinely completion of works.
e. To ensure deplayment of qualified personnel by conlractors at site, as per

_Q_o_nt r a c t c p n d i t i o n s.
f' To watch the condition of roads within particurlar jurisdiction and submit

reports to senior for necessary action.
g. To ensure proper allendance of N HA staff at site.
11. To ensure smoath running af traffic on the Hiqhwavs.

Use Only in NHAOffieial
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Note: - See Stenographers

at Sr.No.39

i. To remain cfase to the allocated site every time'

These posts are required as under: -

Matorways Maintenance

Punlab (South)

Punjab (North)

Sindh

NWFP
Rah tahislan

a

t o

1 A

24

24

20

oc. Computer Technician
(Computer Bureau,

NHA Hq Acimn.'vting.

14 z a. To ensure proper functioning af Computers without any technicalfault'

b. To handle minor repair and routine maintenace of computers

c, To maintain necessary stock of spare parts {or electronic devices.

d. To lookafter working of fax machines, photocgpiers etc' and to d

oo. Computer Operator

(H0 & BegionalOffices)

l4 20 a, To computerize the files be;ing dealt by the senior level officers.

b. Data processing.

c. programming / Camputerising of statistical, diagraphic, engineering and charts malerial'

These posts are required as under: -

Aperaliort Wing HQ (Const + Maint)

Planning Wing HQ {Design, C&8, Plg)

Punjab (Sauth + North) (Const, Maint)

- Sindh (Const, Maint)

NWFP (Const, Maint)

Baluchislan {Const, Maint)

Flnance Wing HQ {Acctt, Budget, Finance Cell)

Secretary (NHA)

LeqalSection

2
a

4

2
2
z

3
t
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Data Entry Operator

{Computer Bureau Admn.
Wing, NHA HQ)

a" To enter Data in the Computer.
b. To handle and maintain data library record.
c. To dealwith office management works of computer bureau as and wlten

desired by the seniors.
d. To mainlain record of soft and hardware items.

Note:- See Stenotiprbts at Sr.No.39

Computer Person
(NHA HQ & Regional
Offices)

a. To complete routine computer works as and when received.
b. To prepare details of computer works and maintain necessarv files.
c. To be custodian of hard disks.
d. To streamline the compuler works dealt in the section.
These posts are required as under: -

Computer Bureau Centeralized Work z
DG (PR) |
lnternalAudit I
lnspection Wing I
Req io n al Ac ctts Sectio n s

Office Assistant

{NHA HO & Regional
a. Putting previous papers and other references relating to the case under consideration.
b. Opening of files, giving heading to a file, and to keep the record of movement of files.
c' To keep blbse eye on the movemenl of files of his section and followup of the fites.
d. Keeping a note of all important orders and decisions.
e, Recording,indexing and weeding of files,
f, Watching the necessity of keepinq prioritv or

For Otficial Use Only in NHA



JO? DESCSIPTION FOR JUSTIFICAflAN OF THE FOSTSS.AtO. NAME AF POST 8S NO. OF FCISTS

APPEOVED
Casualtyping, maintinince of diaty rcgister, preparation af statements and puttingup ofl

rautine reminders. I
!

Custodian and responsibte for security and safety of files' 
I

To ensure clispasai of time iimiled cases in due couise of time. 
i

To ensure completian of Service Books when posted in section concerned' 
!

To ensure that no officiat should continue in seruice after completion af 60 years age 
i

and submit such cases wel! in time to lhe competent autharity for decision (while i
rieaiing the personnel management). i
To maintain staff attendance register and submit to seniors for counter signature as I
directed.

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

n. To naintain recordlist af cases under process and putup to seniors far disposal in due

course of time.

o. Ta be responsibte for putting up the periodical relurns in time.

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

h.

i.

t

k.

Chairman, Office

Secrelary Section

Planning Wing

P u bl ic Re I atio n D i rectorate

Adnn Wing HQ

Regionat Offices (one eich)

lnfrastructure {HQ + Heqions)

7

2

7

2

t4
;

o
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J'AB DESCRIPTION FCR JUSTIFIGATION OF TI4E POSTS

a. To maintain DPS/PDPs/APs files.
b, Ta deal with office managemnt of Audit section and maintain record.
c. To maintain record of DAC/PAC cases.
d, To assist Audit Parties during audii inspeciions.
e. To compile replies/informations related to audit abservations.
f. To maintain reports and return registers.

9' To streamline the replies to audit obseruations and submit to seniors in due caurse af
time.

h. To submit files to seniors duty completed in all respects.
i, To Control movement of files.

Laboratory Technician
(Planning Wing HQ )

a. To operate Material resting Laboratory Equipments for materialtesting.
b. To maintain files/recard and watch the movement of Laboratory iiies.
c. To get samples of materialfrom pro;pct sites and arrange testing in the Laboratory.
d. To assist the seniars 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 pasts are in use as under:-
l. Construction Projects | 0 (2 each region)
2. Maintenance Works z

Draughtsman
(Planning Wing HQ /
Regional Offices)

/4
Plg. Wing 4
2 eaqh rpgipn I Q

a. To prepare estimates for drawing materials required for official use.
b. To prepare drawings and ensure their safety.
c. To see that drawings are being prepared as per design of the projeat.
d' To compare drawing sheets with the estimates received fron the field survev works

team.
e' Before start of work on drawings it must be ensured that the estimates submitted by the

field units/consultants are as per design in accordance with the specification and

Fqr QffLsial tise QnLyin NHA
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/ J . Asistant Librarian
(Dte.Gen P.R. ll0)

t t 2 a. To siock/settle the books in Library as per classifiaation.

b. To nake catalogue cards.

c. To issue, receive and place the books property.

d. To fcllow the bccks issueC and ensure thelr return.

e. To save and secure books from anytoss

f. To keep newspaper files in proper way.

g. To ensure cleanliness of the Library and its stock.

h. To preaare inventorv of baoks.

74. Fltotographer

{Public Relations Dte. HQ)

t t I To operate video Camera during meetings, conferences and seminars for NHA rccord

and electronic media news coverage.

To prepare dacumentary films far press neivs.

To maintain pholoqraphv record of oflicial activities.

A

Starekeeper

(Admn, Wing HA)

2 a. To place store items at proper place as per classifiaation.

b. Ta prepare inventory of store items.

c. To ensure safety from any damage to all store items.

d. Ta prepare delails of store items being required for stock and are in shortage in the

slnre.

e. To maintain the record of demand notes.

f. To submit files af stares to seniars for preparation of cases.

g.- To eonpile the bids/quotations received for purchasing/auctian/disposal af store items.

h. To maitain/prepare stare record in proper way,

i. To ensure that old items are received in stare before issue of new items as a

replacement.
j. To prepare details of un-seruiceable/missing itmes and submit lo seniors for decisions,

k. To prepare slock reqisters itemwise.
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L To submit proposals/estimates for purchase of stare items.
m. To prepare necessary stare stalements.

n. To assist the Audit parties during stores audit.
o. To control lhe staff of stores.

Tf'tese pasis are required as under: -

1. Stationery and Furniture ltems Store.

2. Machinary, Transport anci Enqineerinq ltems Store,
Care Taker
(Regional Offices)

t r

b.

To superuise the working of Electrician, Plunmber, Gardner, Generator
Operatar, Carpenter, Sweeper and such like other staff.
To ensure proper maintenance of office, official residentialand rest houses
buildings of NHA.

To watch that utility services i.e. electricity, water and gas supply connections
are fu nctio n in g pro perl y,

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

To ensure good servicesfor guests at NHA Rest Houses and see that necessary rent
has been charged and deposited in the relevant Bank Account.
To ensure that office places are acquired as per allocation.
To verify the bills of repair/maintenance of buildings and utility seruices dealt through
uare laKer.

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.

To maintain proper record of repair/maintenance of buildinqs and utilitv services,

f.

u.

a.

g,

h.
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77. Enumeralar

{PlanninE Wing HQ)

q

(For works ane

each region)

a. Io assrslseniors io discharge their duties properly, in Traffic Cantrol Frogranme.
b. To maintain ihe record of cauniing of traific flow on Naiianal Highways.

c. To naintain the recard of classified iransport running on the iv-ational Highways.
d. Ts ccnpite and slreamiine lhe repcrls c{ cansullnafs an lraffic {lcw/ax-^! laad on a

Highway, and to submit lhe same lo seniars.

e. To assist the consultants in the field at the time of feasibility studies of a project in

cannection with the traffic countin q/classificatian.

Surveyor {Planning Wing HQ
& RegionalOffices)

10

Plg. HA s

One each region t

e. Io asslslseniors in survey works.
b. Ta maintain Survey instruments neat and clean.
c, Ta keep suruey instruments in safe custody and proper conciilion.
d. To mainiain Sur,rey record prapeily.

e, To remain present at site and watch ihe survey warks being conducted by the
C o n s u I ta n t s /C o ntra c to rs.

f. Ta handle suvev instruments while suruev is in hand bv NHA survevor.
7A Accounts Assistant

(Finance Wing HQ &

Regional Offices)

t t 24

Finance HQ I

(Accounts, Budget

Finance Cell)

3 each region | 5

To rspen/maintain office files of the section concerned.

To conlral the mavement of files.

Tc submit the cases to seniars in due course of time.
To prepare vouehers far paymenl properly.

To maintain Accaunts Books.

To eo rn B il e Aeeo u nts State rn e nls,

To prepare monthly salary/pay bills.
To submit bills after careful study for payment.

To arrange binding of paid vouchers praperly.

To colleci Bank statements from Eanks far NHA record / actian.

To naintain at{endance reeister of staff as directed bv the seniors.

h

.l

L

l.

J '

k.
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L Ta issue cheques ta concerned parties on receipt of passed voucher as per policy

tnstruclnns.

To complete cash book.

To ensure security anc! saiety of cash in hanci.

Ta disburse pay and allowances and other paymenls and maintain proper record.

To ensure safe custody of cheque books.

To maintain record of concerned section.

To update the ciata ior Buciget preparationiailocation.

To submit cases to seniors for necessary action.

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

To compile expenditures aqainst allocated budqet estimates (Headwise).

n.
n

P .

L t .

s.
I

u.

Sub - Engineer

(lnfrastructure) HQ

Regions 5

a. To assist the land acquisition staff in mearurement of land.

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

c. To check engineering side factors in infrastructure works.

d. To maintain record of ROW. Land, Utilities inside the NHA land in accordance with the

drawings of RCW.

e. To see/check engineering side matters related to tand of NHA and update drawings in

this regard.

f. To deal with and assrsl the seniors in infrastructure and land matters from the

enaineerinq point of view.

8 f . Key Punch Operator

(Computer Burcau Admn.

Wing Ha)

t0 a. Feeding of Data received for computerization.

b. To maintain inventory of computer files.

c. To keep hard disks in proper way.

These posts are utilized one each far Finance, Operations,

Winas matters.

P lan n in g and Ad m in istration
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82. Ka n o g o (! nfrastru cture)
NHA HQ

z a. To assist fhe officers in assessment of land and related utilities.
b. Ta maintain revenue record af all Highways.
c: To undertake the land acquisition process far the new alignments.
d. Ta follawup the land acquisition cases af N HA in different offices/departments.
e. To maintain recard of Land Acquisition Court Cases and olher disputed mafters abaut

land.
83.

I

Upper Divisian Clerk
(Alloffices of NHA)

a. Filing work.
b. Paging, paragraphing and completion of files.
c. To handle with {he movement af files.
d. To followupllocate 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

lns.pection Wing

lnlernalAudit

Planning Wing

I

1

l 7

P,R. Directorate t

= Finance Wjng gP 4
Operation Wing HQ 5
3 each regional office / 5

lnfrastructure 7
(Ha + Regions)

lVotorway Maintenance 5

FOr Official Use Only in NHA
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84. Lightnan

(Directorate General PR H0)

7 1 a. To assist the Phetagrapher.

b. To assist the Press Photographers in NHA Programmes.
c. To operate lfqhts for photaqraphv.

85. Telephone Operator

(Adnn. Wing Ha)
7 a. To operate NHA Telephone Exchange Key Board.

b. To perform Telephone Duties as and when cjesired by ihe seniors.
c. Ts baok 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 contro! are not misused.
These posts are needed to run the telephone exchanqe of N HA around the clock,

86. Senior Acctt. Clerk

(Finance Wing HQ &
Regional Offices)

7 t9 a. To assist the Accounls Assistant in maintaining the accounts record/registers etc.
b. To update/eompile/ necessary/ record for preparalion of periodc accounls returns/

statements.

c. To streamline the Accounts files/recard. .

d. To control the movement of files/cases of Accounts.
e. To see binding works of paid vouchers etc.
f. CasualTyping work.
g. To update/compile data received in respect of Audit Obseruations.
t'1. To keep the files in good conditions.

i. To controt the movement of audit files and followup of the cases moved for decision of
s_eniors.

j. Filing work.

These posts are required for posting in Accounts, Audit, Finance Cell, Budget and Regional
Accounts Sections.

For Official Use Oniy in N'FlA
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87. Lower Division Clerk

{N HA HQ, Regional Offices)

92 a. Ta dealwith dak receipt and diary/despatch in fhe section.

b. Typing work of the section.

c. Filing work as and when desired by incharge.

d. To assist the AssttlJDC in discharging their duties,

These posts are requlred as under:-

Secretary NHA

lnternalAudit

t .11. Urecrcrarc

Finance Wing HQ

Punjab (South)
-: Sindh

Baluchistan

lnspection Wing

Planning Wing

- Admn Wing HQ

Operation Wing HQ

Punjab (North)

NWFP

lt

1

4
z

7

1

22
1 0

o

lnfrastructure 7

Dutiqs af LPC white posted as Diary Qespalqh Clerk wilt be as under:-

a. To receive Dak for diary/Despatch for allN'HA Sections in R & | Section.

b. To Update Diary/Despatch register in all respects.

c. To check the enclosures, if any with the letters,

d. To separate fair copy from the office copy and records date of despatch on both copies.

e, Ta affix affice stamp on the envelop,, me:ntionina address of sender.

For Off ic ial  Use Only in NHA
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f. To return the office copies to sections concerned.

S; To prepair envetops for sending the Dak received for despatch.
h. To sortout the dak to be despatched carefully and separale lacal dak from the dak to be

a a n l  h t t  a a a t
o o r t t  u v  l J v J a ,

i. To ,r"O,urc Dak book and pass it to Naib Qasid for Delivery to concerned office/afficer.
j. To keep cyclostyled adress slips for addresses frequ.ently addressed.
k, To maintain record of postal stamps used, telegrams, TCS, DHL, IJMS etc.
Duties of LDC whtle posted as receptianisi: -

h

d

C .

To prepare visitors register.
To issue visit slips.

To guide the visitars.
To maintain visitors recard.

To handle telephone calls/messaqes at reception
88. Laboratory Assistanl

(Planning V/ing HQ) Regions 5

HOl

To assist Lab. Technicians in materialtestinq,
To maintian the files of Laboratory in line.
To maintain/clean the Laboratory equipments.
To deal with dak receipt and Diary/Despatch in the Laboratory.
To maintain the Lab. equipmenls record and prepare Lab. equipments Stock Reoister

h

C.

u.

89. Tracer

(Planning Wing HQ)

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

D

on Ferroprinter Operator

(Planning Wing Ha)

5 z a. To operate Ferroprinter and prepare drawings on it.
b. To maintain Ferroprinter Machine.
c. To maintain necessary registerirecord abaut Ferroprinter Machine.
d. To maintain stock regisier for Ferroprinter Machine items.

Officiai Use Only
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o 1 Telephone Lineman
(Admn. Wing Ha)

a. To watch praper functioning of lntercom and direct Telephone numbers.

b. To repori defects of telephones to seniors and da the needful.

c. To see that no telephone number should be changed/sltifted without priar permission of

lhe competent autharity.
d. To chanEe/sttiit telephones sels from ane place to other under the arders of the

competent authority.
e. To instal new teiephone sefs as and when dierectd by the controlling officer.

f. To ensure that a telephone sei/number is under use of the officer/afficia! {cr whon lt ls

installed.
g. To ensure proper functioning of telephone Exchange of NHA.

h. To ensure that atl Telephone sets and other telephone instruments of NHA are in goad

conciiiion.
i. Ta ensure that telephone connections are in working condition'
j. To be responsible for cleanliness of NHA Telephane Exchange.

k. Coordination with PTC offices in connection with the telephone matters.

L To handle routine/minor repair maintenance af Telephone instruments in NHA.

m. To watchlookafter all telephone lines of NHA from the point of safety and security.

n. To maintain necesssry stock of instruments required for repair/miantenace/ upkeep of

Teleohane svstem in NHA.

92. Photocopier Operatar
(Admn. Wing HQ &
Regional Offfces)

HQ4
Regions 5
(One each)

a. To Operate Phatocopier machines.
b. To ensure its timely repair/maintenance,
c. To ensure that Output of Machine is salisfaetory.
d. To ensure tltal machine is not mishandted/misused.
e. To maintain necessry record of repair/maintenance of the machine.

f. Ta maintain record of number of copies made by the machine'

g. Ta ensure security and safety of the machine.

h. To operate Duplicator Machine and ensure its repair/maintena@

For Off ic ial  Use Only in NHA
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93. Electrician

(Admn. Wing HQ )
a' To maintain electricity conneclion within the office, Rest Houset *a NUn n"ria"nWt

DUilOtngs.

b' To assist the WAPDA staff as and when their services have been acquired by NHA.
c. To ensure proper repair/maintenance of electricity items.
d' To reporl defects of electricity connections/wiring, needs immediate altention of

NHA/WAPDA.

e' To maintain necessaty stock of erectricity repair instruments.
f, TO maintain fecorrl of mainr plplririlv fat tttc/ranair/maintnn^^^^

94. Painter

(Admn. Wing HQ )

5 I a. To colour doors, windows, furnirure for routine maintenance.
b. To maintain road sign boards.
c. To maintain vehicles Number plales.
d. To maintain office name plates.

Carpenter

{Adnn. Wing He )

1 To upkeep the waoden items of the office and residential buildigs of NHA.
To handle minor repair/maintenance of office furniture and fixtures.
TO ensufe/check that all wooden ilcms arp in nrnnar nnnrlirinn

t\

96. Masson

(Admn. Wing He )

I a. to matntain construction of NHA buildings.
b. Ta repair damages of buildings constructibn.
c. Ta see proper works by labour when engaged from market.
d. To see proper !!!!pga$)f rain water from roof of NHA buitdinq.
a, To operatq the Lift of NHA H.e. -
b. To ensure its proper functioning.
c. To ensure its proper repair maintenance.
d. To ensure its security and safety.

Lift Operator

(Adnn. Wing HQ)

Fo_r Official Use Only in_NH,A
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Yd. Generator Operator
(Admn. Wing HQ)

e. To operate Generator as ana wnen oesres' I
b, To ensure proper repat /maintenance of Generator' 

I
c. To charge/provide ail of nachine in due course of time' I
d. To see that functioning of ihe generator is in gaod canditian. I

e. To report imnediately the defects etc. to seniors for necessary action' I
I

f. To ensure saf

"tidential I
Buildings. ,,!__ - |

b. Ta assist the water Eupply and sui gas staff as and when lhey are aftending any NHA 
I

work. I
c. To ensure proper repair/ naintenance of water and Gas items' 

I
d. To ensure prcper functioning of water and gas supply connections i
e, To handte minor repair/maintenance of itens related to water and gas supply 

i
connections I

f. To maintain necesssry instrumertts stock for repair/maintenance of water/Gas supply ]

,  cann ,ec t i o r l . s / l t ? lT l s .  , , ,  , , , , .  , ,  , , , , r , , , , , , , , , , , , r . t ,  '  , ,  : : t  r t  " t

oo Plumber
(Admn. Wing HQ)

| 00. AC Plant Operator

fidmn Wing Ha)

5 I a. To gperale ttte plant as per requremenL

I n. Tq eytsure timely repair/maintenance of the plant'

I c. To ensure praper functioninE of the plant'

I o. io rqport defects af plants ta seniors for necessary action immediately'

I e. Ta ensure safetv and securitv of th

I a. To-opeirate telex/telefax machines.

N O To ensure that reference received fQr tetex/fax is really of impartant and urgenl

| ,"tqre duty directed by a Direclor levelofficer'

! c. Ta maintain Fax messages register'

I d To ensure that telex/fax machine arc not handled by irrelevant person'

I t, To ensure safety and security of instruments' , ' ', ' ' ,''

1 n . l TeEk/Fax maehine
operators
(Admn. Wing Ha)

For Off icial Use OnlY in NHA
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| 02. Junior Accounts Clerk
(Finance Wing HQ & Regiona.
Offices)

I J a. Typing work of Accounts Section concerned.
b. Dack receipt and despatch work.
These posts are required to utilize their services as

l n

under: -

Finance HQ
- RegjonalOffice {2 each)

I os. Patwari

(l nfrastruct u re R e gio n al
u u t o e : t )

5 I E

(3 each Region)

a .

h

d.

To assist Kanogo in land acquisition matters.
To maintain record of Hasra numbers, Jamabandi, Akas, shajra Kiswan and
acquisition register.
To assist the surveyors during the process of seruey for land acquisition.
To assist lhe seniors/revenue siaff for disbursement of compensation to the
tand owners.
To maintain the permanent record of mutation in favour of NHA on different
alignment/ ROW in the regian cancerned.
To maintain the rgcord of NHA lands/infrastructures.
To collect and maintain information about NHA land orooerties.

land

f,

Y,

| 04. Driver

(F o r al I offices/e n tit led
Officers of NHA)

4 225 a. To drive the vehicles on which deployed by the seniors.
b. To ensure safety and security of the vehicte allotted.
c. To ensure change of oil, tuning, service etc. in due course af time, of the allocated

vehicle.

d T9 fgpqrt defegts to l119hq1ge Offlqer immediately for repair/maintenance.
e. Ta ensure that vehicle's defect is fully removed/repaired.
f. To ensure updating the Log Book.
g. To report the renewal of Registralion, Token Tax, lnsurance etc. in due

course of time to the seniors for necessarv action.
tt. To keep the vehicles neat and clean.

For Official Use Onlv in Nl{A



s.ffo. Nr|.idE GF POST e c NO', AF posrs
APPfrEVED

JOS DESCfrIFTISN FOR JUS{I.ICATIOAT OF THE F#S'S

i. To'change tyres at the time of need,

!. To ensure that spare tyre and kit of necessary instrumenis are always with

the vehictes in good condition.

k. To check the velticles carefully at the time of handing/taking over oi the charge.

L To check ail and water etc. before driuing the vehicle and take necessary

action in all respects for safe driving/iourney.

These posts are required for posting with officers/seetions as under: -

Chairman, NHA I

Secretary NHA 2 (Persanal duty + council, Board, Courts duties)

lnspection Wing 2 (GM * Site lnspections with Director)

lnternalAudit I

Planning Wing

P.R. Directorate

Admn Wing

{HA + Regians)

- Finanse Wing HQ

28 (Member * Directors + Material quarry sites and

survey duties)

I

38 {Staff Bus + Oft'ieers caas{er + Ambulance + VlP/Official

Guesls duties t utility services + D.R. Duties + Pool

Duties + Night/En"ergency Duties

fulember * Director + Regionat Offices Admn Pool +

Emergency etc )
8 {Me_nber + W + Fin.Adv: + Directars + Bank/AGPR

Duties + Misct Duties)
- Aperation Wing HQ 7 {Member + GMs + Directors )

Funjab (South)' 22 (GM + Directors + Maintenance Units + Site

duties )
Funiab (North) 2 2  - d a -

Fo.r Official Use Only in NHA



s.idG. NAME OF PCIST 8S NO. OF POSTS
APPROVED

Jots DEscqrpnoN FoR JUSTtFtcATtoN aF THE pos"r5

Sindh

NWFP

Baiuchisian

lnfrastructure

29 (GM + Directors + Maintenance tJnits + Site
Duties )

27 (GM + Director + lVlaintenance tJnits + Site Duties)
25 (GM + Direciors + Maintenance tJnils + Site Duties)
7 {One each Region * Direclor + lnspection/paal}

Motorway tulainL S (Director + Sile Duties )
| 05. Cook

(Admn Wing HQ & Regiona!
Offices)

-
z n

Arlmn lJl) I

Regions 5

{One each )

A

d.

To prepare and serve meal, tea, refreshment items for guests of NHA.
T ^  ^ ^ : ^ J ^ : ^  l L ^  t - : t ^ Lia matnain ine Kiicnen neat and ciean.
To maintain crokery in good conditon
To store suitable quantity of food items.

I  UO. Mali

(Admn. Wing HQ and

Regional Offices)

4
z a. Ta maintain plantation in NHA Offices and Rest Houses.

b. Ta grow seasonalflowers,
c. To maintain grossy grounds.
d. To ensure safety of flower pots.
These posts are required as under:-

HQ

Punajb (North)

Other Regions
| 07. Daftari

(Admn. Wing HQ)
2 2 a. To assist the Recordkeeper in completion of his job.

b. To ensure cleanliness, safety and security of record/record room.
c. To place the recard at proper space fixed for the same.
d. To check and ensure gooct binding of record.
e. To check the condition of record time and again and intimate the Recordkeeper about

any damage noticed by him.

For Off ic ial  Use Onlv in NHA
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t 08. Naib Qasid

(Alloflices of NHA)

1 264 a. To carry afficial files/papers from one place ta fhe other within and aut of

office premises for official purposes.

b. Ta keep the oftice, furniture,"recard and fixlures neat and clean.

c. To ccnduct lhe visitors.

d, To prsvif,s drinking water & tea elc to ihe officiat's'

e. Ta be responsibte for carriage of steel boxes cantaining office recard from ane place to

anather.

{. To shift articles of light furniture e. g. Chairs, Side racks, side tables, almirahs etc.

g, Ta ensure security and safety of office instruments/record during office working haurs'

These posts are required as under:-

Chairman Seciion 4 {Chairman Office, Pratccal Afficer, Staff Officer, Dak Duties)

Secretary Section 5 (Secy:, Dir (Legal), Dy.Secy:, DD (Legal), Dak Duties)

lnspection Wing 2 (GM, Director)

!nternalAudit 4 (Director, Dy Director, Dak Duties)

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

DG (PR)

Ad:tn Wing

Finance Wing

Cperations Wing

6 (DG, PRO, Protocol Officer, Library, Auditorium, Dak Duties)

15 (Member, Director, Dy Directors, ADs, R & l, Transport, Store,

Record, Dak Duties)

1B (Member, GM, Fin: Adv:, Director, Dy Direclars, ADs, Staff

Dulies, Dak Duties)

| | (Member, GMs, Director, Dy Direclors, ADs, Staff Duties, Dak

Duties)

Regions:-

Punjab (South) 24 (GMs, Director, Dy Directors, ADs, Staff Duties, Dak Duties)

(GMs, Director, Dy Directors, ADF,Staff Duties, Dak

For Official Use Only in NHA
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I

| 09.

Sindh
NWFP
Ealuchistan
lnfrastructure
Motorwavs Maint.

3A
29
z /

I (Director, Dy. Dir, ADs Dak Duties)
(Directar, Dy. Dirs, ADs Dak Duties)

Helpers
(PlanninE Wing HQ and
M oto rways M ain te na n c e)

I
4 4

Planning B
Motorways s
Maint.

a. To assist the seniors as and when directed.
b. To shift official record, instruments, materialsamples, office equipments etc,

on the directions of the seniors.
c. To handle cleanliness of office/Laboratory and equipments.
d. To remain present at project site and laakafter the activities af Consultants/ Contrrctarc..
e. To perform duties of Naib Qasid as and when desired by the seniars.
These posts are required for site and Lqboratory works.

!  t u . Chowkidar
(Admn. Wing HQ &
Regions)

87 a. To perfarm security duties round the ctock in rotation.
b. To keep close eye on the visitors.
c. To see that no office insruments/record etc. sltould move out of office withoul

prior permission of the competent authority.
d. To maintain Office keVs entlv Eegister.
e. To maintain officialvehicles movement register,
f. To ensure that no irrelevant person should enter into the premises.
These posts are required as under:-

NHA, HQ
Regions (lncluding Maintenance IJnits,
Regiona!Affices and Site Orfices)
Punjab (South)
Punjab (North)
Sindh
NWFP

- Baluchistan

1U

o /

t z
1 4
/ r )

l / 1

t5
t3
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1 1 1 Sweeper
(NHA HO and Regional
Offices)

1 25 a To keep the NHA building premises neat and clean.
b, To keep the all Bath frooms neat and clean.
c. To share in the shifting of office furniture, equipment, record etc. from ane place to

another.
These posts are required as under:-

NHA, HQ
Punjab (Sauth)
Punjab (North)
Sindh
NWFP
Baluchistan

l 8

z

I

I

Dy. Directors
Asstt. Directors
Drivers

1 8

,

1 n

t 0
2,5

These posts.are included in the core strengttt at 10% of tota! posts of respctive scale/past
as leave rcserve for meeting shortage and emergency jobs.

Note:- I
t . All officers and staff have to perform any other job in additian to the assignments mentiorsed above,

as and when direcied bv the seniors.

Atl officiats should note that if any oi ;+re failowhg "Labels'are used by seniors on any case / F.fr. the dealing Assistant
Directcr /Suprintendent/Assisfant should ensure ihat concerned case must be disposed of within the time period as
mentioned against each: -

a" lWfuf EDIATE : - This lable will be marked to tlte cases requiring instant altention and in any event final
disposal within 24 hours.

For Off ic ial  Use Only in NHA
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JURISDICTIONS OF GMS IN PUNJAE

GM (Punjab-South)

9MJEwieb_Nettt)

He will be GM lncharge of allNH Works in Multan Division, DG Khan Division, Bahawalpur
Division and Faisalabad Division. Precisely, he willbe the GM Incharge of N-20 (All punjab
Portians), N-55 lndus Highway (Allpunjab portions) and N-s (from sindft/punjab Border to
Sahiwal District boundry at Gaimbor).

He will be GM lncharge of all remaining National Highway Works in the faur punjab Divisions
i.e., Lahore, Rawalpindi, Sargodha and Gujranwala.

Member (Aperations) NHA Office Order No.t2(2)NHA/PS/M(O)/gs dated Z0-6-tggs.AuIh: -

. !  p p r o v e d  b . r ;  -

SE{AHN AZIZ SIDDIQI
Chailman

Superviserl h.v:-

M. AMN KT{ATTAK
lufe mbe r (Ad m i ni st ra ti on )

C o m p i l e d  b v : -

ALI ,+KBAR MEMON.
I-)v f)ira*n. /D.uJ ut!v,.,// r, crsonnel)

Co m pu terized h-r: -

IJAZ AHMAD.
Computer Person
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