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Job Analysis in Ministry of Planning, Development & Reforms 

Job Descriptions and Specifications  

Introduction 
Job analysis is the process through which 

duties and skill requirements of a particular 

job are determined. The process of job 

analysis is not carried out in most of the 

public sector organizations in Pakistan and 

the tasks / duties of employees are also not 

specifically defined. This creates a gap 

between the expectations of employees and 

the employers regarding a typical job and 

triggers many administrative challenges. Job 

analysis is such a method which can 

eliminate this gap by accurately defining 

that what needs to be done and by whom in 

the organization. A structured job analysis 

produces specific information for writing 

job specifications (what kind of people to 

hire for the job) and job descriptions (a list 

of what the job entails). These two 

documents are the sources that facilitate 

many important HR and administration 

decisions regarding HR Planning, 

recruitment & selection, training & 

development, compensation and 

performance management.  

Ideally, a comprehensive job analysis 

exercise should be undertaken before the 

hiring of staff in any organization but the 

use of this process on existing jobs could 

provide insight on the effectiveness of HR 

decisions made earlier and way forward to 

approach HR challenges ahead. 

 

Unfortunately, the process of structured job 

analysis is not very popular in government 

organizations; therefore, the recruitment 

process and subsequent efforts of training 

needs assessments lack efficiency. The 

public sector organizations in Pakistan have 

been in dire need of such reforms to improve 

the overall performance of the HR system. 

Non-existing job analysis is also leading to 

many challenges in identifying appropriate 

methods of evaluation and compensation.  

Especially, in the upcoming performance 

management regime, originated from vision 

2025, also require a source to determine the 

targets at individual level. The job analysis 

is the first step to identify appropriate targets 

and KPIs at individual level. Thus there is a 

strong and immediate need to undertake the 
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job analysis exercise. It was suggested that 

this exercise needs to be initiated in public 

sector of Pakistan starting with the 11 

ministries already engaged in performance 

contracting endeavor.  

Job Analysis at Ministry of Planning, 

Development & Reforms (MoPDR): 

To lead and serve as role model ministry, 

MoPDR undertook an initial internal job 

analysis for jobs in Grade 1-16 in the initial 

phase to make it an example and reference 

point for other ministries and public sector 

organizations.  

 

It is expected that this process shall be 

having following outcomes. 

 Accurate forecasting of the 

needed human capital both in 

the long term and short term. 

 Development of appropriate 

methods of recruitment & 

selection. 

 Identification of long term and 

short term training needs.  

  Making more informed 

decisions regarding 

compensation and performance 

management.  

Methodology: 

In this initial exercise at MoPDR, different 

sources of data have been used to collect 

information regarding job analysis. For 

grade 17-22 data from recruitment 

advertisement and other internet sources has 

been used to form these tentative Job 

Descriptions. However, for grade 1-16 a 

more structured approach. Data through a 

structured questionnaire was collected from 

representative job holders and their 

supervisors along with a brief interview. The 

output was content analyzed with the 

assistance of experienced professionals and 

an HR expert to draft job descriptions and 

job specifications for further refinement. 

Procedure: 

Step 1: Data Collection 

In first step, using secondary sources data 

sources, information regarding number of 

employees at each level/grade, their 

designations and respective sections was 

collected.  

Step 2: Data Entry in Excel Sheets 

 In second step, after the data collection of 

employment details, a convenience sample 
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of different jobs in Grade 1-16 was 

identified. 

Step 3: Developing tools for 

implementation: 

Structured interviews and survey 

questionnaires were developed and deployed 

on sample employees in the Ministry to 

identify that; what an employee is engaged 

in the duty timings on typical days, at start 

and weekends etc.  Sample questionnaire is 

attached in APPENDIX-I 

Step 4: Identification of duties of employees 

at each level/grade/designation: 

In the fourth step, standard duties and 

responsibilities of employees at each 

level/designation were identified while 

consulting with the job holder and 

supervisor.  

Step 5: Making of Job Descriptions & Job 

Specifications for all employees: 

In final step, job descriptions and job 

specifications for employees at each 

level/designation were drafted. This includes 

duties of a particular job and necessary skills 

required to fulfill those duties. 

 

Way Forward 
The tentative job descriptions and 

specifications for different jobs in grade 1-

16 are attached herewith. These descriptions 

require careful review by the job holder and 

supervisor and needs to be signed off in a 

targeted timeframe preferably before July 

15, 2016. 

After signing off, goal setting exercise shall 

be initiated for each job holder in alignment 

with performance standards identified in JDs 

as possible KPIs
1
 that shall remain a 

reference point for performance evaluation 

of employees in future at this level.  

                                                           
1
 At MoPDR a rigorous exercise was conducted to 

identify KPIs for grade 17-18 officers. Same can be 
replicated for employees in grade 1-16.  



 

 

 

  

Job Descriptions: Grade 1-16 Employees 
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1- Naib Qasid 

1. Position Details: 

Title: Naib Qasid 

Reports to: “Supervisor” 

Department/Section: “Respective Section” 

Location: Pakistan Secretariat-P/Block, Islamabad 

 

2. Purpose of Job: 
To perform tasks related to office support. 

 

3. Duties & Responsibilities: 
i.   Cleaning office equipment and furniture. 

ii.  Maintaining office crockery & other material (milk, teabags, etc.) 

iii. Serving refreshments i.e. tea, coffee, etc. to supervisor and his/her guests 

iv. Dispatching files 

v.  Any other office support task assigned by the supervisor 

 

4. Working Conditions: 
i.  Environment: Office working environment 

ii. Timings: 8:30 a.m. to 4: 00 p.m. 

iii. Nature of Business: Government 

 

5. Qualification : 
i.  Matriculation 

 

6. Skills, Knowledge & Abilities: 
i.   Ability to read Urdu and basic English language 

 

7. Performance Standards: 
i.   Punctuality at work, Quick response 

ii.  Patience, Subordination   

iii. Handling of office equipment and crockery with proper care 

 

8. Authorization: 
I, ______________________________ hereby, fully 

understand and feel myself responsible for my Job 

Description as mentioned above and will put my best 

efforts & knowledge to achieve entire satisfaction of my 

Supervisor in this regard. 

 

 

 

Employee Signature 

& Date 

 

 

 

Supervisor 

Signature & Date 
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2- LDC/UDC 

1. Position Details: 

Title: Lower / Upper Divisional Clerk 

Reports to: “Supervisor” 

Department/Section: “Respective Section” 

Location: Pakistan Secretariat-P/Block, Islamabad 

 

2. Purpose of Job: 
To assist the supervisor in preparing documents and organizing files. 

 

3. Duties & Responsibilities: 
i.    Managing file records of the section/department 

ii.   Supporting supervisor in drafting letters 

iii.  Handling of phone calls in the absence of the supervisor 

iv.  Any other official duty as assigned by the supervisor 

 

4. Working Conditions: 
i.  Environment: Office working environment 

ii. Timings: 8:30 a.m. to 4: 00 p.m. 

iii. Nature of Business: Government 

 

5. Qualification : 
i.  Minimum 12 years of education or equivalent 

ii. Minimum typing experience of one year in a similar position 

 

6. Skills, Knowledge & Abilities: 
i.   Computer literacy, typing speed of minimum  60/40 wpm 

ii.  Fairly good knowledge of MS Word, and email account usage 

 

7. Performance Standards: 
i.   Punctuality at work 

ii.  No spelling or formatting mistake in re-typing   

iii. Typing speed of 60/40 wpm 

 

8. Authorization: 
I, ______________________________ hereby, fully 

understand and feel myself responsible for my Job 

Description as mentioned above and will put my best 

efforts & knowledge to achieve entire satisfaction of my 

Supervisor in this regard. 

 

 

 

Employee Signature 

& Date 

 

 

 

Supervisor 

Signature & Date 
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3- Assistant 

1. Position Details: 

Title: Assistant 

Reports to: “Supervisor” 

Department/Section: “Respective Section” 

Location: Pakistan Secretariat-P/Block, Islamabad 

 

2. Purpose of Job: 
To assist the supervisor in preparing documents and organizing files 

 

3. Duties & Responsibilities: 
i.    Managing file records of the section/department 

ii.   Supporting supervisor in drafting letters 

iii.  Handling the phone calls in the absence of the supervisor 

iv.  Any other official duty as assigned by the supervisor 

 

4. Working Conditions: 
i.  Environment: Office working environment 

ii. Timings: 8:30 a.m. to 4: 00 p.m. 

iii. Nature of Business: Government 

 

5. Qualification : 
i.  Minimum 14 years of education or equivalent 

ii. Minimum 2 years of experience in a similar position in a well reputed organization 

 

6. Skills, Knowledge & Abilities: 
i.   Computer literate, communication skills, fairly good knowledge of MS Word, email and internet 

ii.  Typing speed of minimum 80/60 wpm 

 

7. Performance Standards: 
i.   Punctuality at work, 

ii.  No spelling or formatting mistake in typing   

iii. Typing speed 

 

8. Authorization: 
I, ______________________________ hereby, fully 

understand and feel myself responsible for my Job 

Description as mentioned above and will put my best 

efforts & knowledge to achieve entire satisfaction of my 

Supervisor in this regard. 

 

 

 

Employee Signature 

& Date 

 

 

 

Supervisor 

Signature & Date 
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4- Dispatch Rider 

1. Position Details: 

Title: Dispatch Rider 

Reports to: “Supervisor” 

Department/Section: “Respective Section” 

Location: Pakistan Secretariat-P/Block, Islamabad 

 

2. Purpose of Job: 
To dispatch the files/letters of the section to other relevant sections/departments 

 

3. Duties & Responsibilities: 
i.    Dispatching files to relevant sections 

ii.   Collecting and recording mails/couriers for the section 

iii.  Any other official duty as assigned by the supervisor 

 

4. Working Conditions: 
i.  Environment: Office working environment 

ii. Timings: 8:30 a.m. to 4: 00 p.m. 

iii. Nature of Business: Government 

 

5. Qualification : 
i.  Minimum Matriculation 

ii. Minimum 2 years of experience in the relevant field 

 

6. Skills, Knowledge & Abilities: 
i.   Good knowledge of office filing system 

ii.  Ability to read and write in basic English and Urdu language 

 

7. Performance Standards: 
i.   Punctuality at work 

ii.  Appearance 

iii. Timely dispatching and collection of mails from/to  the relevant sections and recording of transactions 

 

8. Authorization: 
I, ______________________________ hereby, fully 

understand and feel myself responsible for my Job 

Description as mentioned above and will put my best 

efforts & knowledge to achieve entire satisfaction of my 

Supervisor in this regard. 

 

 

 

Employee Signature 

& Date 

 

 

 

Supervisor 

Signature & Date 
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5- Admin Assistant 

1. Position Details: 

Title: Admin Assistant 

Reports to: “Supervisor” 

Department/Section: “Respective Section” 

Location: Pakistan Secretariat-P/Block, Islamabad 

 

2. Purpose of Job: 
To provide clerical and administrative support to the supervisor 

 

3. Duties & Responsibilities: 
i.   Providing support in the administrative issues of the section 

ii.  Provide the supervisor with the relevant data/information when required 

iii. Any other official duty as assigned by the supervisor 

 

4. Working Conditions: 
i.  Environment: Office working environment 

ii. Timings: 8:30 a.m. to 4: 00 p.m. 

iii. Nature of Business: Government 

 

5. Qualification : 
i.  Minimum 14 years of education or equivalent 

ii. Minimum 5 years of experience in the relevant field 

 

6. Skills, Knowledge & Abilities: 
i.   Fairly good knowledge Office administration, office records, minimum typing speed of 80/60 wpm 

ii.  Proficiency in MS Office, computer literacy 

 

7. Performance Standards: 
i.   Punctuality at work, typing speed of 80/60 wpm 

ii.  No formatting and spelling mistakes in preparing documents/letters 

iii. Handling administrative issues in a professional and courteous manner 

 

8. Authorization: 
I, ______________________________ hereby, fully 

understand and feel myself responsible for my Job 

Description as mentioned above and will put my best 

efforts & knowledge to achieve entire satisfaction of my 

Supervisor in this regard. 

 

 

 

Employee Signature 

& Date 

 

 

 

Supervisor 

Signature & Date 
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6- PS/APS/Stenotypist 

1. Position Details: 

Title: Private Secretary/Assistant PS/ Stenotypist 

Reports to: “Supervisor” 

Department/Section: “Respective Section” 

Location: Pakistan Secretariat-P/Block, Islamabad 

 

2. Purpose of Job: 
To support the supervisor in day to day office operations and activities 

 

3. Duties & Responsibilities: 
i.   Managing phone calls 

ii.  Taking dictation from the officer and drafting letters/documents 

iii. Schedule appointments and maintain an appointment diary and timely update the supervisor 

iv. To receive and manage visitors and guests 

v.  Any other official duty assigned by the supervisor 

 

4. Working Conditions: 
i.  Environment: Office working environment 

ii. Timings: 8:30 a.m. to 4: 00 p.m. 

iii. Nature of Business: Government 

 

5. Qualification : 
i.  Minimum 14 years of education or equivalent 

ii. Minimum 5 years of experience in a similar position 

 

6. Skills, Knowledge & Abilities: 
i.   People management skills, computer literacy, good communication skills 

ii.  Proficiency in MS Word, email management, typing speed of minimum 80/60 wpm 

 

7. Performance Standards: 
i.   Punctuality at work, greeting visitors and guests courteously 

ii.  No formatting and spelling mistakes in preparing documents/letters 

iii. All functions of the phone (i.e. hold, transfer, etc.) are handled properly and politely 

 

8. Authorization: 
I, ______________________________ hereby, fully 

understand and feel myself responsible for my Job 

Description as mentioned above and will put my best 

efforts & knowledge to achieve entire satisfaction of my 

Supervisor in this regard. 

 

 

 

Employee Signature 

& Date 

 

 

 

Supervisor 

Signature & Date 
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7- Superintendent 

1. Position Details: 

Title: Superintendent 

Reports to: “Supervisor” 

Department/Section: “Respective Section” 

Location: Pakistan Secretariat-P/Block, Islamabad 

 

2. Purpose of Job: 
To ensure proper working and maintenance of office  record and assist Section Officer while disposing 

off official matters 

 

3. Duties & Responsibilities: 
i.   Supervising the work of assistants/clerk, etc.  working in the section/department 

ii.  Submission of cases to higher officers in proper and complete form 

iii. To ensure that discipline and tidiness is maintained in the section/department. 

iv. Any other official duty assigned by the section officer 

 

4. Working Conditions: 
i.  Environment: Office working environment 

ii. Timings: 8:30 a.m. to 4: 00 p.m. 

iii. Nature of Business: Government 

 

5. Qualification : 
i.  Minimum 14 years of education or equivalent 

ii. Minimum 7 years of experience as office administrator or in a similar position 

 

6. Skills, Knowledge & Abilities: 
i.   Fairly good knowledge of office administration 

ii.  Proficiency in MS Office and email account usage 

iii. Computer literacy, leadership and communication skills 

iv. Analytical and problem solving skills 

 

7. Performance Standards: 
i.   Sound work ethics 

ii.  Resolving all the section related issues/matters on time 

iii. Greeting visitors and guests in a friendly manner 

 

8. Authorization: 
I, ______________________________ hereby, fully 

understand and feel myself responsible for my Job 

Description as mentioned above and will put my best 

efforts & knowledge to achieve entire satisfaction of my 

Supervisor in this regard. 

 

 

 

Employee Signature 

& Date 

 

 

 

Supervisor 

Signature & Date 
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8- DMO 

1. Position Details: 

Title: Duplicate Machine Operator 

Reports to: “Supervisor” 

Department/Section: “Respective Section” 

Location: Pakistan Secretariat-P/Block, Islamabad 

 

2. Purpose of Job: 
To ensure effective working of the duplicating machine and provide photocopy services to office staff 

when required 

 

3. Duties & Responsibilities: 
i.   Ensuring that the machine is always operating properly  

ii.  Providing photocopying service to the staff (for office use only) 

iii. Maintaining inventory for photocopying (paper, ink, etc.) 

iv. Keeping accurate record of photocopies 

v.  Any other official task assigned by supervisor 

 

4. Working Conditions: 
i.  Environment: Office working environment 

ii. Timings: 8:30 a.m. to 4: 00 p.m. 

iii. Nature of Business: Government 

 

5. Qualification : 
i.  Minimum Intermediate 

ii. Minimum 2 years of experience as a duplicating machine operator 

 

6. Skills, Knowledge & Abilities: 
i.   Good knowledge of operating photocopying machine and basic trouble shooting 

 

7. Performance Standards: 
i.   Punctuality at work 

ii.  Serving behavior with staff coming for photocopying 

iii. Always keeping the machine in an operational condition 

iv. Maintaining inventory for the machine 

 

8. Authorization: 
I, ______________________________ hereby, fully 

understand and feel myself responsible for my Job 

Description as mentioned above and will put my best 

efforts & knowledge to achieve entire satisfaction of my 

Supervisor in this regard. 

 

 

 

Employee Signature 

& Date 

 

 

 

Supervisor 

Signature & Date 

 

 



Job Analysis of Ministry of Planning, Development & Reforms  2016

 

 14 

 

9-  DMS 

1. Position Details: 

Title: Data Management Supervisor 

Reports to: “Supervisor” 

Department/Section: “Respective Section” 

Location: Pakistan Secretariat-P/Block, Islamabad 

 

2. Purpose of Job: 
To perform tasks related to office support with regard to Data Management 

 

3. Duties & Responsibilities: 
i.   Data Entry Management/ Quality Management. 

ii.  Data related problem solving 

iii. Analyzing information/ Developing standards 

iv. Identification, planning, appraisal,  formulation, implementation, monitoring and evaluation of the 

development programs/projects 

v.  Any other  task assigned by the supervisor 

 

4. Working Conditions: 
i.  Environment: Office working environment 

ii. Timings: 8:30 a.m. to 4: 00 p.m. 

iii. Nature of Business: Government 

 

5. Qualification : 
i.  BCS/BSc./BA with one year  DIT/Post Graduate Diploma (PGD) in Computer Science 

ii. 3 years of experience in the relevant field  

 

6. Skills, Knowledge & Abilities: 
i.   Proficiency with MS Office, knowledge of data management and record keeping 

ii.  Ability to organize, multitask and work under pressure 

iii. Strong communication and basic analytical skills  

 

7. Performance Standards: 
i.   Punctuality at work 

ii.  Quality of data management   

iii. Proper handling and safety of data and other information 

 

8. Authorization: 
I, ______________________________ hereby, fully 

understand and feel myself responsible for my Job 

Description as mentioned above and will put my best 

efforts & knowledge to achieve entire satisfaction of my 

Supervisor in this regard. 

 

 

 

Employee Signature 

& Date 

 

 

 

Supervisor 

Signature & Date 
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10- Receptionist 

1. Position Details: 

Title: Receptionist 

Reports to: “Supervisor” 

Department/Section: “Respective Section” 

Location: Pakistan Secretariat-P/Block, Islamabad 

 

2. Purpose of Job: 
To facilitate visitors/guests and managing administrative work of the front desk 

 

3. Duties & Responsibilities: 
i.    Greeting visitors/guests and directing them to the relevant sections after security clearance 

ii.   Issuing visitor cards to the guests, following SOP regarding collecting and returning CNIC 

iii.  Coordinate with other sections to facilitate the guests/visitors and managing phone calls 

iv.  Receive and sort daily mails/couriers and dispatch to the relevant section 

v.   Any other official duty assigned by the supervisor 

 

4. Working Conditions: 
i.  Environment: Office working environment 

ii. Timings: 8:30 a.m. to 4: 00 p.m. 

iii. Nature of Business: Government 

 

5. Qualification : 
i.  Minimum 14 years of education 

ii. Minimum 3 years of work experience as a receptionist or in a similar position  

 

6. Skills, Knowledge & Abilities: 
i.   Proficient with  MS Office 

ii.  Proficient with Office 

iii. Excellent communication skills, service attitude and courtesy 

 

7. Performance Standards: 
i.    Punctuality at work and behavior with guests/visitors 

ii.   Coordination and communication with other sections 

iii.  Professional appearance 

iv. Visitors/guests feedback 

 

8. Authorization: 
I, ______________________________ hereby, fully 

understand and feel myself responsible for my Job 

Description as mentioned above and will put my best 

efforts & knowledge to achieve entire satisfaction of my 

Supervisor in this regard. 

 

 

 

Employee Signature 

& Date 

 

 

 

Supervisor 

Signature & Date 
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11- Data Entry Operator/ Computer Operator 

1. Position Details: 

Title: Data Entry Operator/ Computer Operator 

Reports to: “Supervisor” 

Department/Section: “Respective Section” 

Location: Pakistan Secretariat-P/Block, Islamabad 

 

2. Purpose of Job: 
To support the supervisor in tasks related to data entry and keeping data records 

 

3. Duties & Responsibilities: 
i.    Maintaining data/information of the section 

ii.   Providing the information/data to the supervisor as required 

iii.  Any other official task assigned by the supervisor 

 

4. Working Conditions: 
i.  Environment: Office working environment 

ii. Timings: 8:30 a.m. to 4: 00 p.m. 

iii. Nature of Business: Government 

 

5. Qualification : 
i.  Minimum 14 years of education 

ii. Minimum 2 years of work experience in a similar position in a well reputed organization 

 

6. Skills, Knowledge & Abilities: 
i.   Proficient with  MS Office 

ii.  Computer literacy 

iii. Typing speed of minimum 80/60 wpm 

iv. Basic knowledge of front end of data basis 

 

7. Performance Standards: 
i.    Punctuality at work  

ii.   Typing speed 

iii.  No formatting or spelling mistake in preparing documents/data entry 

 

8. Authorization: 
I, ______________________________ hereby, fully 

understand and feel myself responsible for my Job 

Description as mentioned above and will put my best 

efforts & knowledge to achieve entire satisfaction of my 

Supervisor in this regard. 

 

 

 

Employee Signature 

& Date 

 

 

 

Supervisor 

Signature & Date 
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1- Research Officer  

1. Position Details: 

Title: Research Officer 

Reports to: “Supervisor” 

Department/Section: “Respective Section” 

Location: Pakistan Secretariat-P/Block, Islamabad 

 

2. Purpose of Job: 
To provide research assistance to the assist chief as per requirement 

 

3. Duties & Responsibilities: 
i.    Initiate actions on all the tasks assigned. 

ii.   Data collection, analysis and compilation 

iii.  Drafting reports and coordination with relevant stakeholders  

iv.  Organizing events i.e. workshops, seminars, etc. 

v.   Any other official task assigned by the supervisor 

 

4. Working Conditions: 
i.  Environment: Office working environment 

ii. Timings: 8:30 a.m. to 4: 00 p.m. 

iii. Nature of Business: Government 

 

5. Qualification : 
i.  Minimum 16 years of education 

ii. 3 years of work experience in development research or relevant domain 

 

6. Skills, Knowledge & Abilities: 
i.   Proficiency in MS Office, internet surfing & SPSS 

ii.  Strong research including qualitative and quantitative skills 

iii. Strong communication and average analytical skills 

iv. Excellent English report writing skills  

 

7. Performance Standards: 
i.   Punctuality at work, quick response to supervisor’s research needs and timely feedback 

ii.  Quality and quantity of reports produced 

iii.  No. of events arranged 

 

8. Authorization: 
I, ______________________________ hereby, fully 

understand and feel myself responsible for my Job 

Description as mentioned above and will put my best 

efforts & knowledge to achieve entire satisfaction of my 

Supervisor in this regard. 

 

 

 

Employee Signature 

& Date 

 

 

 

Supervisor 

Signature & Date 
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2- Program Officer 

1. Position Details: 

Title: Program Officer 

Reports to: “Supervisor” 

Department/Section: “Respective Section” 

Location: Pakistan Secretariat-P/Block, Islamabad 

 

2. Purpose of Job: 
To handle all the media related activities of the department/project i.e. print, electronic and social media 

 

3. Duties & Responsibilities: 
i.   To implement the project as per its scope 

ii.  Generating dialogues and debates on the relevant media, liaison with stakeholders 

iii. Monitoring of feedback on the relevant media 

iv. Preparation and sharing of relevant material with stakeholders 

v. Any other official task assigned by the supervisor 

 

4. Working Conditions: 
i.  Environment: Office working environment 

ii. Timings: 8:30 a.m. to 4: 00 p.m. 

iii. Nature of Business: Government 

 

5. Qualification : 
Minimum 16 years of education in Mass Communication or in the relevant field 

Minimum 5 years of work experience in a similar position in a well reputed organization 

 

6. Skills, Knowledge & Abilities: 
i.   Excellent communication skills 

ii.  Computer literacy 

iii. Excellent writing skills 

iv. Analytical  and problem solving skills 

 

7. Performance Standards: 
i.   Punctuality at work, project management skills  

ii.  Keeping up to date information on the relevant media 

iii. Coordination with stakeholders and understanding the sensitivities 

iv. Development and management of monitoring and feedback system 

 

8. Authorization: 
I, ______________________________ hereby, fully 

understand and feel myself responsible for my Job 

Description as mentioned above and will put my best 

efforts & knowledge to achieve entire satisfaction of my 

Supervisor in this regard. 

 

 

 

Employee Signature 

& Date 

 

 

 

Supervisor 

Signature & Date 
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3- Assistant Accounts Officer 

1. Position Details: 

Title: Assistant Accounts Officer 

Reports to: “Supervisor” 

Department/Section: “Respective Section” 

Location: Pakistan Secretariat-P/Block, Islamabad 

 

2. Purpose of Job: 
To facilitate the accounts officer in the matters related to accounts, budgeting and pension. 

 

3. Duties & Responsibilities: 
i.    Maintenance of cash books, handling of cash payments, bills and accounts. 

ii.   Reconciliation of accounts with AGPR 

iii.  Preparation of Budget 

iv.  Look after financial matters of the officers and staff and facilitate/coordinate at all levels  

v.   Any other official duty assigned by the supervisor 

 

4. Working Conditions: 
i.  Environment: Office working environment 

ii. Timings: 8:30 a.m. to 4: 00 p.m. 

iii. Nature of Business: Government 

 

5. Qualification : 
i.   Minimum 16 years of education in the relevant field 

ii.  5 years of work experience in maintenance of cash books and conciliation of accounts with AGPR 

iii. Experience in government departments will be preferred 

 

6. Skills, Knowledge & Abilities: 
i.   Fairly good knowledge of  MS Office 

ii.  Computer literate 

iii. Analytical skills 

iv. Excellent knowledge about accounting and budgeting techniques 

 

7. Performance Standards: 
i.    Punctuality at work ,  Follow up of AGPR cases 

ii.   Quality of assistance provided to accounts officer 

iii.  Timely reconciliation of accounts with AGPR and management of cash books 

 

8. Authorization: 
I, ______________________________ hereby, fully 

understand and feel myself responsible for my Job 

Description as mentioned above and will put my best 

efforts & knowledge to achieve entire satisfaction of my 

Supervisor in this regard. 

 

 

 

Employee Signature 

& Date 

 

 

 

Supervisor 

Signature & Date 
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4- Deputy Director 

1. Position Details: 

Title: Deputy Director 

Reports to: “Supervisor” 

Department/Section: “Respective Section” 

Location: Pakistan Secretariat-P/Block, Islamabad 

 

2. Purpose of Job: 
To provide assistance to the immediate supervisor in the successful implementation of the project 

facilitate visitors/guests and managing administrative work of the front desk 

 

3. Duties & Responsibilities: 
i.   Assist the supervisor in overall implementation and examination of cases as required 

ii.  Data processing, implementation and management  for progress report of projects 

iii. Critical review of the progress of the project 

iv. Financial management , liaison with stakeholders 

v.  Any other official task assigned by the director/supervisor 

 

4. Working Conditions: 
i.  Environment: Office working environment 

ii. Timings: 8:30 a.m. to 4: 00 p.m. 

iii. Nature of Business: Government 

 

5. Qualification : 
i.  Minimum 16 years of education in Economics/Project Management or in the relevant field 

ii. Minimum 5 years of work experience in project planning, appraisal and implementation of projects in 

the public sector 

 

6. Skills, Knowledge & Abilities: 
i.   Excellent project management skills including PM software, Proficient with  MS Office 

ii.  Strong communication and report writing skills 

iii. Good presentation, coordination, reporting and liaison skills 

 

7. Performance Standards: 
i.    Punctuality at work and quality of assistance provided to the director/supervisor 

ii.   Keeping up to date and accurate information about the progress of ongoing and completed projects 

iii.  Liaison with other stakeholders and training of assistant directors on project management related 

matters 

 

8. Authorization: 
I, ______________________________ hereby, fully 

understand and feel myself responsible for my Job 

Description as mentioned above and will put my best 

efforts & knowledge to achieve entire satisfaction of my 

Supervisor in this regard. 

 

 

 

Employee Signature 

& Date 

 

 

 

Supervisor 

Signature & Date 
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5- Director 

1. Position Details: 

Title: Director 

Reports to: “Supervisor” 

Department/Section: “Respective Section” 

Location: Pakistan Secretariat-P/Block, Islamabad 

 

2. Purpose of Job: 
To implement and monitor  the project as per its scope 

 

3. Duties & Responsibilities: 
i.   Periodic review of project implementation and reporting 

ii.  Coordinating with different project implementation agencies for facilitating,  implementation and 

removal of hurdles 

iii. Coordinate with finance division and other relevant agencies on the budgeting and release of  funds for 

the project 

iv. Any other responsibility assigned by the senior management 

 

4. Working Conditions: 
i.  Environment: Office working environment 

ii. Timings: 8:30 a.m. to 4: 00 p.m. 

iii. Nature of Business: Government 

 

5. Qualification : 
i. Minimum Masters in Economics/Project Management or in the relevant filed form any reputed 

university with 12 years of experience in project planning and implementation in public sector 

6. Skills, Knowledge & Abilities: 
i.   Leadership and supervisory skills 

ii.  Project Management 

iii. Excellent communication  and liaison skills 

 

7. Performance Standards: 
i.    Punctuality at work and behavior with guests/visitors 

ii.   Coordination and communication with other sections 

iii.  Training of deputy directors 

iv. Visitors/guests feedback 

 

8. Authorization: 
I, ______________________________ hereby, fully 

understand and feel myself responsible for my Job 

Description as mentioned above and will put my best 

efforts & knowledge to achieve entire satisfaction of my 

Supervisor in this regard. 

 

 

 

Employee Signature 

& Date 

 

 

 

Supervisor 

Signature & Date 
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6- Accounts Officer 

1. Position Details: 

Title: Accounts Officer 

Reports to: “Supervisor” 

Department/Section: “Respective Section” 

Location: Pakistan Secretariat-P/Block, Islamabad 

 

2. Purpose of Job: 
To handle and facilitate all the matters of the Ministry related to accounts, budgeting and pension. 

 

3. Duties & Responsibilities: 
i.    Preparation of budget of the main Ministry, attached offices and development projects 

ii.   Dealing with audit paras of the Ministry, pension processing of all employees 

iii.  Preparation of general cases with AGPR 

iv.  Preparation of pay bills of gazetted officers of the Ministry 

v.   Any other official duty assigned by the supervisor 

 

4. Working Conditions: 
i.  Environment: Office working environment 

ii. Timings: 8:30 a.m. to 4: 00 p.m. 

iii. Nature of Business: Government 

 

5. Qualification : 
i.  Minimum 16 years of education in the relevant field 

ii. Minimum 5 years of work experience in a similar position in a well reputed organization 

 

6. Skills, Knowledge & Abilities: 
i.   Excellent working knowledge of  MS Office 

ii.  Computer literate,  Analytical skills 

iii. Good negotiation and communication skills 

iv. Excellent knowledge about accounting, budgeting and pension system 

 

7. Performance Standards: 
i.  Punctuality at work , Number of cases dealt in a year, Follow up of AGPR cases 

ii. Accurate forecasting and budgeting, timely input on pension cases, timely preparation of pay bills 

 

8. Authorization: 
I, ______________________________ hereby, fully 

understand and feel myself responsible for my Job 

Description as mentioned above and will put my best 

efforts & knowledge to achieve entire satisfaction of my 

Supervisor in this regard. 

 

 

 

Employee Signature 

& Date 

 

 

 

Supervisor 

Signature & Date 

 

   



Job Analysis of Ministry of Planning, Development & Reforms  2016

 

 24 

 

 

7- Web Developer 

1. Position Details: 

Title: Web Developer 

Reports to: “Supervisor” 

Department/Section: “Respective Section” 

Location: Pakistan Secretariat-P/Block, Islamabad 

 

 

2. Purpose of Job: 
To design, develop and maintain the web portal, software application, network servers and data bases 

 

3. Duties & Responsibilities: 
i.   Study the present business processes and carryout re-engineering for improvement in efficiency and 

transparency and to avoid duplication. 

ii.  Development, implementation and maintenance of software applications, web portal, databases etc. 

deployed within Planning Commission. 

iii. Develop all aspects of software applications and web portal including UX design, interactivity of 

application, server side business login, and data access layer. 

iv. Use versioning system like GIT or SVN to maintain code in a discipline manner. 

v.  Any other duties assigned by Joint Director IT, Chief ICT/Director IT and Member ICT and S&T. 

 

4. Working Conditions: 
i.  Environment: Office working environment 

ii. Timings: 8:30 a.m. to 4: 00 p.m. 

iii. Nature of Business: Government 

 

5. Qualification : 
i.  BS CSE/EE/ CS or equivalent (4 years after ‘A’-level or FSc) from any reputed foreign or Local HEC-

recognized university/institution. 

ii. Demonstrable experience in software development and web development in contemporary technologies 

including PHP, Java as Server side technologies and expert in UX design frontend development as well. 

Extensive knowledge of database systems MySQL in particular is must. 

 

6. Skills, Knowledge & Abilities: 
Demonstrated abilities and proficiency in use of following technologies: 

i.    Java (J2EE+Android), Spring, Hibernate, Lib GDX, Phone Gape, PHP, HTML5, CSS3, AJAX, YUI, 

Bootstrap. 

ii.  SOAP and REST(JSON, XML) web services 

iii. MySQL(Joins, Partitions, Table Engines, Normalization, Denormalization) 

iv. Design Patterns (Dependency Injection, Factory, Façade, Observer, Adapter) 

 

7. Performance Standards: 
i.    Punctuality at work, Number of juniors trained in one year. 
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ii.   Maintenance and Up gradation of software applications as per demand 

iii.  Level of ease for usage of software applications and other computer programs 

8. Authorization: 
I, ______________________________ hereby, fully 

understand and feel myself responsible for my Job 

Description as mentioned above and will put my best 

efforts & knowledge to achieve entire satisfaction of my 

Supervisor in this regard. 

 

 

 

Employee Signature 

& Date 

 

 

 

Supervisor 

Signature & Date 
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8- Web Manager 

1. Position Details: 

Title: Web Manager 

Reports to: “Supervisor” 

Department/Section: “Respective Section” 

Location: Pakistan Secretariat-P/Block, Islamabad 

 

2. Purpose of Job: 
To manage, design, develop and maintain the website for the relevant section/project 

 

3. Duties & Responsibilities: 
i.     Designing and maintaining the website 

ii.    Up gradation of the website on regular basis as per requirement/instructions 

iii.   Adding features in the website and keeping it up to date 

iv.   Securing the website from cybercrime/hacking, regular search engine optimization 

v.    Any other official task assigned by the supervisor 

 

4. Working Conditions: 
i.  Environment: Office working environment 

ii. Timings: 8:30 a.m. to 4: 00 p.m. 

iii. Nature of Business: Government 

 

5. Qualification : 
i.  Minimum 16 years of education in Computer Science or in the relevant field 

ii. Minimum 6 years of work experience in a similar position in a well reputed organization 

 

6. Skills, Knowledge & Abilities: 
Demonstrated abilities and proficiency in use of following technologies: 

i.   PHP, HTML5, CSS3, AJAX, YUI, Bootstrap. 

ii.  SOAP and REST(JSON, XML) web services 

iii. MySQL(Joins, Partitions, Table Engines, Normalization, Denormalization) 

 

7. Performance Standards: 
i.   Quality and design of website that uses appropriate mix of richness and reach. 

ii.  Upgradation of the website as per demand, zero downtime and timely response to sniffing & hackings.  

iii. Keeping up to date information on the website and sharing visitor loads and interests 

 

8. Authorization: 
I, ______________________________ hereby, fully 

understand and feel myself responsible for my Job 

Description as mentioned above and will put my best 

efforts & knowledge to achieve entire satisfaction of my 

Supervisor in this regard. 

 

 

 

Employee Signature 

& Date 

 

 

 

Supervisor 

Signature & Date 
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9- Section Officer 

1. Position Details: 

Title: Section Officer 

Reports to: “Supervisor” 

Department/Section: “Respective Section” 

Location: Pakistan Secretariat-P/Block, Islamabad 

 

2. Purpose of Job: 
To act as the head of the section and primarily responsible for proper working and maintenance of record 

of the section 

 

3. Duties & Responsibilities: 
i. To dispose of all the cases pertaining to his section 

ii. To supervise the work of his/her subordinates 

iii. Train, facilitate and advise the subordinates in the performance of their functions and duties 

iv. To ensure that the discipline and tidiness of the section is maintained 

v. Any other official duty assigned by the deputy secretary/supervisor 

 

4. Working Conditions: 
i.  Environment: Office working environment 

ii. Timings: 8:30 a.m. to 4: 00 p.m. 

iii. Nature of Business: Government 

 

5. Qualification : 
i.  Minimum 16 years of education 

ii. Must have passed CSS Exam or FPSC general recruitment test or other requisite qualification 

 

6. Skills, Knowledge & Abilities: 
i.   Excellent knowledge of  Office administration 

ii.  Proficiency in MS Office, internet and emails, leadership skills 

iii. Strong negotiation and problem solving skills 

iv. Ability to make decisions independently in line with rules and regulations 

7. Performance Standards: 
i.   Punctuality at work,  Effective handling of administrative issues, training of junior staff 

ii.  Accurate and up to date information about the section 

iii. No. of documents/cases processed, maintained and updated within the time framework 

 

8. Authorization: 
I, ______________________________ hereby, fully 

understand and feel myself responsible for my Job 

Description as mentioned above and will put my best 

efforts & knowledge to achieve entire satisfaction of my 

Supervisor in this regard. 

 

 

 

Employee Signature 

& Date 

 

 

 

Supervisor 

Signature & Date 
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10- Assistant Director 

1. Position Details: 

Title: Assistant Director 

Reports to: “Supervisor” 

Department/Section: “Respective Section” 

Location: Pakistan Secretariat-P/Block, Islamabad 

 

2. Purpose of Job: 
To provide assistance to the deputy director in the successful implementation of the project 

 

3. Duties & Responsibilities: 
i.    Assist the respective director/supervisor in overall implementation and examination of cases as 

required 

ii.   Management of data, its processing  and interpretation for reporting on the progress of 

implementation of the project 

iii.  Liaise with stakeholders 

iv.  Any other official task assigned by the director/supervisor 

 

4. Working Conditions: 
i.  Environment: Office working environment 

ii. Timings: 8:30 a.m. to 4: 00 p.m. 

iii. Nature of Business: Government 

 

5. Qualification : 
i.  Minimum 16 years of education in Economics/Project Management or in the relevant field 

ii. Minimum 2 years of work experience in Project Management in the public sector 

 

6. Skills, Knowledge & Abilities: 
i.    Proficient with  MS Office and project management software 

ii.   Strong communication and report writing skills, Good presentation, coordination and liaison skills 

iii.  Ability to demonstrate active role in functional teams 

 

7. Performance Standards: 
i.   Punctuality at work , liaison with stakeholders 

ii.  Quality of assistance provided to the deputy director/supervisor 

iii. Maintaining up to date and accurate information about the progress of ongoing and completed projects 

 

8. Authorization: 
I, ______________________________ hereby, fully 

understand and feel myself responsible for my Job 

Description as mentioned above and will put my best 

efforts & knowledge to achieve entire satisfaction of my 

Supervisor in this regard. 

 

 

 

Employee Signature 

& Date 

 

 

 

Supervisor 

Signature & Date 
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11- Assistant Chief 

1. Position Details: 

Title: Assistant Chief 

Reports to: “Supervisor” 

Department/Section: “Respective Section” 

Location: Pakistan Secretariat-P/Block, Islamabad 

 

2. Purpose of Job: 
To facilitate and assist the supervisor in the administrative and other matters of the section 

 

3. Duties & Responsibilities: 
i.   Analysis of PC-I and preparation of working papers, position papers and concept clearance papers for 

pre-CDWP and CDWP meetings, disposing off miscellaneous cases as assigned 

ii.  Preparation of working group reports for five year/perspective plan 

iii. Preparation of material relating to the section for the year book of the Ministry 

iv. Preparation of briefs for ECC, CCI, Minister, Secretary and Members 

 

4. Working Conditions: 
i.  Environment: Office working environment 

ii. Timings: 8:30 a.m. to 4: 00 p.m. 

iii. Nature of Business: Government 

 

5. Qualification : 
i.  Minimum 16 years of education 

ii. Must have passed CSS Exam or FPSC general recruitment test  

 

6. Skills, Knowledge & Abilities: 
i.   Excellent knowledge of Microsoft Office, procedures/functions of the Ministry 

ii.  Strong analytical and communication skills 

iii. Excellent writing and reporting skills 

 

7. Performance Standards: 
i.   Punctuality at work,  No. of reports compiled 

ii.  No. of working papers/position papers produced 

iii. No. of meetings organized and related minutes prepared  

 

8. Authorization: 
I, ______________________________ hereby, fully 

understand and feel myself responsible for my Job 

Description as mentioned above and will put my best 

efforts & knowledge to achieve entire satisfaction of my 

Supervisor in this regard. 

 

 

 

Employee Signature 

& Date 

 

 

 

Supervisor 

Signature & Date 

 

 



Job Analysis of Ministry of Planning, Development & Reforms  2016

 

 30 

 

 

12- Senior Librarian 

1. Position Details: 

Title: Senior Librarian 

Reports to: “Supervisor” 

Department/Section: “Respective Section” 

Location: Pakistan Secretariat-P/Block, Islamabad 

 

2. Purpose of Job: 
To act as the head of the library, handle overall administration of the library and keeping it up to date with 

in line with the Ministry. 

 

3. Duties & Responsibilities: 
i.    Preparing daily press clipping for the Minster, Secretary, Chief Economist, Additional Secretary & 

Joint Secretary 

ii.   Circulation of international magazine to the senior officials of the Ministry 

iii.  Provision of daily newspapers, purchase of books 

iv.   Issue/receipts of books, reference services, subscription of international magazines, etc. 

v.    Any other official task as assigned by the supervisor 

4. Working Conditions: 
i.  Environment: Office working environment 

ii. Timings: 8:30 a.m. to 4: 00 p.m. 

iii. Nature of Business: Government 

 

5. Qualification : 
Minimum 16 years of education 

7 years of work experience in a similar position 

 

6. Skills, Knowledge & Abilities: 
i.   Proficiency in MS Office  

ii.  Strong communication, negotiation  and analytical skills 

iii. Excellent knowledge about library management 

 

7. Performance Standards: 
i.   Punctuality at work 

ii.  No. of press clipping prepared  

iii. Keeping library equipped with updated and latest books, journals, magazines, etc. 

 

8. Authorization: 
I, ______________________________ hereby, fully 

understand and feel myself responsible for my Job 

Description as mentioned above and will put my best 

efforts & knowledge to achieve entire satisfaction of my 

Supervisor in this regard. 

 

 

 

Employee Signature 

& Date 

 

 

 

Supervisor 

Signature & Date 
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13- Project Director 

1. Position Details: 

Title: Project Director 

Reports to: “Supervisor” 

Department/Section: “Respective Section” 

Location: Pakistan Secretariat-P/Block, Islamabad 

 

2. Purpose of Job: 
To implement the project as per its envisaged scope 

 

3. Duties & Responsibilities: 
i.   Supervise and lead the project team in the successful implementation of the project 

ii.  Periodic review about the progress of the project and collaboration with stakeholders 

iii. Financial Management and coordination with finance division for release of funds for the project 

iv. Any other official task by the Minister 

 

4. Working Conditions: 
i.  Environment: Office working environment 

ii. Timings: 8:30 a.m. to 4: 00 p.m. 

iii. Nature of Business: Government 

 

5. Qualification : 

i.   Minimum Masters. Degree in Project Management or in the relevant field from a reputed university  

ii.  12 years of experience in project planning and implementation in public sector 

 

6. Skills, Knowledge & Abilities: 
i.   Leadership and supervisory skills 

ii.  Project Management 

iii. Excellent communication  and liaison skills 

iv.  Negotiation skills 

 

7. Performance Standards: 
i.    Implementation of the project as per its scope 

ii.   Outcome/Advantage of the project 

iii.  Liaison with donor agencies and other stakeholders 

 

8. Authorization: 
I, ______________________________ hereby, fully 

understand and feel myself responsible for my Job 

Description as mentioned above and will put my best 

efforts & knowledge to achieve entire satisfaction of my 

Supervisor in this regard. 

 

 

 

Employee Signature 

& Date 

 

 

 

Supervisor 

Signature & Date 
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14- Deputy Secretary 

1. Position Details: 

Title: Deputy Secretary 

Reports to: “Supervisor” 

Department/Section: “Respective Section” 

Location: Pakistan Secretariat-P/Block, Islamabad 

 

2. Purpose of Job: 
To supervise all the section officers and ensure effective working  and reporting to joint secretary 

 

3. Duties & Responsibilities: 
A Deputy Secretary shall dispose of all cases in which no major question of policy is involved or which 

under the rules or standing orders he is competent to dispose of 

 

 

4. Working Conditions: 
i.  Environment: Office working environment 

ii. Timings: 8:30 a.m. to 4: 00 p.m. 

iii. Nature of Business: Government 

 

5. Qualification : 
i.  Requisite experience and qualifications as per rules  

ii. Must have passed the CSS Exam or FPSC general recruitment test  

 

6. Skills, Knowledge & Abilities: 
i.  Proficient with  MS Office 

ii. Strong analytical skills 

iii. Excellent communication skills 

iv. Supervisory skills 

 

7. Performance Standards: 
i.    Performance of the administrative wing 

ii.   No. of cases dealt and resolved 

 

8. Authorization: 
I, ______________________________ hereby, fully 

understand and feel myself responsible for my Job 

Description as mentioned above and will put my best 

efforts & knowledge to achieve entire satisfaction of my 

Supervisor in this regard. 

 

 

 

Employee Signature 

& Date 

 

 

 

Supervisor 

Signature & Date 
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15- Joint Secretary 

1. Position Details: 

Title: Joint Secretary 

Reports to: “Supervisor” 

Department/Section: “Respective Section” 

Location: Pakistan Secretariat-P/Block, Islamabad 

 

2. Purpose of Job: 
Supervision of the work of deputy secretaries and reporting to the supervisor 

 

3. Duties & Responsibilities: 
i.  All matters pertaining to personnel management and general administration of the Ministry 

(Secretariat), Courts/litigation cases 

ii.   All matters relating to Personnel management and General / financial affairs of the  Ministry 

iii.  All matters relating to technical assistance, tours and training in Pakistan and abroad 

iv. Coordination of the work of Ministry with Federal Departments/Ministries 

v.  Processing of non-development budget of the Ministry and its attached departments 

vi. All matters relating to web site and networking of the Ministry 

4. Working Conditions: 
i.  Environment: Office working environment 

ii. Timings: 8:30 a.m. to 4: 00 p.m. 

iii. Nature of Business: Government 

 

5. Qualification : 
i.  Requisite experience and qualifications as per rules  

ii. Must have passed the CSS Exam or FPSC general recruitment test  

 

6. Skills, Knowledge & Abilities: 
i.  Proficient with  MS Office 

ii. Strong analytical skills 

iii. Excellent communication skills 

iv. Supervisory skills 

 

7. Performance Standards: 
i.    Supervision of deputy secretaries 

ii.   Timely resolution of cases dealt 

 

8. Authorization: 
I, ______________________________ hereby, fully 

understand and feel myself responsible for my Job 

Description as mentioned above and will put my best 

efforts & knowledge to achieve entire satisfaction of my 

Supervisor in this regard. 

 

 

 

Employee Signature 

& Date 

 

 

 

Supervisor 

Signature & Date 
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16- Member 

1. Position Details: 

Title: Member  

Reports to: “Supervisor” 

Department/Section: “Respective Section” 

Location: Pakistan Secretariat-P/Block, Islamabad 

 

2. Purpose of Job: 
To act as a think tank and develop, implement policies for transforming Pakistan into an economically 

developed country 

 

3. Duties & Responsibilities: 
i. To access material and human resources and promoting capacity development at optimum utilization 

ii. To make substantive contribution to policies in all sectors 

iii. To provide high quality advise to the Government to determine sectoral priorities. 

iv. To identify initiatives to accelerate development in respective sections 

v. To periodically review national development plans 

vi. To encourage foreign investment in critical sectors of development 

vii. To develop, improve and strengthen planning machinery for improved governance commensurate 

with sectoral plans/vision 

viii. To play facilitatory role for promoting public-private partnership to carry forward the development 

agenda 

ix. To promote inter-province harmony through equitable allocation of resources  for public sector 

development plans in liaison with the Provincial Governments 

x. To operationalize Vision 2025 

 

4. Working Conditions: 
i.  Environment: Office working environment 

ii. Timings: 8:30 a.m. to 4: 00 p.m. 

iii. Nature of Business: Government 

 

5. Qualification : 
i. Minimum Master’s Degree, preferably Ph.D. in the relevant field form nationally/ internationally 

reputed/HEC Recognized University 

ii. Minimum 15 years distinguished professional career at national/international level including 5-10 years 

of managerial experience at policy making level in the relevant field and having the expertise to 

lead/advise the planning process  

 

6. Skills, Knowledge & Abilities: 
i.   Management & Leadership skills 

ii.  Project Management and  Appraisal 

iii. Strong analytical skills 

iv. Excellent report writing skills 
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7. Performance Standards: 
i.    Achievements 

ii.   Projects/assignments completed 

iii. Stakeholders involved and liaised 

 

8. Authorization: 
I, ______________________________ hereby, fully 

understand and feel myself responsible for my Job 

Description as mentioned above and will put my best 

efforts & knowledge to achieve entire satisfaction of my 

Supervisor in this regard. 

 

 

 

Employee Signature 

& Date 

 

 

 

Supervisor 

Signature & Date 
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17- Chief Economist 

1. Position Details: 

Title: Chief Economist 

Reports to: “Supervisor” 

Department/Section: “Respective Section” 

Location: Pakistan Secretariat-P/Block, Islamabad 

 

2. Purpose of Job: 
To act as a think tank and develop, implement policies for transforming Pakistan into an economically 

developed country 

 

3. Duties & Responsibilities: 
i. To assess economic policies and act as a think tank in developing and implementing economic policies 

ii. To make substantive contribution to policies in all sectors 

iii. To provide high quality advise to the Government to determine sectoral priorities. 

iv. To identify and evaluate emerging opportunities aligned with Government priorities, and challenges to 

remove barriers and deliver beyond expectations. 

v. Provides leadership and mentoring to technical teams; supporting collaboration and working across 

boundaries, and ensuring diverse talent and capability is mobilized across the organization. 

vi. Provide advice and coordinate with institutions on the economic research needs of the country. 

vii. To operationalize Vision 2025 

viii. Any other official task by the Minister 

4. Working Conditions: 
i.  Environment: Office working environment 

ii. Timings: 8:30 a.m. to 4: 00 p.m. 

iii. Nature of Business: Government 

 

5. Qualification : 

i.   Ph.D. Degree in Economics from a reputed university or equivalent 

ii.  At least 15 years of experience in managing research programs with around 10 years in a policy-

related managerial position 

 

6. Skills, Knowledge & Abilities: 

i.  Possess a track record of research on Pakistan in national / international research journals; Research 

work on emerging economies would be an added advantage. 

ii. Recognized locally and preferably internationally as a respected authority in high level policy and / or 

research work related to development economics, impacting operational strategy, policy and program 

development. 

iii. Considered to have substantial influence in one or more areas of development economics, and has 

experience in sensitive consultations and negotiations at the highest policy levels. Ability to work with 

senior government officials to resolve complex economic problems. 
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7. Performance Standards: 
i.    Development and growth in the economy 

ii.   Development of technical staff on economic research, Quality of policies developed and their impact 

in the short & medium term, Strategic impact of projects supervised. 

iii.  Stakeholders involved and liaised 

 

8. Authorization: 
I, ______________________________ hereby, fully 

understand and feel myself responsible for my Job 

Description as mentioned above and will put my best 

efforts & knowledge to achieve entire satisfaction of my 

Supervisor in this regard. 

 

 

 

Employee Signature 

& Date 

 

 

 

Supervisor 

Signature & Date 
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18-Additional Secretary 

1. Position Details: 

Title: Additional Secretary 

Reports to: “Supervisor” 

Department/Section: “Respective Section” 

Location: Pakistan Secretariat-P/Block, Islamabad 

 

2. Purpose of Job: 
To act as the administrative head of the Ministry in the absence of Secretary 

 

3. Duties & Responsibilities: 
An Additional Secretary, unless he is in-charge of a Department, shall be entrusted with a well-defined 

sphere of duty. Within this sphere he shall assume full responsibility and shall submit all cases direct to 

the Minister for orders, such cases being returned to him through the Secretary. The Secretary shall have 

the power, however, to call for any case for his own consideration and to request that he be consulted in 

any particular case before it is submitted to the Minister.  

 

 

4. Working Conditions: 
i.  Environment: Office working environment 

ii. Timings: 8:30 a.m. to 4: 00 p.m. 

iii. Nature of Business: Government 

 

5. Qualification : 
i.  Requisite experience and qualifications as per rules  

ii. Must have passed the CSS Exam  

 

6. Skills, Knowledge & Abilities: 
i.   Management and leadership skills, Strong communication skills and service mindset 

ii.  Conflict resolution and negotiation abilities 

iii. Structure of government and bureaucracy  

iv. Strong knowledge about the world & national economy  and legal affairs 

7. Performance Standards: 
i.    Effective overall administration of the Ministry  in absence of the Secretary 

ii.   Contributions in planning, development and reforms  

 

8. Authorization: 
I, ______________________________ hereby, fully 

understand and feel myself responsible for my Job 

Description as mentioned above and will put my best 

efforts & knowledge to achieve entire satisfaction of my 

Supervisor in this regard. 

 

 

 

Employee Signature 

& Date 

 

 

 

Supervisor 

Signature & Date 

 



Job Analysis of Ministry of Planning, Development & Reforms  2016

 

 39 

 

19- Secretary 

1. Position Details: 

Title: Secretary 

Reports to: “Supervisor” 

Department/Section: “Respective Section” 

Location: Pakistan Secretariat-P/Block, Islamabad 

 

2. Purpose of Job: 
To act as the administrative head of the Ministry 

 

3. Duties & Responsibilities: 
i.   The secretary shall determine the maximum extend of delegation of powers to officers serving under 

him/her and issue clear standing orders lying down these powers and also the manner of disposal of cases 

in the Division 

ii.  The secretary shall also ensure that; the distribution of work is equitable, the channel of submission of 

cases is vertical and not horizontal;  and the tiers through which a case has to pass are ordinarily not more 

than two excluding the secretary 

iii. Reviewing the delegation of powers to various officers periodically to ensure maximum 

delegation of authority for disposal of cases at the initial and middle levels, with an appropriate 

reporting system to keep him fully informed. 

iv. It shall be the duty of the Secretary in the Ministry/Division to which the subject belongs to ensure 

that cases submitted to the Minister-in-charge and, where the Rules of Business so provide, to the 

President, the Prime Minister or the Cabinet are submitted in a complete form. 

v.  Any other official task assigned by the Minister 

 

4. Working Conditions: 
i.  Environment: Office working environment 

ii. Timings: 8:30 a.m. to 4: 00 p.m. 

iii. Nature of Business: Government 

 

5. Qualification : 
i.  Requisite experience and qualifications as per rules 

ii. Must have passed CSS Exam  

 

6. Skills, Knowledge & Abilities: 
i.   Management and leadership skills, Strong communication skills and service mindset 

ii.  Conflict resolution and negotiation abilities 

iii. Structure of government and bureaucracy  

iv. Strong knowledge about the world & national economy  and legal affairs 

 

7. Performance Standards: 
i.    Effective working of the overall Ministry 

ii.   No. of cases dealt and resolved 

iii. Contributions in planning, development and reforms 

 



Job Analysis of Ministry of Planning, Development & Reforms  2016

 

 40 

8. Authorization: 
I, ______________________________ hereby, fully 

understand and feel myself responsible for my Job 

Description as mentioned above and will put my best 

efforts & knowledge to achieve entire satisfaction of my 

Supervisor in this regard. 

 

 

 

Employee Signature 

& Date 

 

 

 

Supervisor 

Signature & Date 
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APPENDIX-I 

Job Description Questionnaire 
 

                    Daily Job Activity     Hours Spent / Day 

1.___________________________________________________ _____________ 

 
 

2. ___________________________________________________ _____________ 

  
 

3. ___________________________________________________ _____________ 

 
 

4. ___________________________________________________ _____________ 

 
 

5. ___________________________________________________ _____________ 

 
 

6. ___________________________________________________ _____________ 

 
 

7. ___________________________________________________ _____________ 

 
 

8. ___________________________________________________ _____________ 

  
Sample  of Job Activities: Read Reports (No. of Pages), Work on Computer, Web Searching, 

Typing (No. of Pages), Filing (No. of  Files), No. of  Phone Calls, Dictation for typing, Meeting 

with colleagues, Discussion on Phone, File organization, Formatting Document, Photocopy, 

Dispatch File, etc., etc. 

 

  

Employee Details: 

Name:               ___________________    Job Title: _____________________________ 

Department____________________________   Email:     ______________________________       

Telephone _____________________________ 

_____________________________________________________________________________ 

Supervisor Details: 

Name:                                             Job title:  ______________________________      

Email: _______________________________   Telephone: _____________________________ 


