29.10.2020

-
f
z . ‘ ]
\ o
. [
= £

26.11.2020

‘the same on 26.11. 2020 before SB at Camp Court
D.I.Khan.

of appellant. Consequently, the present service appeal is hereby
dismissed in default. No order as to costs. File be consignéd to the

record room.

Announced.

© Sincé 30.10.2020 has been declared as public holiday
on account -of Eid Milad-ud-Nabi, therefore to come up for

Nemo for ab‘péliént-. ‘

Case was called time and again bdﬁ_ none appeared on behalf o

P

26.11.2020
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27/.3/2020 : Due to COVID-19 the case is adjour'ned. To come

up for the same 2_5‘/% /2020 at Camp Court, D.I
Khan |

);/% /2020 ) Due to COVID-19 the case is adjourned. To come
“up for the same 957’4] /2020 at Camp Court, D.I
. Khan | - ‘

¥ E i‘

25.09.2020  Nemo for appellant.

Notice .be issued to appellant/counsel for preliminary
“hearing for 30.10.2020 before S.B at Camp Court, D.I.Khan.
(Rozina Rehman)

Member (J)
Camp Court, D.I.Khan

‘N

-
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' 23/10/2019 Since tour to D.l.Khan has been cancelled .To come
for the same on 28/11/2019.

28.11.2019 Appellant in person present and requested for adjournment

on the grourid that his counsel is not available today' due. to

general striké of the Bar. Adjourned to 30.017.2020 for preliminary -
arguments before S.B at Camp Court D.I.Khan. ’

M. Amin_%ndi) IR

Member =
Camp Court D.I.Khan -

30.01.2020 - Appellant in -person present and fequested for
adjournment on the ground that his counsel is not available

-today due to general strike of Khyber Pakhtunkhwa Bar

Council. Adjourned to 27.02.2020 for preliminary hearing .l

M. A%’r}xandi) )

"~ Member ,
Camp Court D.I.Khan

before S.B at Camp Court D.I.Khan.

c.27.022020 Junior counsel for the appellant present and requested
| for adjournment on the ground that learned senior counsel for R
the appellant is not available today. Adjourned to 27.03.2020 .
for preliminary hearing before S.B at Camp Court D.I.Khan. L
(M. Amin KhanKundi) . < ©
Member E A
‘Camp Court D.L.Khan
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- Through the ‘present service appeal ‘the appellant ‘has
challenged the method of recruitment, qualification and other

conditions - of Government of Khyber Pakhtunkhwa, Excise
Taxation And Narcotics Control Department issued v1de~
‘Notification dated 19.02.2018. : o

- Prayer of the appellant is for the deletion of 6% quota of the. :
Superintendents to the post of Assistant Excise & Taxation
‘Officer and for the enhancement of promotion quota of Excise &

Taxation Inspectors by reducmg 40% quota of the 1mt1al recruits.

The method of recrultment and promotlon 1ssued v1de

Notification dated 19.02.2018 in relation to the post of Assistant .

Excise & Taxation Officer found rational. Future career prospects

-of Superintendents and government service for educated youth

have also been taken care of. As such learned counsel for the

appellant remained unable to demonstrate any valid reason for
- interference in the method of recruitment . and promotions as

Assistant Excise & Taxation Officer (BS-17). Learned counsel for

the appellant seeks adjournment for further preliminary -
arguments. Adjourn. To come up for further preliminary

arguments on 23.10.2019 before S.B at Camp Court, D.I. Khan o

Vel

Member

‘Camp Court, D.L'Khan{j:i o

‘Service Appeal No. 161/2019 :
-28.08.2019 Appellant- in person . ‘present and -requested for T
adjournment. Adjourned to 25.09.2019 for preliminary hearing|
before S.B at Camp Court D.1Khan. W/ S
(Muhammad Amin Khan Kundi)
- Member N
Camp Court D.I.LKhan -
! j .
25_.09.201 9 Learned counsel for the appellant present
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27.03.2019 Appellant in person present.

-

o _ . |
Requests for adjournment as his learned counsel has

proceeded to Islamabad to appear before the Apex Cou'rt.. h

Adjourned to 24 04.2019 before -S.B at camp court
D.I.Khan.

24.04.2019 : ~ Clerk to counsel for the appellant present and seeks
A- : adjournment as leamed counsel for the appellant is not in .
attendance. Adjourn. To come up for prehmlnary hearmg on. |

26.06.2019 before S.B at Camp Court, D.I.Khan. l‘

X
Member
Camp Court, D.LKhan.

26.06.2019 Appellant in person present and requested for adjournment
' on the ground that his counsel is not available today. Adjoflmed‘to
28.08.2019 for preliminary hearing before S.B at Camp Court

D.IKhan. B o

L

(Muhammdd Afhin Khan Kundi)
Member -
Camp Court D.I.Khan

Bkt L
< -t v
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Form- A
FORM OF ORDER SHEET
Court of . '
Case No. I __161/2019
S.No. | Date of order Order or other proceed'i_ngs with signature of judge
proceedings ' '
1 2 3
1 01'/2/2019 The ép_peal ~oerSalf Uliah Khan" resubmitted today by Mr.
Ahmad Ali Advocate mayibe entered in the Institution Register and put
"up to the Worthy Chairm’qn'for proper order please.
 RecmTRER=Y -\ 1
;. This case is entr@sted to touring S. Bench at D.I.Khan for
preliminary hearing to be put up thereon _2-2 - 2 - 22/%
.
’ AIRMAN
27.0R.2019 - Clerk to counsel fl'or the appellant present and requested

o =h

or adjournment. Adjoumc;:d to 27.03.2019 for preliminary hearing
efore S.B at Camp Court éD.I.Khan.

; N
! /Vf/
(Muhammad Amin Khan Kundi)

Member .
Camp Court D.I.Khan

,,,,,



The joint appeal of M/S Hizbullah Khan, Saifullah Khan and Muhammad llyas received today i.e. on

LT ith complete on the tollowing score which is returned 1o the counsel for the appellnnls for

. ompletlon and resubmission within 15 days.

- : ’ 1: Memorandum of appeal may be got signed by the appellants.
't ; ' 2- Annexures of the appeal may be attested. .

3- Annexures of the appeal may be flagged.

4- Sub-rule- 2 of rule-3 of the appeal rules 1986 requires that every affected civil servant shall -

~ prefer the appeal separately. Therefore, the ~appeal of the above appellants may be filed
il ; separately/mdmdual!y

X j 5- Three copies/sets of the appeal along with annexures i. e. complete in all respect for Tribunal
i i ' and one for each respondent in each appeal may also be submltted
No. Z 3/ /ST

-

tl 2/_[, /2019
%,,_e,(,a

o - . REGISTRAR - "’\ \\\Q]
S ~ ' SERVICE TRIBUNAL
R ‘ KHYBER PAKHTUNKHWA
] PESHAWAR.

: Mir. Ahmad Ali Adv. D.I.Khan.




BEFORE THE HONOURABLE KHYBER PAKHTUNKHWA
SERVICE TRIBUNAL, PESHAWAR.

Service Appeal No. ’ b / of 2019

Saifullah Khan Vs. Gout. of K.P.K. etc
SERVICE APPEAL

S# DESCR{W&QN OF DocuyENTs. ANNEXURE PAQB: No.

1 1. Grounds of Service Appeal A - 02—}¢o
Copy of Excise & Taxation Department T
2 Service Rules, 2010 A ’n e
Copy of Excise & Taxation ; . oy
3. . , 0L
| Department Service Rules, 2018 B , _ 2‘7
4. | Copy of Secretariat Instructions’ (o] 2832
Copy of the representation along with. D

postal receipts 33—36

.Copy of job descriptions for the , |
6. officers and fo101als of erectorate ﬂ E 3}—a3

‘General, Excise & Taxation Khyber
| Pakhtunkhwa and its sub offices

7. | Vakalatnama -— a4

Yours Humble Appellant:

-

(Saifullah Khan)
Through Counsel

Dt. 30 /01/2019 | _ W/
‘ Ahmad Ali
Advocate Supreme Court.

s
Miss Shumaila Awan
Advocate High Court, D.I.Khan.




Re-submitted ¢o

and filed.

o

>]

BEFORE THE HONOURABLE KHYBER PAKHTUNKHWA

SERVICE TRIBUNAL, PESHAWAR.

Service Appeal No.__. ," ‘/Q [ of 2019.

Saifullah Khan son 6f Muhammad Aslam resident of Muneez
Abad, Tank Road, D.I.Khan.

sérving as Excise, Taxation & Narcotics Control Inspector,
D.I.Khan.

Appellant

VERSUS

Govt. of Khyber Pakhtunkhwa, through Secretary Establishment
Department, Khyber Pakhtunkhwa, Peshawar.

Secretary to Govt. of K.P.K. Excise, Taxation & Narcotics Control
Department, Peshawar.

Secretary to Govt. of K.P.K. Establishment Department,

" Peshawar.

Secretary to Govt. of K.P.K. Finance Department, Peshawar.

Diréctor General, Excise, Taxation & Narcotics Control
Department, Khyber Pakhtunkhwa, Peshawar.

Director, Excise, Taxation & Narcotics Control Department,
Khyber Pakhtunkhwa, Peshawar. '

Excise, Taxation & Narcotics Control Officer, D.I.Khan.

Respondents

SERVICE APPEAL UNDER SECTION 4 oF THE K.P.K.

day

SERVICE TRIBUNALS ACT, 1974, FOR ENHANCING THE

QUOTA OF EXCISE & TAXATION INSPECTORS TO THE POST

% OF ASSISTANT EXCISE & TAXATION OFFICERS AS 75%
'q

OR MORE AND TO PLEASE EXPUNGE PROMOTION SHARE OF
SUPERINTENDENT IN THE CATEGORY OF ASSISTANT

- EXCISE, TAXATION & NARCOTICS OFFICERS.

PRAYER:

" ON ACCEPTANCE OF PRESENT SERVICE APPEAL, THE
SERVICE RULES 2018 MAY GRACIOUSLY BE AMENDED AND
THEREBY THE ILLOGICAL PROMOTION QUOTA OF
SUPERINTENDENTS TO THE POST OF ASSISTANT EXCISE,

TAXATION & NARCOTICS CONTROL OFFICER MAY KINDLY



BE DELETED; WHEREAS, QUOTA OF PROMOTION TO THE
SAID POST FOR EXCISE, TAXATION & NARCOTICS
CONTROL INSPECTORS MAY GRACIOUSLY BE ENHANCED
TO '75% OR MORE, WITH SUCH OTHER RELIEF WHICH THIS
HONOURABLE TRIBUNAL, IN THE GIVEN CIRCUMSTANCES,
MAY DEEMS FIT IN THE INTEREST OF JUSTICE MAY ALSO

BE GRANTED TO THE APPELLANTS.

Respectfully Sheweth,

1.

That appellant has been serving as Excise, Taxation and Narcotics
Control Inspector in BPS-16 (hereinafter referred as Excise & Taxation
Inspectors or ETI) in the Excise, Taxation & Narcotics Control
Department, Khyber Pakhtunkhwa. Total strength of ETIs in the.

entire province is more than 180.

That next step of promotion for ETIs is Assistant Excise, Taxation &
Narcotics Control Officer (hereinafter referred as Assistant Excise &
Taxation Officer or AETO)} in BPS-17 and afterwards the Excise,
Taxation & Narcotics Control Officer in BPS-18 (hereinafter referred
as Excise & Taxation Officer or ETO).

That there are only 44 sanctioned posts of AETOs (BPS-17) in the
entire province, and as éuch, majority of the ETIs attain the age of
superannuation before their promotion to the next post of AETNCO;
and thereby they remain on the same post (i.e. ETI) from the date of

their appointment till retirement.

That according to Excise & Taxation Department Service Rules,

2010 (Annexure A) the post of AETO was required to be filled-up

by way of promotion from amongst the holders of the posts of ETIs

who have passed departmental examination in higher grade.

That now the Excise & Taxation Department Service Rules, 2018

(Annexure B), have been promulgated wherein per Serial No 15
for the purpose of promotion to the post of AETO (Executive Cadre),
a share of 6% have been given to Superintendents (Clerical Cadre),

promotion right of ETIs has been decreased to 54 and 40% posts of
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AETOs will be filled by direct recruitment through Public Service
Commission. Thus, for filling of 44 sanctioned posts of AETOs the

break-up would be as under:

> 6% (02 posts) of AETOs will be filled by way of promotion from
amongst the holders of the post of Superintendents (Clericai

Cadre).

> 54% (24 posts) of AETOs have to be filled by way of promotion

from ETIs, and

> 40% (18 posts) will be filled by direct recruitment through

Public Service Commission.

Thus, only 24 ETIs out of more than 180 ETIs could get the fruit of
promotion to next higher post/grade as AETO subject to the
avajlabiiity of vacancy of AETO.

In this way promotion quota of Inspectors has been reduced
from 100% to 54%. This act is against the rights of Inspectors
who complete their service in one and the same scale / post
without any fruit of promotion to the next step/scale in their

entire career due to insufficient vacancies of AETOs.
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ETO (BS-18)

Asstt: Director
(Accounts)

(Wrong Cadre Promotion)

N i EEE— AETO (BPS-17)
Superintendent a) 6% from Superintendents.......(Wrong Cadre Promotion)
(BPS-17) , b} 54% from Inspectors :

¢) 40% by initial Recruitment

Senior Scale’

Stenographer Inspector (BS-16)
(BS-16)
l {50% Recruitment of Insp (50% Direct Recruitment of Insp)

- Junior Scale
Stenographer

by promotion From sub insp) Through PSC Exarn)

- (BS-14)

i
i
i
Ak

Steno "Typist

(BS-12)

That there is much difference in the nature of job of Superintendent
and that of the Excise Inspectors/ AETOs / ETOs which has been

described in the ‘Secretariat Instructions’ (Annexure C).

That appellant on 24.09.2018 submitted an application/
representation to the Départrment for the Review and amendment of

Service Rules, 2018; but the said application has not been looked

into. Copy of the representation along with postal receipts is

enclosed as Annexure D.

That {he representation 6f appellant, despite passing of 90 days
period, has not been considered; therefore, appellant has been left
with no other remedy but to file preseht Service Appeal for the
safeguard of his rights & interests on, inter alia, the following

grounds:



GROUNDS:

i

ii.

iii.

iv.

That decreasing the quota of promotion of ETIs to the post of
AETO and inclusion of superintendents in the said quota, is
without jurisdiction, without lawful authority, without any legal

backing, based on malafide, whimsical, ultra-vires and is thus not

A sustainable.

That the nature of the job of Superintendent is a Clerical and
according to Clause-10 of Secretarial Instructions the
Sﬁperintendent is responsible for accurate sorting of Dak Section-
wise, letters/despatch, confidential/ secret communications and

alike supervisory duties over the Clerical Staff.

That according to job descriptions for the officers and officials of
Directorate General, Excise & Taxation Khyber Pakhtunkhwa and

its sub offices as notified in 2011 {Annexure E), job descriptions

of Excise & Taxation Inspectors have been given in Paragraph
No.16 which are quite different from Superintendent (Para No.22,

23). In-fact the job description of ETIs is compatible with that of

_the AETOs and ETOS as defined in Paragraph N-o.ll, 12 & 15.

Therefore, award of 6% promotion quota to the Superintendent
for the post of AETO in the Service Rules 2018 is highly unjust;
and is liable to be deleted.

That presently Superintendents are serving in BPS-17 and the
scale of AETO is also BPS-17 whereas, ETIs are serving in BPS-
16. Thus, Superintendents who are also already serving in BPS-
17 and getting Pays & benefits of B-17 have been given a special
edge and double benefits at the cost & career of ETIs BPS-16.
Therefore, ETIs have been deprived from full opportunity of
promotion to the next higher scale; which has resulted into grave

miscarriage of justice.

That in the Service rules of 2010 the share of promotion of ETIs
for the post AETO was 100% which has been decreased to 54% in
the Rules of 2018 and thereby the appellant, serving on the post

of ETI, has not been treated in accordance with law. The detail



vii.

comparison of the rules of 2010 and 2018 as to the method of

recruitment on the Post of AETO is given below:

S.No

Nomenclature of
post

Method of Recruitment
Excise & Taxation
Department Service Rules,
2010

Method of Recruitment
Excise & Taxation

Department Service
Rules, 2018

Assistant Excise &
Taxation Officer
(B-17)

By promotion on the basis of
seniority-cum-fitness from
amongst the holders of the
posts of Inspectors, with at
least five years’ service as

(a) 6% by promotioﬁ from
amongst superintendent

{b) 54% by promotion from
amongst holders of the

such, and who have passed post of Inspectors

departmental examination in

higher grade. (c) 40% by initial
Recruitment

That respondents were required to consider the case of restoration
of promofion quota for ETIs (B¥16) in its true perspective and in
accordance with law in order to maintain equilibrium in the
department by providing ETIs the opportunities of promotion. But
they failed to do so and deprived ETIs (B-16) from promotion to
the post of AETO (B-17) without any cogent and valid reasons and

as such great injustice has been done to appellants.

That there are mainly three categories of employees working in
the Excise, Taxation & Narcotics Control Department Khyber
Pakhtunkhwa. Each category has different nature of job and with

its own line of promotion, detailed below:

a. Executive Staff: It includes Excise Inspectors, AETOs/ETOs

which is also called ‘Field/Recovery Staff’.

b. Technical Staff: It consists of Computer Literate Staff

responsible for punching data of motor vehicles, etc.

c. Clerical Staff:- It consists of Junior/Senior Scale
Stenographers/Superintendents, dealing with the office
routine work, maintenance of official files/record, Service
Books of the staff, Diary & Dispatch Registers, Drafting and

other official correspondence.
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Staff of the above categories is working with different nature of

‘jobs in their respective domains except with the anomaly in the
. promotion of superintendents (B-17) to whom 6% promotion

quota has been awarded from Executive Cadre for promotion as
~ AETO (B-17) ignoring the nature, experience /difference of jo'b's-in |

R Executive and Clerical Cadres.

viii. That due to limited posts of AETOs and scanty quota of 54% most
of the ETIs are deprived of their right of promotion because of
reaching the age of superannuation. Thus, 54% duota of
promotion' for ETIs to the Post of AETOs is liablé to be enhénc’ed

to 75% or more.

Suggested Promotion of Superintendent in their own Cadre

ETO (BS-18)

" Asstt: Director

(Accounts)
(BS-17)

~ (Correct Promotion) : ' :
~ Superintendent . - AETO (BS-17) ‘ _
(85-17) : a) 75% from Inspectors {Deleted 6% wrong guota of Suptt)
' b) 25% by initial Recruitment

"~ SeniorScale . _

Stenographer ' Inspector (BS-16)

(BS-16) :
l {50% Recruitment of [nsp 3 {50% Direct Recruitment of Insp)
by promotion From sub insp} Through PSC Exam)

Junior Scale

"~ Stenographer , Sub Inspector (B-14)
 (BS-14) | 3 :
Steno Typist | ASI (B-11)

(BS-12)



ix. That Superinténdents (Clerical Staff) have been given illogical

- opportunity to include them in the Seniority List of AETOs

neglecting the nature of job, service experience of two totally

different cadres i.e. Clerical Staff with Executive Cadre. A

Superintendent (Clerical Staff) with no experience of Tax Recovery

-_Can never be promqted and posted against a technical post of
AETOs having different backgrouﬁd and éxﬁeriencé.

x. _ That the counsel for appellants may be allowed to raise additibnal

grounds at the time of arguments.

It is, therefore, humbly prayed that the present service appeal

may please be allowed as prayed for.

Yours Hﬁmble'Appella'nt::«

~

(Saifullah Khan)
Through Counsel

Dt. ,3Q/01/2019 zg <
Ahmad Ali
Advocate Supreme Court.

Miss Shumaila Awan-
Advocate High Court, D.I.LKhan.
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BEFORE THE HONOURABLE KHYBER PAKHTUNKHWA
SERVICE TRIBUNAL, PESHAWAR.

Service Appeal No. A of 2019

Saifullah Khan Vs. Gout. of K.P.K. etc
SERVICE APPEAL

CERTIFICATE/VERIFICATION

1, the appellant, on this day of January-2019 (herein mentioned above)
at district D.I.Khan do hereby verify and certify that it is the first Service
 Appeal on behalf of appellant and no appeal on the subject has earlier

been filed.
App' ellant
AFFIDAVIT

I, the Appellant, do hereby solemnly affirm and declare on oath that all

the Para-wise contents of above Service Appeal are true & correct to
the best of my knowledge and belief and nothing has been deliberately
concealed from this Honourable Court. S ' .
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REGISTERED NOQ. Pill

L TRADRDINARY

GOVERNMENT GAZETTE

North-West Frontier Province
Published by Authority
PESHAWAR, TUESDAY, 30TH MARCH, 2010.

GOVERNMENT OF THE NORTH-WEST FRONTIER PROVINCE
EXCISE & TAXATION DEPARTMENT
SERICE RULES, 201().

NOTIWFICATION
Peshawar dated the 3itth March, 2010,

No. SO(ESt)E&T71-41/2009: - in pursuance of the provisions contained in sub-

rule (2) of rule {31 o the North-West Frontier Provinee Civil Servants {(Appointment,
Promotion and Primsiery Rules. 1989, and in supersession ol all rules issued in this
hohaifl the Bavise & Tavation Department in consultation with the Iistablishment and lhg
Fance Departiments. hereby lavs down the method of recruitment. qualifications and
other conditions, specitied in column No. 3 10 5 ol the Appendix to this Notilication
which shall be appliceble 1o posts in the Fxcise & Taxation Department $pecified in

codumn 2 ol the said Appendi.

: SECRETARY ‘
GOVERNMENT OF THE NORTH-WEST FRONTIER PROVINCE
EXCISE & TAXATION DEPARTMENT

-}
Lt
3

‘7’7‘53 =g

Prinieg and publisied by fae domsan
Staty, & Pt Bepte, NREE, Feal
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R NWEP GOVERNMENT GAZETTE. ENTRAORDINARY. 20th MARCH, 2016, '
s

/

' GOVERNMENT OF NWFP
EXCISE & TAXATION DEPARTMENT
SERVICE RULES, 2010. 3

- -
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ATTESrep .
' £
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' APBENDIX J
. AR B
R.NG. | Nomenclzture of post Minimum . qualification for Age limit | Method of recruitment
appointment by initial
récruitment/transfer e
i 2 3 4 . LI .
Director General, Excise | Bachelor's egrze  from 2 i) Dy § ansicr; of
and Taxation. recognized University. ' .
. 1) By crogioiion, on the basis of senioiy-cum-fitness, ~om
am s ine Deputy Directors, Excise & Taxzbion having 3
five: o s service as such or fifteen years service in 85-17 ]
ann b, i
. ]
3
. ! Deputy Director, Excise & | Bachelor's ~ Degree  from 3 i) By jwepotion, on the basis of seniority-cum-fitness, j
. . . - 1 \ P . " ;
Taxation. recognized University. fror ungst Lhe Excise & Taxation officers with at
' | leas. B yoars Service as such or ten years service k
as fuaxant Excise & Taxation Officer and Excise &
Taxz . v Officer; or
i) If no < Litabie Excise & Taxation officer is available.for j
proim s i, then by transfer of suitable officer. .
e - .—a
L
s
7
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NWEE GOVERNMENT GAZETYE. EXTRAORDINARY, 261h VIARCH, 2610, 739

wimg,

_Nomenclature of post_

~Minimum qualification -

Age limit |

e

Method of recruitment

2 -

3

4

5

" Taxation Analyst

(8) i. MBA with ‘Fi:nane'e,‘ from a

recegnized University; or

ii. M.Com from a recogrized

University, and

{b) i Computer Literate

with certificate in
Microsoft  Office (MS-
Word, MS-Excel, MS-
Acckss); and '

/three years experience in
field relating to Taxatien in
Public / Private Sector,.
Autoncmous/Semi
Autonomous Rodies.

25-35
Y‘a’ays

By initial recryitment.

’

1 System Analyst

Ist Class Master's Degree
in Computer Science; or
equivalent quatification
from a recognised -
institute;

and

. three years

experience in field of
Electronic Dats
Processing with -
Systém Desighing and
Programming Skills,

-

By initial recruitment

ATTESTED

s

AcUAT AL Al



740 NWE P GOVERNMENT GAZETTE, EXTRAORDINARY, 30th MARCH, 2019,

R.NOQ. | Nomenclature of post

Minimum qualification

Age limit

1 2

3

4

Method of recruitment
- 5

Excise & Taxation Officer.

Second Division Bachelor's Degree
from a recognized University.

21 to 30
" years

(a)i. Forty six per cent by promotion, on the basis f seniority-cum-
fitness, from amongst the Assistant Excise & Taxation
Officers{RS- 15} with at least 5 years service as
such, who have passed the departmental examinat:ion in
higher grade; and

ii. Four per cent by promotion, on the basis of seniority-cum-
fitness, from amongst the Superintendents (BS-16) with at
least 5 years service as such, who have passed the *
departmentet examination in higher grade; and

{b) Fifty per cent by Initial recruitment, on the recommendations of
N.W.F.P. Public Service Commission based on the result of a
competitive Examination conducted by it, in accordance with the
Sylisbus prescribed for the Competitive Examination under
Government of North-West:Frontier Province Provincial
Management Service Rules, 2007. .

3 Accourts Officer.

i. Second Class Master's

- Degree in Commerce with
Accounting as one of the
subject, from a recognized
Unjversity;  and

ti. one year Diploma in
Computer Science from the'

711032

years

By initial recruitment.

L)
.‘;t_fw* - ".f-le' e t.’ R ] -‘-‘n-r AF‘.:‘-‘:‘_MQ A’!m‘ L aw

Board of Technical Education,

FESTED
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N. \\ ! P GOVERNMENT GAZETETE. EXTRAORDINARY. 30th MARCH. 2010, 741
NO.|{ Nomenclature Of pos,t I Minimum qualification | Age limit Method of recruitr‘n‘ent
L 2 q 3. 1 a4 : 5
Computer Programmer, (i} Second Class - Master's; 26to 35 (1)  Fifty per cent by promotion, on the basis of seniority-
Begiea in Computer Science | years. cumi-fitness,  from  amongst the Data  Process ing
from 3 recognized Supeivisors with at least five years service as such: and
University; and
_ (i)  Fifty per cent by initial recruitment.
(i) two years experience in a : g
Government  Department ¥
/Seri-Government/Public

Corporation -or any well
raputed Private
Organization. '

Taxation Officer.

Assistant Excise &

By promotion, on the basis of seniority-cum- Ftness from,
amongst the noldt.rs of the post of inspectors, with at least five
years service as such, and who have passed Departmental,
examination in higher grade.

recognized University; and

il. one year Diploma in Cor'nputér
Science from the Board of
Technical Education.

years

Superintendent. . By promotion, on the basis of semonty cum-fitness, fromr
' amongst the Senior Scale Stenographers with at least fi ve years.| .
service as such or ten years total service in the Department as:
, . . , Junior Scale Stenographer and Senior Scale Stenographer .
Assistant Accounts Officer, i. Second Class Bachelor's 21to0 32 By Imtnal Recruitment
‘ Degree in Commerce from a

avrespED.
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i

is. | Nomenciature of nast l Minimum quakification age limit Method of recruitment i
2 o 3 4 5
Senior Scale Stencgrapher | ) Second class Bachelor's 18 to 32 | By promotion, on the basis of seniority-cum-fitness, from
Degree from a recognized years arnongst Junior Scale Stenographers (BPS-12), with at least 5
. University; years service as such; provided that if no suitable candidate is
’ available for promotion, then by nitial recruitment.
(il a speed of hundrcd Words :
per minute in- Shorthand in
tngiish & forty words per
minute in typing; and E
{a0 wie year Diplomea in
Computer Science froas the
Roard of Techniczi
Education.
Inspector i;  wecond Class Bachelor's 21 (o 32 (i) Fifty pei cent by promotion, on the basis of seniority-
‘ Degree, from a recognised ya3rs cum-fitness, from amongst the Sub-Inspectors with at
University; and least five years service as such who have passed the |.
departmental examination in lower grade; and '
it) One year Diploma/Cestificate
, in Computer Science from the (i) Fifty per cent by initial recruitment. .
. Board of Technical Education. : ,
Data Processing i) Second Class Bachelor's| 21 to 32 (i) Fifty percent by promotion, on the basis of seniority-
"Supervisor. Degree ~ with  Computer| years cum-fitness, from amongst Key Punch Operators/Data
Science from a recognized Entry Operators with at least three years service as
uiversity; and such; and .
it} one vear's experience in the (if) Fifty percent by initial recruitment.
field of Data Control or Key : '
- Punch Operation, - s
"‘"“‘!".5"“"‘”""!": ol » —aruguaw . WMW'-;W MO LW e i B e vy S WA e e o A A e S A "‘""”" ""{‘y’;’i"‘"‘""""
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Minimum qualification | Age limit Method of recruitment

3 ~- 4 'f R 5 '
’gntér“wéiate or ¢ eauivaient T o1g 032 By mitial, rcc: uftment

Cqualifications §r % ‘ ’
recoght izod Soard,. and

NO. =t’\itsn-\vtem:%aamre of post

g -
I
£
H
e .

3

unior Scale Stenograsher

Yo

H
i
!
i
H
|13

{5} 3 spoed of fitty words. pé;
minute in shorthand in English
and thirty five words per

P

I . - .
; Cminute in typing and : | _ N
H knowledge of Compuler iu . o o : _ -
i using MS-Word & M- bm.a., '
Data Entry Operatorf 170y intormediate, with Statistics, [ 13032 : By iritial recruioment
iy , ,

Key Punch Operétar. - Economics or Mathematics? HEE
- Physics as one of the ‘
; Subjacts from a recognized

i _Board; and ' E

(i) @ miriraum speed of ten
thousand Key depressions
_ per hour for punching/data =
entry/verification. h
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O.] ‘Nomenclature of post | ‘z‘%‘i'inirrﬁ;ﬁwguaﬁficationm

" Age timit

Method of recruitmient

ong o ) -y
Z i 3 C ¢

errn b s e 2 i s

4

5

v o

- t (q,;cég\;r %
!

PSPPI S -

iﬁ aroretion on the hasis of seniority-cum-fit
HoTS 1 5t A Qw{a;
aaf\;'l(:fi 3s such.

ness from
Sub-inspectors with at teast five years

D Assistry Interm: Ldi.w“ oF equivalent
! qualification from a

i

| © recognized Board;

¢ ' i . ;4; myheshy e

H it} O (VSIS PRI S L

- Computer

5L H)—W"SQ‘-‘(,in B

e

L o . Techmical Education; and
' ' ‘ H) (HMewght. 5
with expansion of 1

inches),

PP,

. Sdenco/information
ki Techriology from Board of -

7y (Chest 337

1§ to 32

years

3 Forty per cent by promaotion on the basis of seniority-cum-

fitness from amongst the constables Excise & Taxation
Depactment with at least five years service as such; and

4% Sixty per cent by inidial reciy gmmtt

ool '

,.,

< N

3

L=

$

-

LT
&

o At e

‘&

PPV

By initial recritment fom amongst bonafide
concerned, '

residents of district

| 4 53 with '
P : EXPENSION of 1 v inches).
; |
,- |
| ;
!
i : ,
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N p—

0.] Nomenclature of bo'sf o 'animpm qualification Age limit | ‘ Method df"i*eg:ruitm_ent'
A 3 . T4 | 5 |
“Wircless Operator i. Secondary School Certificate ‘18-30 | By initial recruitrment from amongst bonafide residents of district
. . from a recognized Board of years | concerned.
"Intermediate & Secondary '

Education; and
ii. a certificate in |
Telecommunication from ' s
a recognized
Poiytechmc/\!ocatonai
institution or equivalent
guatification from a
. recognized institute. |

Ay e et e

| Driver keconcidry Schoot Cerdficate from a | 18to 32 | By initial recruitment from amongst benafide residents of district
' recognized Board of Intermediate years . | concerned. ’ - '
and Secondary Education and
possessing a valid Light Transport
Vehidle License, with at least three '
year's experience of practical .
= | . | driving. : -
# | Distillery Security Guard |~ Secondary School Certificate: 18to 32 By initial récruitment from amongst boriafide resadents of dlstnct
. o : o ' -1 vyears | concemed. -
- | DaftrifQasid ' - : ‘ - . | By promation from amongs st Naib Qasids.
Naib Qasid Middle . 18 to-32 | By initial recruitment.
' |1 ‘years o
. ] ChowiGdar/Mali/Sweeper -« Preferably literatg | 18to 32 | By.initial recruitment.
A S T  years.
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EXTRACRDINARY REGISTERED NO. Pif

<

GAZETTE

Published by Authority
PESHAWAR, FRIDAY, 16™ FEBRUARY, 2018

| GOVERNMENT OF KHYBER PAKHTUNKHWA -
EXCISE, TAXATION AND NARCOTICS CONTROL DEPARTMENT ‘

: NOTIFICATION .
Peshawar, Dated the 19t February, 2018.

A .
" No. SO(Admn)/ET&NC/1-41/2018; —in pursuance of the provisions contained in sub-rule (2) of rule 3 of the Khyber pPakhtunkhwa, Civil Servants {Appointment,
Promotion and Transfer) Rules, 1989, and in supersession of all previous rules, issued in this behalf, the Excise, Jaxation & Narcotics Control Department in consultation with
the Establishment and Finance Departments hereby lays down the method of recruitment, qualifications and other cenditions specified in column 3 to 5 of the Appendix to this
Notification, which shall be applicable to posts in the Directorate General Excise, Taxatior and Narcotics Control Department specified in column 2 of the said Appendix.

S0, | Nomenclawre oithe | Minimum qualification for appointment by Rge | - gthod of recrultment. B
post. Inltial recruitment. fimit. o PR - S

i 2 _ ) - 1 2 e~ aRSEE RIS BN R

1 | Director General ' " — I+ -~ |Bytransferfrom mongst the oficers of APUG/PAS/ PCS-SG/PCS-EG/PMS. .
(BPS-20). . R H A A S —— e

Z | Director R . [ - N By transfer from gmqngsﬂ‘he efﬁcé’rspfAPUG/PAS/PCS-SG/PCSjEG/PMS.
(Administration) o B B
(BPS-19). prreTED R TR P S S S i

| \XZ | 4086 - SR e
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s Y AL P S D e,
.~ . L AT S T
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By Promotion, on the basis of seniority cum fitness, frdm amongst the Excise and

Director (Revenue) - —-

(8PS-19). Taxation Officers with at least iwelve years service in BPS-17 and above.

Director e — |(a) Seventy five percent by promotion, on the basis of seniority-cum-fitness, from.
(BS-19)- amongst the Excise and Taxation Officers with at least twelve years service in

BPS-17 and above; and

(b) twenty five percent by transfer from amongst the officers of APUG/PAS/ PMS.

Deputy Director (Audit

—-—

P ]

By promotion, on the bas’is of seniority-cum-fitness, from amongst the Assistant

~ recognized Institute with three vears |

Degree in Computer Science / 1T/
Utban Development /Geography of
equivalent qualification in the field
of Computer Science from @
recognized University / Institute with
Post Graduate Diploma in GiS frem a

experience in the field of GIS.

and Accounts) Directors (Audit and Accounts), with at least five years service as such:
(BPS-18). . : _ _
Provided that if no suitable persen is available for promotion then by transfer
: ' ' from amongst the Government officers. ‘ iy .
Deputy Director Al least Second Class Master's Degree in| 25to | By promotion, onthe basis of seniority-cum-fitness, from amongst the Computer
_Operation-IT Computer Science/ {T/Software Engi- | - 32 | Programmers, Network Engineers and Web Developers having at least five years,
BPS-18). neering/  Electrical Engineering or| years. service as such: - S e :
equivalent  -qualification fom aj} _ Provided that if no suitable personis available for promotion then by initial
recognized University with at least three recruftment. T e e ~
years experience in relevant field. T . .
Deputy Director (GIS) i) At least Second Class Master's | 25to By initial recruftment. .. . v
(BS-18). - . Degree’ in GIS from recognized 32- P R
: University  with  three .years years.
. experience In the field of GIS; or ]
() at least Second Class Master's -

ayren

®
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Note: Preference will be given to those
who have rich experience in open source

N,

AHMADN AU AR’

web-based software related with GIS.
8 Taxation Analyst @) At Jeast Second Class MBA with 25-32 .| By initiai recruitment.
(BS-18).: Finance orM.Com, from a} vears. |
recognized University; )
(i) computer literate with certificate
" in MS-Office (MS-Word, MS-
Excef, MS-Access); and
(i) - three years experience in field
- - - relating to Taxation in public / - .
private sector, Autonomous /
Semi—autonomous bodies.
; System Analyst @  1=Class Master's Degree 25-32 | Byinitial recruitment. )
(BS-18). Computer Science or equivalent years. ‘ S S
qualification from a recognized ' - ) B i
University; and 22
(i) Thee years experience In
‘ field of FElectronic Data .
Processing  with system |- -
designingand programming.
skills. : : _

10 Excise and Taxation - -~ 1By promo’aon, on the bas:s Gf Seﬂwnty-cum-f ithess, from amongst the ASSISLaﬂt
Officer Excise and Taxation Officers with at least five. years service as such who_ have
(BS-18). passed Departmental Exammahon in h;gher grade ’ .

i1 Assistant At least Second Class Master's Degree in | 22-32 | (a) Thtrtv percent by promo’aon on the basis of semon _Cum_ﬁtness from
Director {Audit and | Commerce with Accounting as one of the | years. amongstﬁlel\adu and Ac(,ounts Ass;stants and Y
Accounts) subject from a recognized Uﬁwersn*ySTEt" S
{BPS-17). ’ (_b) seventy percem by initial recmltmeni;.

i o
IR
.
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12 Computer Programmer | At least Second Class Master’s Degree in | 22-32 By prometion, on the basis of senionity-cum-fitness, from amongst the Computer C

1027 KHVYBER PAIHTUNKHWA GOVERNMENT GAZETTE, SXTRAORDINARY, 200 FEBRUARY, 2018

if’w (BS-17). Computer Science (BCS, BSCS, BE(CE), | years. Operatorswithatleastsevenyea!s‘sewioe assuch:
Y BS(T) or equivalent qualification from a , | |
recognized University  having good Provided that if no suitable person is available for promotion then by initial
programming skills. recruitment.
13 Network Engineer T At least Second Class Master's Degree in 22-32 | Byinitial recruitment.
(BPS-17). Computer Science (BCS, BSCS, BE(CE), | years.

BS@T) and MCS or equivalent
qualification from a recognized

University.
Note: Preference will be given to those
having certificate In  Computer o ‘ s

Networking like MCSE/CCNA/any other
latest certification in Networks from

—
o

). ' | recognized Institute. _ :
14 | Web Developer Al least Second Class Master's Degree in | 22-32 By initial recruitment.
(BPS-17). Computer Science (BCS, BSCS, BE(CE), { years:..

BS(T) and MCS or Equivalent.
qualification from - a recognized |.
- University. . , , L e A i
Note: Preference will be given to those L S PR R LT ,
having Certificate in web programming. ‘ ‘ S o
like PHP, ASP, Net, C#, or any other fatest
technology certification in web-dev: and
additional working knowledge of CSS,
jQuery and web development frame work
: like Laravel. etc. - : s S oo L
Assistant Excise and At least Second Class Bachelor's Degree 50-32 | (a) Six percent by promotion, on the basis of seniofity-cum-fitness; from amongst
.Taxation Officer from a recognized University. yéars, | ¢ the Superintendents with at least five years service as Superiniendent and
{BPS-17). ~ 1 - Stenographers, who have passed the Depar‘unenial-'Examinaﬁon in higher
grade; ) P o -

te>
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, g
b
h—

{b) fifty four percent by promotion, on the basis of seniority-cum-fitness, fromt
amongst holder of the post of Inspectors, with at least five years service as
suich who have passed Departmental Examination in higher grade; and

. (c) forty percent by initial recruitment.
i6 Superintendent — | By promotion, on the basis of senlority-cum-fitness, from amongst the Senior
(BPS-17). Scale Stenographers with at least five years service as such, or ten years service in
the Department as Junior Scale Stenographer and Senior Scale Stenographer.
17 Inspector (@) At Jeast Second Class Bachelor's | 20-32 (a) Fifty percent by prometion, on the basis of seniority-cum-fitness, from
| BPS-16). Degree, from a  recognized | years. amongst Sub Inspectors with at least five years service as such who.have
: University; and passed the Departmental Examination In lower grade; and ks
(i) (Height..5°7") (Chest..33" with (b) fifty percent by initial recruitment.
. , . expansion of 1 % inches). ‘ - '
i8  |[Assistant Data base | At least Second Class Bachelor's Degree | 20-32 | By initial recruitment.
Administrator ~ {in Computer Science or equivalent years.
(BPS-16). ‘|.qualificaion from a recognized
_ . University. o . o -
18 Senior Scale () At least Second Class Bachelor’s | 20-32 ~|.By promotion, on the basis of seniority-cum-fitness, from amongst lunior Scale
?Btg'éofgphef“ Degree from recognized University; | years. | Stenographers with at least five years seviceassuch: e 0 ¢
e - T Provided that if no suitable candidate is available for promotion, then by
| () a speed :of hundred words per ‘initial recruitment < - o S L
minute in English shorthand and . : SRR
- Forty words per minuie in fyping;
and .
{iiiy one year Diploma in Computar .
. Science from the Board of
- Technica! Fducation. o
- ATYESYTED
/
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Sub-inspecior e m—— By promotion, on the basis of seniority cum-fitness, from amongst the Assistant |,
(BPS-14). Sub Inspectors with at least five years semvice as such.

Assistant (i) Atleast Second Class Intermediate | 18-32 {a) Forty per cent by promotion, on the basis of seniority-cum-fitness, from
Sub-Inspecior or equivalent qualification from a | years. , amongst the Excise and Taxation Constables having Secondary School
BPS-1i1). ‘recognized Board; and ' Certificate from a recognized Board with at least five years service as

) : such, and
() (elght..5 77) (Chest..33" with (b) sixty per cent by initial recruitment.
expansion of 1% inches).

25 Excise and Taxation| (i} At least Second Class Secbndary 18-30 (@)  Twelve percent by promotion, on the basis of seniority-cum-fitness, from
Constable School  Certificate  from  a | years. amongst the Class-IV employees having SSC qualification with at least
(BPS-07). recognized Board; and seven years setvice;

. - (b)  three percent by promotion, on the basis of seniority-cum-fitness, from
@) (Helght """""" o) amongst the Drivers having SSC quallﬁcahon w1fn at least seven years
(Chest............. 33 with | - sewice;
AAAA expansion. of 1 % inches). {c) esghty f’ ive percent by |mt1a! recruﬂment.
26 | Wireless Operator {) At least Second Class Secondary | 18-30 | Byinitial recru:tme_nt.
(BPS-07). School  Certificate from  a | years. ) S
o : recogmzed Board; and ' :
(i) Cen‘.lﬁcate in Telecommumcatton o
from a recognized Polytechnic / '
Vocational Institution or equivalent
qualification from a recognized
institute. '
27 Driver At least Second Class Secoﬁdary School | 18-32 | By initial recruitment.
(BPS-086). Ceriificate from a recognized Board and | years. ' L

possessing a valid Light Transport |

Vehicle license, with at jeast mre-— years,
experience of practical driving, .

ATTESTED

R,
AR

1

} i ' | .
Lea AL AN,

\‘
¥



1021 KHYBER PAIHTUNIGIWA GOVERNMENT GAZETTE, BIRAORDINARY, 20t FEBRUARY, 2015

Distillery Security Guard | At least Second Class Secondary School C§ 18-40 | By infdal recruitment.

(BPS-03). from a recognized Board. years,

Daftri/Qasid ) — By promotion form amongst the Naib Qasids and Chowkidars.

(BPS-04). _ ,
30 NaibQasid | Preferably literate. ‘ 18-40 | By initial recruitment.

(BPS-03). . ‘  years. '
31 Chowkidar/Mali/Swee | Preferably fiterate. i8-40 | Byinitia¥ recruitment. - ,

per (BPS-03). : | years. | . : ' y

SECRETARYTO
GOVERNMENT OF THE KHYBER PAKHTUNKHWA,
. ‘ EXGISE, TAXATION AND NARCO’I‘IGS CONTROI.
_ o : DEPARTMENT, U
Pitnted and publichsd by the Manager,

Staty. &Ptg.oemt, lﬂwbs'?dmmﬂ,%m _
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SECRETARIAT INSTRUCTIONS
SHORT TITLE, COMMENCEMENT AND DEFINITIONS

Short title and commencement.

(a)

(b)

(_C)

-

- These. instructions are issued in accordance with the provision of rule 5

(12) of the Government of North West Frontier Province Rules of Business
1985 and shall be called the "N.W.E.P Manual of Secretariat Instructions,
1989”. '

They shall come into force at once and shall supersede all previous
instruction in this behalf;

If there be any inconsistency between these instructions, on the one hand,
and the Rules of Business or other statutory provisions, on the other, the
latter shall prevail:

Definitions.

In these instructions, unless the context otherwise requires:-

@

(b)

| (;)

(@)

' (é)‘

f’Additiqnal Secretary” means an officer inéﬁ‘arge of a Wing or Wings in a

Department;

“Appendix” means the Appendices appended to these instructions;
”Assembljz” means the Provincial Assembly of the N.W.F.P.;

“Attached Department” means a Departiment mentioned in column 3 of
schedule 1 of Government of NWEP Rules of Business;

“Branch” means "a primary unit of a Department headed by
superintendent; . '

“Business” means all work done by Government:
“Cabinet” means the Cabinet of Ministers appointed under Article 132 of

the Constitution and includes the Chief Minister appointed under article
130 of the constitution; ‘

- ATTESYED

/
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(®)

()

(k)

)
(m)

(0)

Cw

(q)
(r)
(s)

()
(W

2

“Case” means a particular matter under consideration and includes all
papers relating to it-and required to enable the matter to be disposed of,
viz. Correspondence and notes and also any previous papers on the

- subject or subjects covered by it or connected with it;

“Chief Minister” means the Chief Minister of Government of N WEP; |

“Chief Secretary” means the officer notified as such in the gazette, who
shall in addition to other Departments and functions that may be allotted
to him from time to time, be.: incharge of the Establishment &
Administration Department and shall also be the Secretary to the Cabinet;

“Constitution” means the Cons_titution of the Islamic Republic of Pakistan;
“Department” means a self-contained administrative Unit in the

Secretariat responsible for the conduct of business of Government in a
distinct and specified sphere, and declared as such by the Government;

| “Deputy Secretary” means an officer incharge of a Wing in a Department;

“Dairy” means the register in which all papers received in a branch or

section are entered;

'”ljocket Sheet” means documents placed immediately below the upper

cover of the file, containing particulars to indicate the progress of the case
during its curfency, and its classification and period of retention after it
has been finally disposed of; :

“Federal Government” ‘means the Exccutive Government of the Islamic
Republic of Pakistan;

“File Régister” rﬁeans_ a register in which are entered all files opened in
-one calendar year. The subject heading and dates of opening, recording

and destruction of the file are shown in this register;

“Gazette” means an official Gazette of the NW.E.P,; -

" “Government” fne:_ms the Executive Goverhment of the NNW.E.P.;

. "Governg’r’f means the Governor of the NNW.F.P.

. BYTESYED
<
= A}ii‘u’if&n' Al “’"u



Private Secretaries

(a)

09

10

oiling and cleaning of fans and allied equipments through C&W
Department. '

IV. MINISTERIAL STAFF

The Private Secretaries to the Chief Minister, Ministers, Special
Assistants and Advisors shall perform the following duties:-

@

(i)
(i)

(iv)

W)

(vi)

(vii)

(viii}

(ix)

to prepare drafts of personal letters except those required to be
prepared by the respective Department;

to attend visitors and to arrange interviews;

to prepare tour programme (s) of Chief Minister, Ministers, Special
Assistants and Advisors and circulate to all concerned as will as to
correspond- with the agencies concerned and individuals in this

‘connection;

to go through petitions and complaints received from the public /
aggrieved person(s), addressed - to- the Chief Minister,
Ministers/Special Assistants or Advisors and after obtaining the
orders thereon, pass them on to the officer/department concerned;
to deal with cases relating to telephone bills in respect of the calls
made from telephones of Chief Minister/Ministers/Special
Assistants/Advisors and cases relating to carriage of their personal
effects on tour;

to arrange engagements and maintain an engagement dairy;

to obtain papers for meetings, functions and interviews etc; from -

Administrative Department and to put up the same to the Chief

* Ministers, Ministers, Special Assistants and Advisors;

to bring to the notice of Chief Minister, Minister, Special Assistant
and Adpvisor (if the latter is required to attend) the notice/agenda of
the Cabinet meeting at once. If the Chief Minister, Minster, Special

- Assistant or Advisor is on tour, the Private Secretary shall contact

him and convey information. In case the Private Secretary
accompanies the Chief Minister, Minister, Special Assistant or
Advisor, the P.A. will do the needful;

‘to bring to the notice of Chief Minister/Ministers/Special Assistants

or Advisors papers/files bearing priority/security labels;

ATTESYE
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9.

10.

(x)  to keep a record of all office furniture, equipment and books
provided to the Chief Minister, Ministers, Special Assistants or
Advisors. He (the Private Secretary) shall be responsible for proper

- use of those articles ad ensuring that these are in good condition.

(xi) To see that the furniture and other articles of the office of Chief
Minister, Minister, Special Assistant or Advisor are in good
condition and properly maintained; and

(xii) to keep up to-date copies of all books relating to privileges and
conduct of Ministers/Advisors. , .

The Private Secretaries to the Chief Secretary, Addmonal Chief Secretary, and
Secretaries shall perform the following dutles -

(i)
(i)

(i)
(iv) -

v)

- (vi)
(vii)

(vii)

~(ix)

)

- (xi)

(xii)

(xiii)

to attend telephones and keep record of trunk calls;

to screen callers and telephone calls; ‘

to arrange engagement and maintain engagement dairy;

to collect papers for meetings and interviews;

to see that matters requiring Secretary’s attention are brought to his notice
will in time complete and in proper form; ‘

to receive and arrange and, where necessary, register the Secretary s
papers and correspondence 1nclud1ng secret and top secret papers;

to keep record of suspense cases and to see that such cases are put up to
Secretary on due dates; ~

to keep reference books upto date

to attend to work connected with Secretary’s tour etc;
to assist the Secretary in such matters as he may direct;
to keep record of movement of files and other classified document

to receive visitors and arrange mterv1ews etc; and

to take. dictation and- make fair copies of draft and other papers of
secret/eonﬁdentlal nature and also other cornmumcauons with enclosures.

-

Superintendent

(a)

(b)

- A Superintendent who normally holds charge of a Branch under the

control of a Section Officer shall be responsible for. ensuring that the work
is conducted properly and that there is tidiness and discipline in his

Branch;

The Supermtendent of the Recelpt and Issue Branch shall be personally
responsible for the accurate sorting of Dak Section-wise, and shall further
ensure that:-

ATTESTED

- 7
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i) the Receipt Clerk submits the receipts at least twice daily to the
appropriate Section/Office along with dairy;
(i)  letters are dispatched on the date of receipt and office copies
returned promptly to the Section/Office concerned; and
(iii)  that confidential/secret conimunications are treated in the manner
"+ prescribed in paragraph 67-76. - -

'(¢c) - The Superintendent "Re‘ceipt and Issue Branch or any other official

ass'igned the job, should open- all covers other‘than those sealed and
addressed by name to any particular office/officer in the Department and
to:- ,

(i) make sure that each envelope is completely emptied;
(i)  check enclosure and make note of omissions, if any, in the margin
, of the communication; :
(i) ~ separate receipts section-wise and place them in the labelled
. compartfr{en’ts';'.and ‘ ‘ ' ' ‘
'~ (iv) . obtain, in case of disputed receipts, orders of the Administrative
Secretary or of an officer authorized for the purpose.

Section Assistant

_"Ihe Sectioxi Assistant shall:-

(a) add to the case any precedent, rules, regulations and’ policy decision
relating to it, flag them properly and make reference(s) in the margin
before submission of the case to Section Officer;

(b) . undertake ”refé’rence"’ and “research work” ie. acquaint himself with the
rules and regulations pertaining to the subjects dealt with in the Section,
maintain such statistics as are required by the Section Officer (e.g. in a
Service Branch, lists of officers belonging to a specific cadre, showing their

" latest postings, etc.) and, while examining old records, take extracts of
‘important policy decisions etc; '

()  record advice tendered by the Services, Law, Finance and Planning and

- Development Departments in a note book, and also maintain a separate
“reference” collection of important decision; ' ‘

- ATTESTEDR

/
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The Secretary, :
Government of Khyber Pakhtunkhwa

Excise, Taxation & Narcotics Control Department,
Peshawar. o '

- Through: Proper Channel

. Subject: DELETION OF ILLOGICAL PROMOTION QUOTA OF'

SUPERINTENDENT (Clerical Staff) TO THE POST OF ASSISTANT

EXCISE, TAXATION & NARCOTICS CONTROL OFEICER (Executlve S .

Staff) BY AMENDING SERVICE RULES. 2018

‘Reference: Discussion in the subject matter during your goodself v151t to DIKhan o

office on 23.07.2018

"“.& .

Your Excellency, ‘ S 1} |

We have the honour to submit the following facts in the matte'rij::-: :; .t .

That more than one hundred employees of Provincial Government are Workmg ,
in the Excrse, Taxation & Narcotics; : Coritrol Department Khyber,;
i ‘Pakhtunkhwa as Excise & Taxation Inspectors 1n BPS- }_6 (heremaﬁer referred‘t.'::- .
as Excise Inspector). Our next stage of promot1on is Assistant Exc1se Taxatlon =

& Narcotics Control Officer (AETNC Officer} in BPS-17 and afterwards ‘the

Excise, Taxation & Narcotics Control Officer in BPS-18. (heremaﬁer referred

as ETNC Off cer).

That there are only 44 sanctioned posts of AETNC Ofﬁcers(B 17) in the |

Departrnent for the promotion of more than 180 Excise Inspectors Due to

limited posts of AETNC Ofﬁcers(B-l?), most of the Excise Inspectors could
not get the promotion due to attaining the age of superannuation prior to

their promotion. For this reason, most of the Excise Inspectors after their

: 'appointment till superannuation remain on the same scafe_ & ,p‘ost._

% .
That according to SNo 15, Excise & Taxation Department Servrce Rules 20 18,

out of the said 44 sanctioned posts of AETNCOs, 40% (18 posts) wﬂl be ﬁlled"
by direct recruitment through Public Service: Commission. Remaining 60%

(26 posts) of AETNCOS have to be filled by way of promotlon as per following




ﬂ ETO (BS-18)
Asstt: Directgr
{Accounts)

(Wrong Cadre Promotuon[
(BS-17) a) 6% from Superlntendents (Wrong Cadre Promotfon)

_ b} 54% from inspectors _
¢) 40% by initial Recruitment

~ Senior Scale
. - Stenographer - Inspector (BS-16)
~ (BS-16)
S o T {50% Recruitment of insp ﬂ (50% Direct Recruitmeﬁt 6flnsp)

_ I 'y by promotion From sub insp) Through PSC Exam) :
© .. Junior Scale® :
L Stenographer

(BS 14) N |
Steno Typist ~ *

" (BS-12). -«

> 54% from amongst the holders of posts of Excise Inspectors(B 16) means only-
""1-'.};‘-,;.;24 posts are available for the promotlon of 180 Excise Inspectors. Meaning .
thcreby only 24 out of 180 Excise Inspectors(B-16) could get the fruit of further
" promotlon subJect to the ava11ab1l1ty of vaca_ncy and most of them got to- -

ret1rement before avallmg the next step of promotlon
4, Thatit was"required to enhance the promotion quota for Excise Inspectors (BPS- =
16) up to 7 5% but 1nstead rez;namlng 60% promotion quota of Executive Cadre: i

- . have been reduced to 54% ‘by allocating 6% quota to Office Superintendent

_.(Clerlcal Cadre) overlookmg the d1fferent nature of job of the two cadres.

i
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. That there is much difference in the nature of job of Supermtendent ‘and that of

the Excise Inspectors/ AETOs/ ETOs which has been very clearly descnbed 1n k

the ‘Secretariat Instructions’ / Job Descr1pt1on not1f1cat10n (Annexure@)

That being aggneved of the reductlon of promotlon quota 1nstead of 1ts‘v .

_ enhancement, we have been left with rio optlon except to submlt our appeal to . '.
your goodself seeking review of the- Khyber Pakhtunkhwa Exc1se & Taxamon'_ : B
Departrnent Service Rules, 2018, in order to safeguard the vested nghts of - 3

promotlon of Excise Inspectors to the post of AETNCOS on mter aha, the EEE

- following grounds:

GROUNDS

i. That the nature of the job of Supermtendent is a Clencal and accordmg to

|l

Clause-10 of Secretarial Instructions the Superlntendent 1s respon51b1e for'_‘ o

‘accurate sorting of Dak Section- -wise, letters/ despatch, conﬁdent1a1/ secret '
communications and alike supervisory duties over the Clérical Staff

Whereas, JOb descr1pt10ns of Excise Inspectors have been gwen in Paragraph,

. No.16 of the Appendu{ C. Therefore, award of 6% quota of promotmn of Exmse: '-

Inspectors to the Supermtendent in the Service Rules 2018 is h1ghly unjust

That presently Supermtendents are serving in BPS 17 and- the scale of
AETNCOs is also BPS-17 whereas, Excise Inspectors are servmg in BPS 16 -

Thus, Superlntendents who are already serving in BPS-17 and gettmg Pays &

beneﬁts of B-17 have been given a special edge and double: beneﬁts at the cost

- & career of Exmse Inspectors BPS-16. Therefore, we have been depnved from

available full 60% opportunity of promotion to the next higher scale; which has

- 1ii,

resulted into grave miscarriage of justice.

That there are mainly three categories of employees working in the Excnse

: :Taxatlon & Narcotlcs Control Department Khyber Pakhtunkhwa Each category

has different nature of JOb and with its own line of promotlon (Annexure ﬂb

a. . Executive Staff. It includes Excise Inspectors AETOs/ ETOs Wthh is .

eﬂeﬂﬁu -

also called ‘Fleld / Recovery Staff’. 4

(o % )
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b. Technical Staff: It consists of Computer Literate Staff responsible for

puhching data of motor vehicles, etc.

c. Clerical Staff: It consists of Junior/Senior Scale Stenographers/
'rSuperintendents dealing with the office routine work/Dak,
meuntenance of official files/record, Service Books of the staff Diary &

Dispatch Regrsters, Drafting and other official correspondence.

“Staff ot("all the above categories is working with different nature of jobs in their

respective domains except with the- anomaly in the promotion of

:supermtendents (B-17) to whom 6% promotion quota has been awarded from
Executlve Cadre for promotion as AETNCOs (B-17) ignOring the nature, .

| experiehce / differen_ce of jobs in Executive and Clerical Cadre_s.

That Supermtendents (Cler1ca1 Staﬁ) have their own separate line of promotlon

o as they are normally promoted as Section Officers (BPS-17 }, Deputy Secretary,
Addmonal Secretary etc in the Prov1n01al Secretariat of the province and as

A531stant D1rectors (BPS-17), Deputy Director (Admn:), Director (Admn ;) etc in -
- some other departments hke in the Department of Archives & Public L1brar1es T

~Serv1ce rules of Govt: of Khyber Pakhtunkhwa, H1gher Educatlon Sports,

Archlves 85 lerarles Department Peshawar are attached as Annexure D

That Superlntendents (Clerlcal Staff) have been given 1llog1cal opportumty to

‘mclude them 1n the Semorlty List of Assistant Excise, ’I‘axatlon & Narcot1cs

-' g Control Officers neglectmg the nature of job, service experience of two totally

d1fferent cadres (CIencal Staff with Executive Cadre) A Supermtendent

(Clerlcal Staff) ‘can never be promoted and posted against a technical post of

Ass1stant.,.E;xcrse, Taxation _&_"}NarCOtICS, Control Officer having different

bac.kgrouﬁd-agd experience. ", - )

. Next step of promotlon for AETNC Ofﬁcer and for Supermtendents is “Excise,

Taxatlon &. Narcotlcs Control Ofﬁcer” Is it logical /feasible for a Superintendent
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to perform h1s technical duties of Ex01se, Taxatlon & Narcot1cs Control Ofﬁcer

having cler1ca1 expenence / background ? and ZEero exper1ence of Tax Recovery

i. That it is pertinent to mention here that now the post of Supermtendent has’_‘ _
also been upgraded from BPS-16 to BPS 17 throughout the provmce and. i :
similarly, the Computer Technical Staff/Data ~Entry Operator/ Key Punchf’:.
Operators were promoted as Data Processmg Superv1s0rs (Now re- des1gnated.‘: _
as Computer Operators) and they also have separate hne of promotlon to thef..:'."' P

posts of Computer Programmer, Data Base Admmlstrator etc

Y Sl

Moreover, it is fact of great worth that Secretary, EXCISC, Taxat1on & Narcotlcs

:

- Control Departrnent has already sought guldance / ruhng from Estabhshmen S

Department (Regulatlon Wing) KPK Peshawar v1de Notlﬁcatlon No SORI..._
(E&AD) 4(1)/ 2002 dated 04.09.2007 (Annexure ﬁ)‘ in an appeal by one”

I\{,[uhammad Igbal (Computer Operator) regarding award of promotxon quota to g

computer technical staff from executive cadre Estabhshment Department KPK ~
‘Peshawar has categorically denied his appeal by giving the ruhng in the rnatter o

as reproduced below for reference please

“C,omputer related staff has thejr own line of promotiozt. Data
- Entry Operator/Key Punch Operaiors are promoted as Data
Processing Supervisors and then Computer Programmer. Double

Line of Promotion can’t be allowed.”

\
8

. Contrary to the aforementioned facts, 60% quota of 'AE;f‘NCOs (Executive
Cadre) was reduced to 54% by 1llog1ca11y awarding 6% quota to Supermtendent
(Clerical Cadre) in the existing Serv1ee Rules 2018, overlookmg the nature of

job of the two different cadres. It has resulted frustration, sense of deprlvatlon

and disappointment in Excise, Taxatlon & Narcotlcs Control Inspectors (B-16)

regarding their promotion.

ii. That due to limited posts of AETNCOs and scanty quota of 54% most of the

Excise Inspectors are deprived of their right of promotion because of reaching

the age of superannuation. Thus, 54% quota of promotion for Excise Inspectors




~ to the Post of AETNCOs is liable to be enhanced to 75% and remaining 25%.
quota may be specified for the appointment of AETNCOS by direct recrultment
through Public Service Commission. |

lX It is, therefore, humbly prayed that on acceptance of present appealand by
1ssu1ng an appropriate order, the Khyber Pakhtunkhwa Excise & Taxatmn
Department Service Rules, 2018, may graciously be modified by deleting its |
clause 15(a) regarding 6% illogical promotion quota of Superintendents and

thereby the 54% quota of promotion of Exc1se Inspectors to the post of

AETNCOs may graczously be enhanced to 75%.

" Sincerely yours,

Inspectorate Staff of
Excise, Taxation & Narcotics
Control Office, DIKhan

. i._“"lebullah Khan Exc1se, Taxatlon & Narcot1cs Control Inspector DIKhan.

. | 2 Shu]aat Ah Ha1dr1 Exmse Taxation & Narcotics Control Inspector DIKhan.
| 3 Salfullah Khan Exczse Taxatlon & Narcotics Control Inspector, DIKhan.

4 Muhammad Ilyas Ex01se Taxation & Narcotlcs Control Inspector, DIKhan

OFFICE OF THE EXCISE TAXATION & NARCOTICS CONTROL OFFICER, DIK

~

é!?’] /ET&NC | ' ' Dated "7 /0? /2018

Narco‘aes Control Department Khyber Pakhtunkh Pe hawar for favourable
- conmdqratlon please

’ L “ B Excise, Taxs Narcotics-
o - é( 1, - %’mntrol Officer, :DIKhan@,
'f Endstt:No. /ET&NC ; . S
’ Copy for information to the Dlrector Excise, Taxatign &.Narcotics Control,

DIKhan Reglon DIKhan

L

Narcotics
DIKha

“-. EXCise, T
~ Control Officer,




GOVT. OF KHYBER PAKHTUNKHWA
EXCISE & TAXATION DEPARTMENT
'DATED PESHAWAR THE:-27/09/2011

NOTIFICATION

No.SO(Estt)E&T/1-55/2011:  In exercise of powers conferred under Rule-4(3) of Khyber
Pakhtunkhwa Government Rulés of Business 1985, the following Job descriptions for the
officers and officials of Directorate General, Excise & Taxation Khyber Pakhtunkhwa and its
sub offices are notified with immediate effect -

(1)

vi.

vii.

Cvili.

vi.

vii.

viii.

Director General:

As Head of Attached -Department, he shall exercise Administrative,

Establishment and Financial Powers delegated under the Khyber -
Pakhtunkhwa Civil Servants (Appointment,- Promotion and Transfer)

Rules, 1989 and.Khyber Pakhtunkhwa Delegation of Powers under the

Financial Rules and the Powers of Re-Appropriation Rules-2001 and any
other rules notified by the Provincial Government from time to time.

To identify areas for resource mobilization and effective recovery.
To provide an informed input to the GoVernment on Taxation Policy.

To suggest new initiatives to improve service delivery.

To suggest new areas and ensure that computerization IT enablement is
rendered beneficial to the Department as well as the public.

He shall ensure maintaining efficient administration and achieving the

targets of recovery of taxes/revenue fixed by the-Government.

He may delegate powers, if rules allow, to various officers subordinate to
him with the approvat of Government for smooth running of the official -
busmess

He shall be respons:ble for the proper conduct of the business allocated
to the department under the Khyber Pakhtunkhwa Government Rules of
Business, 1985.

He shali mvanably keep mformed the Administrative Department on all
Administrative and Financial affairs in the Directorate and the District
Offices in the Provmce

.Director (Administration) :

To deal with all establishment matters of the Durectorate & District offlces

"in the Province.

Incharge of transport affairs-of the Department throughout the Province.

Focal person for future prOJects of re-structuring / up gradation of the
Department.

. Mamtenance updatmg/amendments and framlng of Service Rules.
’ Drscsplrnary/lnqurry cases.

Processing of complaints/grievances etc.

Purchase of furniture, stationery and other office equipments.

Security matters of the Directorate premises.

Coordination amongst the ETOs, = . 1
Any 'other task/work assigned to him. '




(11)

ses

vi.

vii.

viii.

Xi.

xii.

xiii.

Xiv.

" (12)

iii.

Vi,
vii.

viii.

-

Senior Excise ancl_'l‘axation Officer/ Excise and Taxation Officer :

He shall be overali in_charg-e of the administration of his office.

He shall be the Drawing and D‘isbursing Officer for the district and shall
be responsible for all receipts /expenditure matters of the district.

As a district head of office, he shall exercise all the powers conferred
upon him under the relevant Acts and Rules efficiently.

. - He shall be requhsible to achieve the recovery of government taxes.

He shall distribute and assign the recovery targets among subordinate
staff appropriately.

He shall be the incharge of mobtle squad(s) of his district and
responsible for upkeep of vehicles.

He shall initiate Performance Evaluation Reports of all the subordinate
staff posted in the district at the end of each calendar year.

He shall be responsible for the safe custody of the cash received in the
office on account of all type of taxes and to ensure that it is
correctly/timely paid.into Government Treasury.

He shall be responsible for proper record and maintenance of offncaally
allotted arms, ammunition; uniform, official vehicles/transport.

He W|ll be the appointing authority as per government policy.

- Shall reconcile receipt and expenditure of the office concerned.

He shall be responsmle for litigation cases, DAC/PAC and Assembly
matters concernmg to his office.

He shall strictly follow the instructions regarding survey of various taxes,
proper maintenance of survey register/ record and physmal as well as
random checking of different tax units.

Any other task/work asygned to him.
Excise & Taxation Officer (HQs):

Excise -and Taxation Officer (HQs) will be the'Incharge of Mobile

* Squads in Peshawar region/Intelligent Bureau.

He shall coordinate all matters pertalnmg to physical training of Exase
& Taxation staff.

He will be the focal person of Transport related matters of Directorate
General Excise & Taxation, Khyber Pakhtunkhwa.

He will be the Incharge of wireless system installed in Excise &
Taxation Department. ’

He would be assisted by Assistant Excise & Taxation Officer (HQs).

He will be responsible for the activities and discipline of all the mobile
squads in Peshawar.

He will ensure the upkeep and maintenance of vehlcles under the use
of Mobile Squads in Peshawar.

He shall be responsible for all matters pertalnlng to Moblle Squads in
province.

He shall report to Director Admlmstratlon and Director Revenue in
- related matters.

He shall be responsible for upkeep and maintenance of arms and
ammunition of Excise & Taxation Department. 5



Xi.

xii.

He will be the incharge of Warehouse and shall be responsible for
maintenance of record of seized and confiscated vehicles. He shall
ensure processing of cases for confiscation as per law. He shall submit
monthly statements pertaining to all seized and confiscated vehicles to
Secretary and Director General Excise & Taxation, Khyber
Pakhtunkhwa.

He will be responsible for the security as well as protocol duty at
Directorate General, Excise and Taxation Khyber Pakhtunkhwa.

xiii. Any other task/work aséigned to him.

~(13)

(14)

vi.
vii.
viii.

Accouﬁts Offi¢er: A

- All matters pertaining to accounts, budgeting and auditing in Peshawar
region. - - : . -

ii. Preparation-and re-é.ppropriation of budget of Peshawar region.

iii. He shall assist the Assistant Director (Accounts) in matters relating to

PAC, DAC.

iv. He shall distribute the office work amongst his subordinates:

. Any other task/work assigned to him.

Data Base Administrator:

Develop database system and making sure that these systems operate
efficiently.

Design and document database architecture. .

Build database tabie procedures utilities, automated reporting and
permissions.

Backup data regularly, stored effectively and secure from unauthonzed

' access

Test databases, correct errors.and make necessary modifications.
Specify user and user access levels for each segment of database
Restore and recover corrupted databases.

Implement security and encryption, : - .
Ré_commend new database technology.

Any other task/work assigned to him.

Semor Assistant Exclse and Taxatlon Officer/ Assistant Excise and
Taxation Offlcer '

He will work under overall contro! of Excise and Taxation Officer and
assist him in all matters concerning the office.

He shall be responsrble for the achievement of recovery targets through
inspectors.

‘Perform all the duties of Excise and Taxation Officer, while he is on -

leave from official duties.
He shall keep abreast of ET_O of his work performed during his absence.

6
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vii.

(16)

vi.
vii.

-viii.

He shall strictly follow the instructions regardihg survey of various taxes,
proper maintenance of survey register/ record and physical as well as
random checking of different tax units. S

He shall be answefable to Excise and Taxation Officer in ali relevant
matters of the department and any other task assigned to him.

Any other task/work assigned to him.

Excise and Taxation Inspector: -

He shall directly report to the Excise and Taxation Officer/ Assistant
Excise & Taxation Officer, as the case may be.

To carryout survey and recovery of all taxes, prepare, maintain and
update all record pertaining to various taxes.

To issue demand notices and to pursue recovery of all taxes as per law. -

To phyéically verify the . particulars and attributes of motor vehicles
desired to be registered by the'Motor Registering Authority concerned.

To check the Registration certificate of motor vehicles presented at the
time of payment of token tax, transfer of ownership or change of engine -
if desired by the owners and put up the case for final signature of the
Motor Registering Authority. .

To perform road checking duties to seize illegal vehicles and control of
Excise and Narcotics crimes as authorized by ETO concerned.

To achieve the target of recovery of the taxes assigned to him by the
concerned Excise & Taxation Officer. :

To perform any duty assigned to him/her under various act/ordinances / ,'

- rules and notifications etc.

vi.

vii.

“viii.

He.will be responsible for online / external verification of G.D/Bill of Entry
from Customs Department through DSL.

Any other taskiwork assigned to him/her by the superiors from time to
time. : :

Sub-Inspector: .
He shall be respohsible for keeping of record and regisiérs.
To prepare all statements pertaining to taxes. ’

To supervise the work of Assistant Sub-lnsbectqrs.

To maintain service books and other connected matters of the officials.

He will. be responsible for processing cases pertaining to taxes,
establishment, audit/ accounts and reconciliation matters.

To recover fess and taxes where required in cash, and to deposit it in

the Treasury under the relevant head of receipts.

To maintain inventory/stock 'registers of all items including furniture,
fixtures and equipment etc in the office.

To prepare receipt and expenditure statements.
He will work under the supervision of Inspector concerned.
Any other task/work assigned to him,




(18)

vi.

vii.

viii.

Xi.

xHi.

xiii.

©Xiv.

(19)

vi.

(20)

T Vil

vii.

viii.

Any other task/work assigned to him.

Assistant Sub-Inspector.

Dlary and dlspatch
Sorting, distribution and filing of papers in respectlve files.

Maintenance of registers, relating to office files, record files, files
destroyed and movement reglster about the whereabouts of the files.

Record keeping.
He shall be responsible for maintenance of records of all taxes.

Establishment, Audit and Accounts matters including preparation of Pay
and T.A Bills, statements etc.’

Handling of cash received in the office, if entrusted to him.

To do typing work as and when required.

Stationary indenting, storing and distribution amongst the office staff.
Assessment of all taxes if the task is assigned to him. i

To perform duties: as record keeper of motor vehicle record and keep
proper record of snatched/stolen vehicles, cancelled vehicles, re-
registered vehicles, and tax defaulted vehicles etc.

Handing over of number plates, vehicle files and reglstratlon books efc to
the vehicle owners,

He will work under the supervision of sub- Inspectorllnspector concerned.
Any other task/work assigned to him.

Constable:

Field/office duty asAassigned by the Incharge Officer.
To assist the ETI/SI/ASI in performance of their official duties.

- Assist the Record-keeper in performance of his duties.

“To accompany the - Insbector while surveying properties for
- reassessment and other official business as directed by his superiors.

To serve Ietters notlces of demand of tax, show-cause notlces and final
notlces etc.

Any other task/work asszgned to him by his superuors

Dlstallery Security Guard:

. Lookmg after all types of Methylated and ethylated spirits manufactured

in the distillery,

Import/export and tfanspoi't of Methylated and ethylated spirits in the
distillery, C

Keeping |nformatlon of the VISItors/guests

Checking of perm;ts and licenses at the time of export of any
liquor/spirits from distillery. -

. Ensure timely submlssuon of reports penalnlng to distillery to the higher.

officers.

He shall work under the control of incharge AETOQ/ Inspector and assist
them in performance of their duties.

When posted‘with the inspector i'ncharge of a 'c_hemical works, he shall
comply with the orders of the Inspector in the discharge of his duties in
the chemical works.

8




(21) Wireless Operator: o
B Operéte the wireless system/communication throughout the province. '
il Connect the divisional offices through wireless system.
_ii.  Repair and malntenance of wireless system and sets/communication

system. ‘
iv. He shall maintain secrecy in communication.
v.  Maintain tog book of messageé received/passed.
vi ~ Any other task assigned to him.

(22) Superintendent-I:
i. To éupervise and deal with administrative and establishment matters of
the ETOs, AETOs, ETls and Sub-Inspectors.

ii. He will be the incharge of -Receipt and Dispatch Section and shall be
personally responsible for the accurate sorting of Dak Section-wise, and
shalt further ensure that:-

viii. the Receipt Clerk submits the receipts af least twice daily to the
appropriate’ Section/Office alongwith dairy.

ix. letters are dispatched on the date of receipt and office copies
returned promptly to the Section/Office concerned, and
x. . that confidential/secret communications are treated in the manner

- prescribed in paragraphs 67 to 76 of Govt. of Khyber Pakhtunkhwa
Manual of Secretariat Instructions.

iii. He shall open all covers other than those sealed and addressed by
" name to any particular office/officer in the Department and to:- ‘

a. make sure that each envelope.is completely emptied.

b. check enclosure and make note of omissions, if any, in the margin
- of the commumcatlon .

c.A separate recenpts sectlon-wsse and place them in the Iabeled
© compartments; and

d. obtain, in case of disputed receipts, orders of the Darector General
or of an officer authorized for the purpose.

iv. - . Any other task assigned to him.
(23) Superintendent-il:

i To supervise and deal with administraiive and establishment matters of
the KPOs, ASls, and Constables including maintenance of attendance
register on daily basis and leave record of district offices.

"ii. That confidential/ secret communications are treated in-the manner
' prescribed in paragraphs 67 to 76 of Govt. of Khyber Pakhtunkhwa
Manual of Secretariat Instructions.

iil. Commumcate and .co- -ordinate all official matters concerning his office
- W|th the superiors.

iv.  Any other task assigned to him. -

ATTeEsSYED
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(24)

vi.
Vii.

"viii.

Xi.

Xii.

-~ xiii.

Xiv.

(25)

()

) ‘Computer Operator:

Senior Scale StenographerlJunior Scale Stenographer:

Take down notes and drafts from his officer and type them neatty and
accurately. .

" Note down urgent matters and routine appointments of his offlcer in the

desk diary and also put up notes about telephonic/other messages
received by him in the absence of officer.

To arrange engagements and maintain engagement diary.

Handle and malnta:n classified documents/ files in accordance with the
instructions.

“Record:date of meeting and arrange file for the same.

Receive and conduct visitors, -arrange interview as permitted by his
officer.

To see- that matters reqLunng Offrcers atten_tlon are brought to his notice

.wellin time, complete and in proper form.
ASupervuse the upkeep of the offlcers and visitor's rooms wherever

provided. r

Make tour arrangements including |ssuance of tour programmes.
Keep proper record and movement of files and other papers.

Keep record of suspense cases and their submission on due dates.

. Ensure mamtenance of Iog book in complete and proper form.

He shall be responsrble for proper handing care and looking after of the
type-wnter computer,printer and ! or-any other equipment provided for

- the purpose of his duty.

Any other task/work assygned- to himy. -

Data Processing Supervisor:

Operating of the softWare'in motortregistering office..
Proper maintenance of computer system.

Timely provision of data/reports to his superiors,
Supervision of all T related matters at the district level. -

Any other task/work assigned to him.

‘Typing of all official letters/correspondénce related to the Section.

Punching of data in District Excise & Taxation offices.

Proper maintenance of computer’ system and other equipments in the
office concern. :
Any other-task assigned to hrm.

Daftari)Qésileatb Qasid:

Carryrng offscuai frles/paperslletters from one place to another within and

- outside the office premises.

To clean office furniture and record béfore office hours. 10
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