GOVERNMENT OF KHYBER PAKHTUNKHWA
PAKISTAN FOREST INSTITUTE, PESHAWAR

Ph: +92 91 9221224, Fax: +92 91 9221233

ZERO TOLERANCE TO CORRUPTION

] Dated  22/04/2025

No. 151/F.VI(09)-Estt: The competent authority (Director General, Pakistan Forest
Institute (PFI), Peshawar) is pleased to approve the Job Description (JDs) and Key

Performance Indicators (KPIs) of BPS-16 & below positions of PFI, Peshawar with

immediate effect (Annex-A).

All concerned are directed to implement the said job description in letter and spirit and

ensure alignment of duties accordingly.
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DIRECTOR GENERAL

Endst: No. and dated even:

A copy is forwarded to

All Additional Director Generals, PFI, Peshawar.

All Directors, PFI, Peshawar.

Incharge Medical Officer, PFI Dispensary, Peshawar.

Extension Specialist, PFI, Peshawar. A copy of Job Descriptions and Key
Performance Indicators is sent herewith, with the request to upload the same on

PFI website accordingly.

¢ _—5—Executive Officer, PFI, Peshawar.
6. The Administrative Officer (B&A), PFI, Peshawar. //"
7. APS to Director General, PFI, Peshawar.
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JOB DESCRIPTIONS (JDs) AND KEY PERFORMANCE INDICATORS (KPIs)
IN RESPECTOF BPS-16 & BELOW POSITIONS OF PFI

S.NO. | DESIGNATION | BPS | JOB DESCRIPTION kPl
1. Technical 16 | 1. Provide technical support to research |  Field/lab studies ;uﬁporterl
! Assistant officers and projects, including setting 100% of the assigned tasks.
up and operating equipment, | « Equipment calibration &
maintaining databases, and organizing maintenance: 100% of the
research materials. assigned tasks.
ii, Assist with fieldwork, perform basic | « Research data

laboratory analyses and sample recorded/analyzed at least
processing following standard 90% accuracy in datasets.
protocols.

iii. Any other duty assigned by Director
/In-charge officer,

2. Research 16 |i. Provide technical support to research p Field/lab studies supported:
Assistant officers and projects, including setting 100% of the assigned tasks.
up and operating equipment, o Equipment  calibration &
maintaining databases, and organizing maintenance: 100% of the
research materials assigned tasks.

ii. Assist with field work and perform o Research data recorded /
basic laboratory analyses and sample analyzed at least 90%
processing following the standard accuracy in datasets
protocols

ii. Any other duties assigned by Director
/In-charge officer.

3. Forest Ranger | 16 i.  Support the In-charge Officer in | e Field visits
(Watershed) data  collection  regarding conducted/reported:
watershed management reported all assigned field
research activities. visits.
ii. Conduct analysis of collected | ¢ Survey data analyzed: 100%
samples and data. of the all assigned tasks
iii. Any other duties assigned by |e Survey/data sets compiled
Director/ In-charge Officer. and submitted: 100% of the

assigned tasks.

4. Forest Ranger | 16 i.  Support the In-charge Officer in | » Field visits
(Range) data collection regarding range conducted/reported:
management research activities. reported all assigned field
ii. Conduct analysis of collected visits.
samples and data. e Survey data analyzed: 100%
iii. Any other duties assigned by of the all assigned task.
Director/ In-charge Officer. e Survey/data sets compiled

and submitted: 100% of the
assigned task.

5. Forest Ranger | 16 i.  Support the In-charge Officer in | ¢ conducted/reported:
(Silva) data collection regarding reported all assigned field
Silviculture research activities. visits.
ii. Conduct analysis of collected | ¢ Survey data analyzed: 100%
samples and data. of the all assigned task.
ii. Any other duties assigned by | e Survey/data sets compiled
Director/ In-charge Officer. and submitted: 100% of the

assigned task.




Wood Working
Officer

the research aclivities.

To supervise the work of Wood
Workshop and Sawmill.
Preparation of wood specimens
of wood samples for research.

| DESIGNATION | BPS ~777)OB DESCRIPTION kPl
T‘BFE?MEE- 16 | I, Support the In-charge Officer in | ¢ Conducted [reported:
(Mensuration) data collection regarding Forest reported all assigned field
Mensuration research activities. visits.
il.  Conduct analysis of collected | ¢ Survey data analyzed: 100%
samples and data. of the all assigned task.
iil.  Any other duties assigned by |e Survey/data sets compiled
Director/ In-charge Officer. and submitted: 100% of the
assigned task.
Assistant 16 I.  To assist the In-charge officer in | o  Task assigned— ~ and

completed: 100% of the all
assigned tasks.

Equipment  Readiness in
wood workshop and
sawmill:  100% of the all

movement of files and other
papers,

iv. Setting of the official furniture in assigned equipment.
the Offices as well as in the | o« Safety observance
Laboratories. compliance:100% of the all
v. To ensure adherence and safety assigned tasks.
of wood workshop and sawmill.
vi. Any other duties assigned by
Director/ In-charge officer.
Assistant 16 i.  Classification and cataloging of [ « Books and journals
Librarian library holdings according to the classified/indexed: 100%
oxford system of classifications entries/month
for forestry books / their proper | ¢  Technical journals shelved
daily filing in the Cardex. and bound:100%
ii. Maintenance  of  procured | ¢ Records digitized or
journals, their proper placement updated: 100%
in the respective shelves.
ii. Day to day checking of
borrower’s tickets
iv.  Setting of periodicals according
to their subjects / binds of old
(complete sets) of technical
periodical.
v. Any other duties assigned by
Director/officer In-charge
Assistant 16 i.  Take down notes and drafts from | ¢  Appointments  maintained
Private their officers and type them for officer: 100%
Secretary neatly and accurately e Official documents handled
ii. Note down urgent matters and properly: 100% compliance
routine appointments of their | ¢«  Messages
officers in the desk diaries and conveyed/documented
also put up notes about accurately: 100%
telephonic/other messages | o Travel/tour plans
received in the absence of prepeared:100%
officers.
iii. Submit to their officers an
agenda for the day covering
urgent matters and routine
appointments on the basis of
engagements diary.
iv.  Receive and conduct visitors /
arrange interviews as permitted
by their officer.
v. Ensure proper record and




DESIGNATION

BPS

JOB DESCRIPTION

BT

Male Nurse

16

il

vi.

Supervise the support staff to
ensure smooth functioning of
daily healthcare activities.
Monitors and record blood
pressure and temperature of
patients.

Maintains cleanliness, order,
and readiness of the dispenser
room.

Performs dressing and basic
wound care for patients using
sterile techniques.

Administer drips and injections
to patients under the supervision
of the Medical Officer.

Issue medicines to patients on
need basis.

Ensure  supervision  of
support stafl during daily
operations ~ with ~ 100%
presence,

Record blood pressure and
temperature for all patients
Maintain hygiene and supply
availability In the dispenser
room with 100% wecekly
compliance,

Perform wound dressing for
patients following aseptic
techniques, achieving  al
least 90% patient
satisfaction,

Administer injections and
drips under medical
supervision  with ~ 100%
accuracy and zero
procedural errors monthly,

11.

Female Nurse

16

iii,

vl

Supervise the support staff to
ensure smooth functioning of
daily healthcare activities,
Monitors and record blood
pressure and temperature of
patients. .
Maintains cleanliness, order,
and readiness of the dispenser
room,

Performs dressing and basic
wound care for patients using
sterile techniques.

Administer drips and injections
to patients under the supervision
of the Medical Officer.

Issue medicines to patients on
need basls.

Ensure  supervision  of
support staff during daily
operations  with ~ 100%
presence.

Record blood pressure and
temperature for all patients
Maintain hygiene and supply
availability in the dispenser
room with 100% weekly
compliance,

Perform wound dressing for
patients following aseptic
techniques, achieving  at
least 90% patient
satisfaction,

Administer Injections and
drips under medical
supervision  with ~ 100%
accuracy and er0
procedural errors monthly. |

12,

Assistant

Add relevant precedent, rules,
regulations and policy decislon
relating to the cases, flag them
properly and make reference (s)
in the margin before submission
of the case to Superintendent,

Submit and personally explain
urgent cases to the competent
authority In the absence of
section In-charge.

Undertake periodically the
proper recording, indexing and
weeding of files in accordance
with the proper instructions,

Compare typing work with the
clerk when necessary.

Generally, Instruct and guide the

‘Maintain and organize
official files and
records;100%

‘Draft and process cases
with proper referencing of
rules/policies, ensuring;:
100%

‘Complete periodic indexing,
and weeding of files
as per manual;100%

Process all cases within time
lines laid down in manual of
secretariat instructions.

Attend court cases in the
absence of In-charge of
section,




-

| S.NO. DESIGNATION | BPS JOB DESCRIPTION KPI
. section clerk and supervise his |
work. '
: vi.  Look after the work and duties of !
| the section in the absence of ,
-. i Superintendent. :
; vii.  Keep anote of all pending cases '
| l and put up reminders for ’,
signature of the concerned In-
, charge of the section on due
. dates;
viii. Do such other office work as may 1
be entrusted to him by !
| { Administrative Officer. |
ix. Attending court cases to assist f
| Law Officer/Legal Adviser.
|
s Technical 16 i.  Maintain metadata & regular Develop and  maintain
! Assistant (GIS) geo-database  backup, Geo- Geospatial database |
| Spatial field data collection developed from the data
': (Forestry and Allied disciplines), collected for research in field
! Pre-Post Processing, Analysis and with 100% accuracy. .
i Editing for research  and Ensure timely preparation o{f
{ education purpose. - GIS-related reports, maps, i
i ii. Manage / monitor Geo-Spatial and presentations for |
: data (inventory of data layers / research  and  training |
| Geodatabase) and  ensure purposes 100%. !
i standard projection and co- Conduct  practical  and
; ‘ ordinate systems for all geo- specialized GIS Classes100% |
; ; spatial data layers to maintain as per schedule. ]
! the quality and standards of Conduct practical tours for
! generated output products of BS students for the use of
E the GIS branch. different data acquisition |
i ii. Ensure availability of necessary equipment  (GPS,  DGPS |
! ! hardware, software and data for Drone) and technique (100% |
! | GIS, RS and GPS trainings As per schedule) ‘
l { organized for researchers and Provide  assistance  to |
! , students under regular / ADP students and faculty in |
! ; Projects. acquiring and  analyzing |
{ ' iv.  Commencement of classes and Geospatial  data  for
3 ; field tours of forestry students a producing and meaningful |
l ' supervising  and  assisting maps and reports (100%
! research work in GIS & RS when required)
! courses.
3 ; v. Prepare GIS branch related
{ Annual Progress Reports, work
| ! plans and presentations etc.
; i vi. Any other duties assigned by
i Director/ In-charge officer. |
14. Computor 16 i. Gathering Forestry, Climate Process and analyze data for |
Change and Environment related at  least 4 research
{National and Pravincial) assignments or reports '

statistical data from various
sources, ensuring data quality
and accuracy.

Help researchers in applying
statistical methods and software
to analyze data and identify
trends.

Assistance to researchers in
applying statistical methods
and software to analyze data
or troubleshooting with a |
resolution rate of > 90%. {
Maintain data backups and |
security protocols with zero |




S.NO. DESIGNATION | BPS JOB DESCRIPTION KPI
iii.  Preparing reports, tables, charts, data loss incidents.
and graphs to present findings in
a clear and concise manner,
iv.  Communicating research
findings to both technical and
non-technical audiences.

15. Senior Clerk 14 i. Diarizing (including entry with Maintain complete and up-
red ink on notes files) and to-date records and registers
maintenance  of  prescribed with 100% accuracy.
register, Ensure daily sorting,

ii.  Sorting, distribution and filing of distribution, and tracking of
papers; official documents: 100% of

iii.  Maintenance of registers relating the pending cases.
to office files, recorded files, files Prepare and process of
destroyed and  movement office files, pay bills, TA
register showing the claims, and dispatches
whereabouts of the files within  their  respective
received in or sent out of the timelines: 100% of the
Section. He / She should also pending cases.
keep a register showing the files
required to be submitted for
issuance of reminders or
otherwise on due dates and a
register of reference books
available in the Section;

iv.  Record keeping;

v.  Preparation of pay bills, T.A. bills i
etc.. !

vi.  Handling of cash, if posted as |
cashier;

vii.  To do typing work as and when
required.

viii,  Any other duties assigned by the
In-charge officer.

16. Accountant 14 i Maintain cash books, prepare Submit monthly cashl
monthly cash accounts and other accounts to the audit '
accounts etc. department on or before the

ii.  Attend the Internal and External due date: 100%. ﬁ
Audit teams. Furnish the reply of Reconcile 100% of bank |
audit Paras; statements monthly without |

iii. Reconcile the accounts with discrepancies. l
bank statements with the Reconciliation of |
concerned quarter. expenditure / receipt wilhi

iv.  Reconcile the budget / accounts treasury office: 100%. |
expenditure  from  Treasury Clearance of issued cheques: |
Office. 100%.

v, Clearance of issued cheques Maintain  error-free  cash
within the time frame. books at the closing of each |

vi.  Any other duties assigned by In- month.

charge officer.

Address and respond |
internal and external audit |
objections within |
deadlines:100%. ze




S.NO. DESIGNATION | 8PS JOB DESCRIPTION KPI

17. Stenotypist 14 i.  Take down notes and drafts from Type official  documents
their officers and type them 100% of the assigned tasks.
neatly and accurately. Ensure proper care and use

ii. Do the typing work of their office of typing equipment, with
and other work, zero complaints or

iii. Attend the telephone and breakdowns due to
receive / record messages in the mishandling.

’ absence of their In-charge Prepare  and  dispatch

; officer. documents as per direction

‘ iv., Do any other ancillary function of In-charge: 100% of the

' and work that may be assigned assigned tasks.

‘ by the In-charge officer e.g. Maintain meeting minutes
reproduction of  documents, and reminders: the 100% of
arranging office amenities etc. the assigned tasks.

v. Note down scheduled meetings
and time limit of important cases
in the section In-charge table
diary.

vi.  Any other duties assigned by the
In-charge Officer.

18. Technician 12 i. To help in maintenance and Assist in setting up research
conduct of different experiments:100% of the
experimental works in their field. assigned tasks.

ii. To Assist in gathering and Keep all research tools and
analyzing data for research equipment in  working
activities, : condition with  monthly

ii. To conduct lab tests, maintain maintenance of logs:100% of
lab. equipment and record of lab the assigned equipment.
tests. Conduct lab tests: 100% of

iv.  Any other duties assigned by the assigned tasks.
Director/ In-charge officer. Safety observance

compliance: 100% of

the assigned tasks. .

19. Technical 12 i. To help in maintenance and Assist in setting up research

Assistant conduct of different experiments:100% of the
experimental works in their field. assigned tasks.

ii. To Assist in pgathering and Keep all research tools and
analyzing data for research equipment  in  working
activities. condition  with  monthly

iil. To conduct lab tests, maintain maintenance of logs:100% of
lab. equipment and record of lab the assigned equipment.
tests, Conduct lab tests: 100% of

iv.  Any other duties assigned by the assigned tasks.
Director/ In-charge officer. Safety observance

compliance: 100% of
the assigned tasks.

20. Foreman 12 i. To assist the Assistant Wood Completion of sawmill and

(Wood Working Officer. wood workshop
Workshop) ii. To supervise and responsible for activities:100%  of  the
activities of wood workshop and assigned tasks.
sawmill. Maintain log register of

ji. To ensure the safety protocol equipment status: 100%.
observance in wood workshop Maintain log register of
and sawmill, wood processed in sawmill

iv. To ensure proper use and and wood workshop 100%
maintenance of wood working tools. safety observance

v. To maintain log register of ‘wood compliance; 100% of
utilization/processing in sawmill and the assigned tasks.

. wood warkshop.
\ vi. Any other duties assigned by

Director/ In-charge officer.




‘ S.NO. | DESIGNATION | BPS 10B DESCRIPTION kPl
2§ Senior 12 i, Tomake all entrics of store items | » Maintain accurate inventory
{ Storekeeper in relevant stock register records: 100% of the store
i ii.  To maintain the stores and keep items.
{ the records of its stores. e Process requisition and issue
lii.  Issue and dispatch all goods and requests:100% of the items
equipment. to be purchased.
iv.  Any other duties assigned by |e Submit annual reports on
Director/ In-charge officer. stock Inventory:100% of the
l items.
|
;i 22, Foreman 12 i.  To supervise the work of Vehicle | « Ensure maintenance of all
i (Vehicle workshop. vehicles:  100% of the
i Workshop) ii. To ensure repair, meet safety vehicles.
| measure  and  performance | o Verify and document all
standards. repair  work done in
ii. To Maintain inventory of vehicles: 100% of the work.
new/old parts and tools. o Safety observance
iv.  Keep accurate records of repair, compliance: 100% of the
maintenance and inspections, work.
v. Respond to and resolve
workshop issues
vi. Any other duties assigned by
Director/ In-charge officer. L
) Museum 12 i.  To ensure proper upkeep of PFI | s Update and  maintain |
Assistant museum museum displays:100% ol |
ii. To assist the museum . In- the items.
charge/Extension specialist | «  Report any deterioration of
during visits of delegations the condition of all items: |
ii. Any other duties assigned by 100% of the items.

Director/ In-charge officer. o Safety observance
compliance:100% of the
tasks.

“T24. |Rope  Way |12 i. To ensure maintenance of | Readiness of  logging
Operator logging machinery. machinery: 100% all the
iil. To Maintain log register of time.
machinery and tools. ¢ Maintenance of log register
iii. Carry out logging operalions of logging machinary: 100%
with observance of all safety of the machinary

measures. e Safety observance

iv.  Any other duties assigned by compliance: 100%

Director/ In-charge officer. '

725, | Photographer |11 i, To cover all | o Provide photographic
programmes/functions of PFI coverage for 100% of major
with still camera or video PF1 events/functions. |

recording o Produce high-quality wildlife ‘l

ii. To assist researches, teaching or forestry documentation |
faculty etc. for  taking for at least |
/ photographs. research/academic requests |
per month, i
e Maintain 2 backup image |
archives monthly, ‘
o Assist in publication and |
presentation material
preparation as needed.




~ S.NO. ‘ DESIGNATION | BPS JOB DESCRIPTION KPI

26. Khateeb-cum- | 11 i, Leading prayers in PFI Masjid, Lead all five daily prayers |
| I Pesh Imam other religious & social duties in and Friday/lummah prayers :
i i collaboration with PFI Masjid consistently.
, i Committee. Deliver  weekly  religious
' ! il.  Teaching relevant subjects to sessions or moral guidance
| , forestry students. lectures to students.
| | iil.  To teach holy Quran to the Maintain Quranic teaching
', ] employees  Children in  PFI sessions on at least 4 days of
; | campus under the supervision of week.
; ! PFI Masjid Committee. Participate in at least 2 PFI
| | iv.  Any other task assigned by the official religious/social
‘ j high-ups. functions per quarter.
L
f 27 Laboratory 11 i.  To assist Research Officer Conducting lab. experiment:
i | Technician ii. To handle and prepare samples 100% of the assigned tasks.

! for Lab. experiments. Maintain chemicals,
| ! jii. To record observations/data of machinery and log
; i experiments. register:100%  of  the
' | iv. To perform the machinery equipment.

‘ calibration and chemical expiry Safety observance
‘ ] check. compliance:100% of the
} { v.  Toensure the cleanliness of Lab. tasks.

! ! vi.  Any other duties assigned by
' | Director/ In-charge officer.
{ —
| 28 Junior Clerk 1 i.  Receipt and dispatch of letters. Maintain  100% up-to-date
| ii. Diarizing (including entry with filing and indexing of
‘ red ink on notes files) and records.
[ , maintenance  of  prescribed Complete data entry for
| register, diarizing and file tracking
ii.  Sorting, distribution and filing of daily with zero backlog.
papers; Prepare and verify at least 2
iv.  Maintenance of registers relating financial documents (TA
to office files, recorded files, files bills, pay bills, etc.) weekly.
destroyed and  movement Ensure proper
register showing the documentation and  safe
whereabouts of the files storage for 100% of official
received in or sent out of the files.
; Section. He / She should also Complete quarterly
‘ keep a register showing the files inventory and audit of
required to be submitted for section records and
issuance  of reminders or registers.
otherwise on due dates and a
register of reference books
available in the Section;
v.  Record keeping;
vi. Establishment and Accounts
matters (preparation of pay bills,
T.A. bills etc.)
vii. Handling of cash, if posted as
cashier;
yiii.  To do typing work as and when

required







