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COMPETENCE (Puta tick under the appropriate option)

11 Knowledge of rules,
regulation anq Procedure

12 Ability and willingness to
take up additional load in
times of exigencies

13 Creativity and innovation

14 Computer Proﬁciency
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2, PERFORMANCE

2.1 Maintenance of
Files/Records

22 Accuracy & Speed of work

2.3 Neatness & tidiness of work

2.4 Completion of work on
schedule

2.5 Diligence and sense of
responsibility

i 3. PERSONAL

3.1 Attendance
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. 3.2 Punctuality g
3.3 Interaction with colleagues
3.4 Integrity and Behavior
TOTAL SCORE

4. *OVERALL EVALUATION (By Reviewing Officer)
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. Special remarks if any_{ﬁy Reviewing Officer):*

Date ; SIGNATURE OF THE COORDINATOR

[ e
] Good 55 to 65

| Satisfactory 45 to 54

| Neutral 35 to 44

| Unsatisfactory 25t034

| Poor 15 to 24

* To be filled by the Reviewing Officer
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