
NATIO\]\t- ASSF,}IBI,\ SICRTITA RI,\I

l)esignation: Secretln

BS: 22

Rcpoit to: Spcaker

J0B DLSCRIPTIONI

l

a

,+

j

Superuise arangemcnts in connection \,,ith the sessio[ of the National
Asscmbly and Joint Session ofthe Parliament/Conference held by the National
Assembly;

Responsibility for ensuring that proper work for cases submined for the
Speaker's consideratior/aftention is completc in all respects;

Being Principal Accounting Ofiicer. to judiciously delegate powe$ to lo$cr
echelons for $mooth functioning of rcspcctivc wings/brirnches;

Ensure adhcrcnce to the Rulcs oi Procedure and Conduct of Business and
financial discipline;

As I'lx-Otlicio Secrctary of all Standing Committees and Parliamentary
Committees, conduct or delcgate power to Additional secretary/Joint
Secrctaries,Deputy Sccretarics or any other olficer to function as Sccretary
Commiftees:

Ensure that all wings functioning in thc Secretariat are adcquatcly staffed;

Pltm and implement ell'cctive rcsource utilir,ation of bolh huinan resourccs and
facilities;

As hcad of all administralivc. lcgislative and linancial matters in the
Secrctariat facilitate smooth ooordjnalion among thc functions and cnsure
coordination wilh thc other organizations ofthc oountry: and

'Ib facilitatc the l-cader of the Opposition, Chailman ol' tho Slanding
Comnriftees, Chairman PAC, Chairman Kashmir Committee, ol tl're

Members ol'National Assembly in pursuancc of instructions* issued under'

Mcmhers ol Parliamcnt (Salaries& allowanccs) Actl974 (zuncncled from
timc to lime).

6.

1.

8

9



tls:

Designatiotr:

Report to:

JOB DlilSCRll''l ION:

NATIONAL ASSEMBLY SECRETARIAT

Additional Secretary

2l

Secretary, National Asseobly Secretariat

Overscc implementation of all policies and procedurcs and ensure consistcncy
in services delivcred by Administration Wing through all its Branches;

Ensure etfective utilization of human rcsourccs through objcctive pcrformance
evaluation and training, enabling thcm to discharge thcir responsibilities
effi ciently and effectively.

Oversee the working of all mattcrs rclaling to administration of the National
Assembly Secreta at including, allotment / hiring of official residential
accommodation to Mcmbers and Staff, respcctively. security arangements,
holding ofmeetings ofFinancc Committee / Ilouse and Library Committco, all
matters relating to thc secretariat stafl'of Nalional Assembly and all financial
matters.



Dcsignation:

liS:

NATIONAL ASSEMBLY SECRETARIAT

Joint Secretsry

20

Additional SccretaryRcport to:

JOB DESCRII''I'I0\:

Oversee implcmentation of all mattcrs, policies and procedures and ensure
consistency in services delivered by Administration wing through all its
Branches.

1 Maintain effective coordination within thc Secretariat and other rclevant
l)epartments outside the Secretariat.

Ensr.rrc cffectivc utilization o1 human rcsources throutsh objcctive performance
evaluation and training, cnabling them to discharge their rcsponsibilities
efficiently and effectively.

,1. Any other duty assigned by thc Supcrior (s).

I



NA'I'IONAL ASSH}TBL' SECRE'I'ARIAT

Deputy Secrctary

l9

Joint Secretary

Designation:

BS:

RcDort to:

1 Supervise all maltcrs relating to administralion of the Natiorul Assembly
Secretariat including general administration, ffanspoi, MNA Sen'ice Center,
R&l and infant Feeding Room.

Provision ofservice to the stalfand MNAs, tuel and maintenance oflleet.

Arrangeme of offices for Secretarial staff, Chairmen and Ministers and
maintenance thereof in co-ordination with CDA,/PWD.

Procurement, supply, repair and maintenance of machinery, equipments,
fumiture and fixture Ibr official use.

Purchase and supply ofslalionary and allied itcms.

Co-ordinate with colccmed dcpanments fbr cnsuring affangements rcgarding
sessions ol'thc Nalional Assembly, bolh Houscs Assembled 'l ogether and Joint
Sitting.

Coordination *ith CDA for rcpair and mainlena[cc ,/ provision of fumitue,
fixturc, machinery and all othcr requirements al Speaker's llouse, Parliament
House and its all prccincts.

Official residential tclephone and intemet l'acility 10 the entirled officers,
paymcnt of bills and coordination with concemed scrvice providers in this
regard.

9. Any other duly assigned by ftc Supcrior (s)

2

3
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5

6

7

8.

JOI} DI]SCIUP'I'I()N:



Its

\.\'no\.1.t. AssE I-Y SI]CRfTARIA'I'

Dcsignation: Scction Officer

11/L'!l

Report to: DeIUtJ Secrctan

Gencral administration dutics including maintenancc of fumiture, carpets, air-
condition and suppll' oJ'uninlerrupted elcctricily ctc.

Liaison with CDA rcpresentative(s) in the CDA office and their staff based in
the Secrelariat to rcpon maintenance problems and seek prompt redrcssal of
complaints.

Arrangemenl of training of Sccrctariat sraff, in lire-fighling lhrough CDA. and
maintain up-to-date rccord ofall training and drills on lhis subjecl.

Matters relating to protocol / camp officcs at Lahore and Karachi

Arrangement of offices for secretadat staff, Chairmen and Ministers and
maintenance thercof with co-ordination of CDA,4WD.

Procurcment, supply, rcpair and maintenancc of machihery. equipments,
fumiture and lixturc lbr official use.

Purchase and supply ol'slationary and allied itcms.

Co-ordinate with concemed depafiments for cnsuring arrangements regard
sessions oftho National Assembly, both Houscs Assemhled 'l ogether and Joint
Sitting.

I

l0

Coordination with CD  for rcpair and maintenance / provision of fumiture,
fixtule, machinery ard all othcr requirements at Speakcr's House, Parli?Lrnent

House and its precincts.

Official, residential telephorc / intemet facility to the entitled ollicers,
payment of bills and coordination with conccmed service providers in this
regard.

1t Preparation of budgetauy proposals for all lirnctions assigned to and pcrlbrmed
by the Administmtion Bmnch.

)2. n ny othcr duly assigned by thc Supcrlor (s)
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5

6
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.tot| D[:s('tuP'IoNr



\ATIO\.\t.,\SSEIIBLY SLCRIT'I.{.RIAT

Dcsignation: Superintendent

BS: 16117

Rcport to: Section officer

JOB DESCRIPTION:

l. Cive dircctions to Assista (s) for processing the case received in
Branch./Section at the initial stage and put up for consideratio[ of scniors
along-with relevant documents/rulcs etc. and proposal for future course of
action;

2. Overall supervisc the official work in the Branch as wcll make proper
ruftmgemcnr for its equal distribution amongst the Staff under his
supervision.

3. Responsible to maintain the discipline ofthe branch.
4. Make conection, if any, occuned at the draff levcl write preparing offrcial

assignmenls beforc putting the case to high officers.
5. Supervisc ofiicial work while preparing/compiling reports, statements,

minutes, working papers and information as instructed from time to time,
as well as attending committee meeting/contbrence/workshop/seminar etc.

6. I laving overall responsibility regarding track ol movemcnt of oflcial
cases/ uork both inwards and ouvards in the Branch.

7. Responsible to maintain office files, registers and stationery matcrials
related accessories officially use in the branctLisection by the Assislant
concemed.

8. Recording, indexing and weeding of filcs in his supcrvision by the
Assistant.

9. For maintaining discipline he can takc disciplinary action against the
del'aulter staff in the branch.

10. Rcsponsible to lbrward ACR?ER related to staffofthe branch.
I l. Perform ary other dury as assigned by superio(s) his officer



NATIONAI, ASSEMBLY SECRETARIAT

Dcsigtration: Assiitant/l,itigationAssistant

BS: 15

Report to: SuperintendeDt

JOB DESCRIPTION:

Desigtration:

BS:

Report tol

.IOtI DES(-till,'l toN:

l. Process cases reccived in branch/section at the initial stage and put up for
consideEtion of seniors along-with relevant documents/mles etc. ard
proposal for futurc course ofaction;

2. Prepare/compilc repofts, statements, minutes, working papers and
infomation as instructed from timc to time:

3. Keep track ofmovemenl ofcases both inwards and outwards;

4. Requisition and procure office supplies i.e. stationer) etc. for the
branch,/section:

5. Recording, indexing and weeding offiles;

6. Maintair/update office files, research, registers and stationery materials;
and

7. Perform any other dutl as assigned by superior(s).

Upper Division Clerk

t1

Superitrtetrdetrt

1. Arrangement and mainteDance ofoffice record in an orderly manner;

2. Management and upkeep of t'iles aurd other documents, ensuring easy

retrieval;

3. Placing lettcrs, documents, etc. in dcsignated files;

4. Keeping regular chcck of movement of filcs from one office to another by
maintaining movement registcr:

5. Process eLnd put up the cases ofroutinc and pcriodical naturc; and

6. Any other rcsponsibility assigred by superior(s).



De3igtration:

BS:

Report toi

JoI] D[,S('RIPTION:

NATIONAL ASST]MBLY SECRf, 'I'ARIAT

I-o*er l)ivision Clerk

Superintendenl

o't

l. Recording in-coming and out-going leners/communications in the
prescribed registers;

2. f)ispatch and reccive intemal mail/files etc;

3. 'fyping work as assigned hy the conkollirg officer/dealing assistant; and

4. Any other rcsponsibility assigned by the supcrior(s).



NATIONAL ASSEMBLY SECRETARIAT

Director Audio Transmission

l9

.Ioint Secretsry (Admn)

Dcsignation:

BS:

Report to:

JOB DES('RIPTIo\:

(l) Operalion and mainlenance oI SIS/AVC Microphone Syslem installed in the
main IIall;

Co-ordination u,ith superiors and CDA in procurcment of Sls-Equipmcnt,
repair and replacement oflbulty items and spares;

Liaison with senior ollicers during the Session:
'l'o look-after the administrative and technical matters ol' the S1S and
Telecasting branch;

Assigning the tasks/duties to the staff to conduct ftc Clommittee meetings and
the Scssion;

To assist in intemational conlcrcnces outside the Secretariat;

To assist in technical matters olthe Secretariat, it any; and

Over ali responsible for smooth running and rnaintenance ofthe sound s.vslcm
in the National Assembly Hall and in Committee Rooms.

(3)

(1)

(2)

(5)

(6)

(1\

(8)



Designrtion

BS:

Report to:

\ATION L,{SSENII]L}' SECRT]TARIAT

Dcput-v Direcaor (Audio Transmissiotr)

18

Director (Audio Transmission)

JOB DESCRII'TION:

(l) Operation and maintcnance of Microphone/Voting and SIS System installed in
thc main Hall;

lZl Operalion and maintcnance of Recording Systems installed in the main Hall;
(3) Look-after the dutics ofDirecotr Audio Transmission in his absence;

(4) Rcpairing the faulty gadgets ofNational Assembly Hall system;

(5) Preparing the archivcs ofthe proceedings ofNational Assembiy and Stardilg
Committecs meetings;

(6) 1'o liaison with the concemed branches during the proceeding ofthe Sessiods;
and

(7) To manage and record the proceedings.



NATIONAL Y ST]CII-EI'ARIAT

Designatiotr: AssistantDirector(AudioTrrnsmissiotr)
BS: 17

Report to: Dircctor (Audio Transmission)

JOB DESCRIPTION:

(l) Over all responsibility ofpropcr working ofSpealer's Loungc and Committec
Rooms SIS system:

(2\ Maintenance of thc Microphones, SIS systems and Recording Systems
iNtalled in the Committee Rooms;

(3) Look-after the duties ofthe Scnior Engineer during his abscnce;

(4) l o run the Commillcc meetings during the shonagc ofstalT.
(5) Responsiblc flcr smooth running of thc 3-Committee rooms and speaker

lounge.
(6) Availability in National Assembly Hall during testing ofthc SIS-System.

Designation:
BS:

Report to:

Sub-EDgincer
l6
Director (Audio Transmission)

Rccording the Proceedings ofthlj Meetings held in the Cornmittee Rooms
To inform and Assist the Junior lingineer/Scnior Flngineer during thc
Maintenancc of the Systems.
l-ook after the duties oflhe Junior Engineer during his abscncc.
Availability in Nalional Assembly Ilall during testing ofthe SIS-System.
'l o manage the Azan voice insido the National Assembly Ilall with thc hclp ol
Irlaintenance Supcrr isors during the Session.

.IOB DIISCITII' I'Io\:
(l) Operation of the Microphone and SlS-Systems installed in the Committee

Room Systcms.

(2)
(3)

(1)
(5)
(6)



DesignatioD: Audio Technician

BS: 12

Report toi Director (Audio Trans rission)

JOB DI]SCRIPTION:

(l) lo assist the Sub-Engineers in Operation ofthe Microphonc and Sls-Systems
installed in the Commiftee Room.

(2) To assist the Sub-F)ngineer in Recording the Proceedings oi the Mectings held
in the Commiftee Rooms.

(3) To Assist the Senior Engineer during the Maintenance of thc National
Assembly Hall Systems.

(4) lo Assist the Junior-lnginccr in the Mainlenarcc of thc Committee Room
Systems.

(5) Availability in National Asscmbly Hall during testing ofthc SIS-System.
(6) To attend the Complaints ofoffice loud speakers.
(7) To managc thc Azan voice inside the \ational Assembly during the Scssion.



Designationl

BS:

Report to:

NATIO\]\L ASST]}I BLY SIiCREI'ARIAI-

Storc-man Technical

t2

f,ngincer Incharge

JOII I)I]SCRIPTION:

(l) To maintain the record ofthe Technical Store.

(2) To maintain the Inventory ofSIS Systems.
(3) lo Provide the Spare P ts on the dcmand of SIS-Sa at the working site

during the emergency.
(4) To maintain the Record of the Archivcs (CDs) of the Proceedilgs of the

Assembly Sessions and Standing Committee Meetings.
(5) Availability in National Assembly Hall during testing ofthe SIS-System.
t6) 'lb run the Comminee Room Vcetings.
(7) To provide technical Assistance to the seniors whcrever required.



DesigDatiotr;

BS:

Report to:

JOB DESCRIPTIO\:

NATIONAI, ASSEMBLY SECRETARJAT

Director General (IT)

20

Additional Secrctar)' (Admn.)

1. Plfi computerization activitics and implement l.T. solutionsi

2. Supervise, mooitor and guide officers aDd staff of Automation Ccnter to
oplimiz( produ(tivil) and qualitl rrl s<rvicc:

3. Coordinate with concemed LT. agencies, scrvice ptoviders etc;

4. Sclcct and evaluate the software and hardware systems;

5. Advise Sccretariat on I.T. requfuements:

6. Ensue the timely availahility of Data/lnlbmation to the Membcrs and
public th.rough website, SMS, in house fV channels. lDS etc;

7. Coordinate with other parliamentary iustituiions for prepamtion and
implementation of standard I.T. proccdures; and

8. Formulate policics regarding IT solutions, paperless regime and electronic
based oflicial procedures:

9. l'repare budgeting proposals ior Aulomation .entrc;

10. Perform any othcr duty assign by the compctcnt authority



Designation

BSr

Report to:

JOll DhS( IIIP I IO\:

NATIONAI, ASSEMBLY SECRETARIAT

Director (lT)

l9

Director General (lT)

L tacilitate the functioning of the Secretariat to incrcase its productivity in
managing the L'I. rclated process;

2. Implemeot and update diUbrent application soflware programs and ensurc
smooth running ofthe hardware and software support teams;

3. Organize, plan and control all I.T. aclivities;

4. Manage and conlrol a sccure monitor nelwork aclivitv;

5. Sr-rpen'ise the support tcam cflciently;
6. Managing up-gradation and implcmcntation ofhardware and software; and

7. Safety / Security ofdata and retrieval oflost file.

8. n ny othcr duties assigned hy the Supen isors.



Designation:

BS:

Rcport toi

JOII I)ESCRIPTIO\:

N.{ t'to\,\t. .\sst..\ }1,\ st.clilt r.\ltt_\ I

Deputy Director (If )-I

l8

Dircctor (lT)

1. Ensure smooth running ofthe hardware and software in the Secretariat;

2. Maintaio Network cquipment and its availability to the users;

3- Maintain the Sen'crs in ptoper u,orking condition;

4. Active Dircctory Management;

5. Ensue availability of lntcmet through LAN and Wi-l'i at designated
locations;

6. Configure and manage network including routeis, switches and firewalls;

7. Implemcnt all plans and control all LT. activities;

8. Manage and control a secure monitor network aclivity;

9. Ensure that networking rcquirements of the Secretariat are being met
properly;

10. Supervise the suppoit tean elficicntly for Installation and updation o[
anti-virus on all pcrsonal computers / laptops;

I l. Implement policies to provide the access and facility of different software
from different servcr to lhe users on network:

12. Responsible for managing up-gradation and modification of computer
hardware/softr,!,are;

13. Lay down speciilcation lbr procurement of new network and computer
equipment;

14. Backup ofserver's data and its restoration; and

15. Safety and securiq of official data and retricval theteof

16. Perform any othcr dutl assigned by superiors.



Designation:

BS:

Report to:

.IOB DESCRII''I IoN:

\.\'UO\,\t. .\Sst.lUlt.\ s!.( RE.I-\t .\ I

Deput, Director (IT)-II

l8

Dircctor (IT)

l. Analyzc the requircment ol'thc software lbr thc Secretariat;

2. Evaluate procedurcs and problems in the Secrclariat for development ofthe
softwarc;

3. Identify user requirements by ar]f,lyzing the curent procedures and
proposed solution accordingly:

4. Assign work to programmcrs for development of in house softwarei

5. Providc instructions arld faining Lo usc6 and other employees on the use
of software develop;

6. Design computer informalion systems, modily systcms and expand
systems where rcquired;

7. Testing ofvarious softwarc using automated tools lo evaluate in the light of
user requirements;

8. I.,raluate ne\i and cmcrging security techniqucs and implement in thc
designing of ncr,r' software;

9. Coordinate with diflerent organization lor devclopment ofSoftware; and

10. Perform other.iob related duties as assigned by superiors



BS:

NA'I'IONAI, ASSIi]]\{BL}' SECRE'I ARIAT

Designationr Assistant Director (l't )-I

t'l

Rcport to: Depuh Direclor

,x)B DES( Rlt'',t t()\.. I

l. Designing and dcvelopmcnt of new sollware / website and up-<lation
lhereof according lo rhe Secreta at requirementsi

2. Maintai[ backup ofall data and applications softwarc;

3. Prepare monthly salary and TA, DA and other IT Support (o honorable
MNAs;

4. Provide support and rclated training and guidance to users on dcvcloped
so11warc;

5. Solve user's problems in the use ofdeveloped soffware;

6. Coordinate with conccmed orsanizationvdepanments regarding \4,eb

hosting issues; and

7. Pedorm otherjob rclatcd dutics as assigncd by superiors.

8. Maoagc cnd-user access to sharcd systems via domainl

9. Dcplo) and managc databasc servets;

10. Perform thc daily. wcekiy and monlhly backup ofdata and databascs used
in coordinalion with l)epuly I)irector (LAN);

I l. Dcline systcm and operalional policrcs and procedurcs;

12. Issuance ofE-mail accounts to lhe Members and Sccrctarial staft

I 1. .\dnrinislllrtc cmail accounls:

14. Administratc SPAM filtering solutioni

15. Coordinate \iith fie vendors proper delivery of SIlS and Ii-mail sen'icc;

l6 Vaintain SMS sertice:

17. Sending SMS to the Mcmbcrs aboul Assembly scssion and Commiltec
meetingsl



18. Monitor pcrforman0e ol'clcclroric nlail network system;

19. Develop stafldards lbr c-mail usc protocol. Dcvclops guidelines for
protection of e-mail privaoy;

20. Responsible for handling ollicial business ofAutomation Centrc; and

21. Perform olherjob related duties as assigned by superiors.



Dcsignation:

BS:

Report to:

JO}I DES(]IIIPTIoN:

\.\'rlONAt. r\SSENIIILI' S11(.R[ l,\ltlA I

Assi$tant Dircctor (I'I)-II

t7

Deput]'Director (I'I)

I . Supervise the data entry and mainte[ance in different softwarc;

2. Organize computer tEinings and study new areas to be computedzed;

3. Organize and supervise thc work ofDPSTDPA;

4. Ilnsure data accuracy in sol'twarc modulcs and websitc of National
Assembl)';

5. Maintenance ofcomputer hardware and filcs;

6. Maintain Budget Conrol Register (BCR);

7. Maintain the inventory ofcomputer equipment;

8. Assist thc team members Ibr undcrslanding the business of the Secretariat;
and

9. Pcrform otherjob related dulies as assigned by superiors.

10. To assist the Deput) Director (LAN)l

I l. Coordinatc with Network and stand alone users and rectify thcir complaints
rcgarding Ilardwarc and Soliware;

I2. Maintenancc oflocal area nctuork (LAN);

13. Coniigurc and nTanage network backup systems, Intemet acccss;

14. Maintain the Information Display System (lDS) installcd al different
locations in the building;

15. lnstallation oftrew software, up-gradation and its troubleshooting;

16. Manage thc issua:rce ofreJi.rrbishcd loners: and

17. Pcrlbrm otherjob rclatcd dulics as assigned by supcriors



Designationi

BS:

Report to:

.IOI] DESCIUI''I IoN:

Designarioni

BS:

Rcport to:

J0u l)ES( ttIP'no\:

\,\1'IONAI, ASSI,]]\{BI-Y SI-CRI'I',,\RIA'I'

Data Processing OIIicer

t6

Assistant Dircctor (ll')

L lnstallation, managcment, troubleshooting and operation ofservers 2417;

2. Timely update data on National Asscmbly website;

3. Designing ofoflicial cards of stalf and M\As/ex-MNAs;

4. Suppon provided in Committec Rooms lbr Multimedia Presentations
during Commiftee meetings;

5. Troubleshooting and maintenance of personal computers;

6. Uploading of press releases, orders of the day, Committee notices,
photographs or other house busincss ofthe National Assembly web site;

7. SMS to MNAS (summoning and prorogation of Sessions, Committee
meeting notices, any other assigruncnt by seniors);

8. l-mails legislativc business kr MNAs; and

9. Perform otherjob related duties as assigncd by superiors.

Dat. Processing Assist{nt

l5

Assistant Director (ll )

I . Carrying-out all typing/composing/scanning work using MS oflice;

2. Dcsigning oflogos. cards ctc in corcldraw and pholoshop;

3. Entry ofdata into thc soiiwarc rnodules;

.1. Sollwarc maintenance ()1-thc operaling system:

5. Installing ol Operating System and other software in computcrs;

6. Maintenance and retrieval ofsoft copies ofdocuments;

7. Maintain of files, records oi all other documents as wcll as proceedings
rhcreof:

8. Perform olhcrjob related duties as assigncd by superiors.



Designation Data Entt}' operat0r
l5BS:

Report to: Assistant Director (lT)

JOI] DESCRII'TION:

L Canying-out all typing/composing,/scanning work using Ms ollice;

2. Designing oflogos, cards etc in corcldraw and photoshop;

3. Entry ofdata into the softu,ale modulcs;

4. Software maintenance ofthe operating system;

5. Installing ofOperating Syslem and other sollware irl computersi

6. Maintcnance and retrieval ofsoft copies ofdocuments;

7. Maintain of files, records of all othcr documents as well as proceedings
thereol

8. Perform otherjob rclated duties as assigned by superiors.



\ATIONAI- ASSEMI}L}' SECRETARIAT

20BS

I)esignation: DirectorGencral(lR)

Report to: Additional Sccretrry (Admin)

JOB DESCRII>'I'ION:

l. Provide overall direction to enhance bilateral and multilateral
Pariiamentary Rclations established with other Parliamentarians at
Regional and Intcrnational levcls; I)akistan being a membcr of Inrer
Parliamentary Union (ll'U) Commonwealth Parliamcntary Association
(CPA) and SAARC Speakers Conlerence, etc. Also ensue sccuring and
restoring membership and continual liaison with these bodies;

2. Overcee arangemc[ts rcgarding call of dillbrent dignitaries on thc
SperLker. Liaise with Foreign Olfice Ibr briefing about visiton;

3. Oversec arrangements 1br Pakistan's ParliamentzLry delegations lbr
overceas visils! mairtaining effective liaison with counterparts in hosl
countrics;

4. Bnsurc proper arrangemenls are made for incoming lbrcign delegations.
in"ludinE proloc,)l drrangcnr! nls. apfoinlmcn15. \ isils clc:

5. Ilnsurc all logislical arrangemenls arc rnaclc timely relating lo local.
intenational and regional parliamcntary conferences/scminars;

6. Direct the proccss of issue of invitations on thc occasion of address of thc
President of Pakistan to Joint Sitting of thc Parliament. Liaisc with
colcemcd depanmenlslatscncics lor idcntity of invitees;

7. Contribute to lbrm liiendship groups with orhcr parliamcnts of tlrc world;
and

8. Plan and supervise zurangements for lunch,/dinncr, etc. by rhe

Speaker/Deputy Speaker for delegations;

9. Any oficr duties assigned by the Supcrior (s).



NAl'IONAL ASSIM BLY SECRETARIAI'

BS

Designation: Dircctor (IR)

Report to:

JoB DES('IUPI'Io\I

t9

Director Gereral (lR)/ Secretary (lR)

6

7

8

9.

l. Co(espondence with International & Regional Organizations;

2. Focal Point for thc major Parliamentary & l'oiitical Forums abroad;
3. Advisory and political support to the delegations both domestic and

foreign;

4. n nalyzinS, subicclsi'agenda and prcscnling policl' proposals and commentsi

5. Supenisi B the overall work oi lR & IPR branohes;

Organizing calls and attending upon dudng the prcccssi

Coordination \\'ilh the Ministries & Divisions:

Reporting meetings and recordin8 minutes;

Looking into the assignmcnts givcn to the Junior Stafi

10. Dealing with thc day-to-day \r'ork relatirlg to lPU, CPA, Pl.lIC etc on
division of work basis;

I l. Coordinalion wirh Ministrics,4)ivisions with regard to obtaining briefing
material for abroad visits: and

12. Assisting delegations visiting abroad lhrough coordination with our
Missions there under supcrvision of the senior ollicers and drafting
sanctions;

13. Any othcr duties assigned by the Superior (s)



[rcsignation:

BSr

Report to:

NATIO:{AL ASSE \,TBLY SECRE'I'ARIAT

Deputy Dircclor (IR)

18

Director (IR)

JOB DESCRIPTION:

I . Handling issues rclating to the following organizations:-
(i) Asian Parliamentary Assembly (APA);
(ii) Asian Forum for Parliamentarians on Population and Development

(AFPPD);
(iii) Asia Pacific Parliamentarians Conference on Environment aIld

Developmcnt (APPCED); and
(iv) ParliamentariansforGlobalAction (PGA).

2. llandling lncoming/outgoing visits:
(D Coordinalion at National/lntemational levcl for

. Coordinalion with Protocol wing lbr arrangement of visa
and travel plan;

. Coordination with mission abrcad to assure smoolh travel as

well as stay.

Departmental brielitrg:
. Conespond with all the conceming departmcnts to get the

authentic rcscarch material.
ExlerDal bricfing:
. To armnge a concemed ollicer or rcpresentation from any

ministry.

(ii) LosisticAnaneements:
(a) Registralion

To make surc that the delegalion is rcgister to participalc for
any conference or mecting abroad. 'l his includes
coordination with the host.

(b) Acconmodation/Trahspo4alieEj
Coordinate with mission abroad to
accommodatior/transpofi ation.

aLrrangc mcmber's

3. Flxpenditure:
o Provide assislancc in caiculation 01-members enlitlemenl

according ro rhe rules and timcly availability.
4. Other miscellaneous mattcrs:

o Fully involved to produce any sort of rcs€arch needed for
the representation of Pakistan at intcmational forums i.e.
Spccches, briels and talking points; and

e Perlbrm any job assigned by the immediate oflicer or
through the high ups hierarchy.

5. Any other duties assigncd by the Superior (s).



NATIONAL ASSI]MBI,Y SECRETARIAT

BS

Designation: AssistallDirector(IR)

t1

Rcport to: Deput\'Diroct{rr (lll)

.IOB DESCRIPTION:

I . lnitiating cases relating to multilateral forums!

2. Supervising IR branch;

l. Vlainlenance ol lilcs and rccord uith dre help ol Branch staff;

4. Dealing with the day-to-day work relating to Asian Parliamentary
Assembl)'(APA), Asian Forum for Parliamentarians on Population &
Development ctc (AFPPI));

5. Coordination with Ministries/Divisions with regard to oblaining briefing
material for abroad visits: and

6. Assisting delegations visiting abroad through coordination with our
Missions there under supcrvision of the senior olliccrs and drafting
sanctions.

7. Any othcr dutics assigned by thc Supcrior (s)



tss

NATIO:'{AL ASSE.!1BI,Y ST]CRETAIIIAT

D€signation: AssistantDirector(lPll)

17

Rcport to: Deput-v Director (lR)

,IOt] l)lascRll, r'ro\:

l. Assist Dircctor (lR) in the work regarding bilateral/multilateral
parliamentary relations;

2. Supervise the work of IPR branch;

3. Dealing with all matte$ regarding smoodr arrangemerts of bilateral
Incoming visits;

4. Dealing with all logistic ar.angcments ofBilateral Oulgoing visits;

5. Make all arrangements of Calls on the Honourable Speaker, National
Assembly aod provide briefing malcrial;

6. Draft felicitations messages on occasion of National/Independence days of
thc various counties, elcctions of Speakers, Neu' Ycar etc and ensure
timely dispatch ol' lctters;

7. Deal with matlcrs relating to Nalional Security and Media Workshops
urganizcd by rhe National I)cfense Uni\ersity;

8. Collectionhaintenance of CVs of Members:

9. Supcrvision ol Parli;rmentarl lriendship Groups (Pl:(is):

10. Preparing briefing material lbr the bilateral incoming/outgoing, lriendship
groups visits and oalls on the Honourable Spealcr, National Assembly;

I L Maintenance of tho calendar of events and list of calls on the Honouable
Speaker, National Assembly; and

I2. Perform other miscellancous lasks as assigned by supcrvisor(s)



NATIO\AI, ASSE}1I}LY S}]CRETARI]\T

Designation: DirectorCcneral(PR)

tsS:

Report to: Additional Secretar! (Admn.)

JOB DESCRIPTIONI

20

l. To supe isc/manage the maners related 10 tie issuance of
Diplomatic/Official Passports atrd visas including SAARC visa stickers for
Honourable Speaker, his/her family members, MNAs, their family
members arld officers of National Assembly Sccretariat visiting abroad
privately and for Pakistan I'arliamcntary Delegations and ollicervofficials
visiting abroad olficially;

2. To cooidinate with various Foreign Diplomatic Missions in Pakistan,
Pakistan Missions abroad, Ministr, of Foreign Affairs and different
agencies at thc airpons of Pakistan in connection with the different official
assignments and intemational conferenceveventsi

3. 'l-o ensure the protocol l'acilitics at the time 01' calls by the
Ambassadors/l Iigh Commissioners and different dig laries on Honouable
Speaker/Depuly Speaker/l,eader o[ Opposition/Secretary National
Asscmbly Secretariat;

4. Selection of gift items to be presentcd by Honouable Speakei/Deputy
Speakerto diflerent dignitaricsrllead of the delegations;

5. To ensure all necessary protocol t'acilities lo Honourable Speaker and
histrer family members at thc time of their departures/arrivals at Benazir
Bhutto Intemational Airpon, Islamabad during their domestic t.avel;

6. To accompany Ilonourablc Speaker to differelt diplomatic and public
functions in thc country where he/she is invited as ChiefGuest;

7. To ensure/supcrvise in order to provide all neccssary protocol facilities to
diffcrcnt out-going Pakistan Parliamentary Delegations and h-coming
Foreign Parliafi cntary Dclegations;

8. To cnsure the media coverage of engagements of Honourable Speaker in
the country & during his/her oflicial visit abroad, coveragc of Standing
Commitlee mcctings and any other matter rclated to the National
Asscmbly; and

9. 'fo ensure/manage all thc protocol arrangements on thc occasion of
Presidential address to Joint Sifting of both the Houses of Parliament and
address by the Foreign Heads to the Joint Sitting ofParliamcnt as well.



NA'I'ION,TL ASSI]}I t]LY SECREI'ARIA'I'

DesigtratioDr Dircctor (PR-I)

llS: 19

Rcport to: Dircctor General (PR)

JOts DfS(]RIPTIO\:

1. To supcrvise proceeding of visas in favour of MNAs and their family
members (visiting abroad privalely) and Pakistan Parliamcntary
Delegations and officerc/officials ol'National Assembly Secretariat visiting
abroad ollicially;

2. 1o supervise the arrivals and departurcs of foreign Parliamentary
Delegations visiting Pakistan and Pakistan Parliamentary Delegations
visiting abroad offi ciaily;

3. 'lo coordinate wilh diffcrcnt authorities in thc country in connection with
different Parliamcntary confercnces and national events laking place in
Pakistan;

4. To providc necessary prolocol 10 Honourable Spcaker when he,'she is
invited ro different functions as Chief Cucst i.e- arrive in advancc at the
venue to make ncccssary arangemcots and to receive Honourable Speaker;

5. To providc support as and when rcquircd, in connection with arrangements
of lunches/dinners being hosted by Honourable Spcaker/Dcputy Speaker in
honour of different foreign dignitarieVdelegations: and

6. To perform protocol duties on the occasion of Presidential address/l'oreign
Heads (Prime Minister) to Joint Sitting ofboth the Ilouses.



NATIONAL ASSEMBLY SECRETARIAT

Designation: Dcpu0Dircctor(PR-ll)

BS: l8

R€port to: Director (;eneral (PR)

,IOB DESCRIPTIO\:

L To supcrvise proccssing of official passports and SAARC visa stickcrs in
Iavour of MNAs and their cntitled l'amily members. Also to superwisc the
issuance of passports to officers/oflicials of National Assembly visiting
abroad officially;

2. To supervise the arrivals and departures of Foreign Parliamentary
Delegations visiting Pakistan and Pakistan Parliamentary Delegations
visiting abroad otlicially:

J. 'lo ooordinate with dil1'crcnt authorilies in the country i connection u'ith
different Parliamc[tary conferences rmd national evcnts taking p]acc in
Pakistan:

.1. 'lo providc necessan protocol to Honourable Spezker when he/shc is
invited to diliercnt funclioDs as Chief Guest i.c. arrive in advance at the
venue 1o malie ncccssarl arrangements and 1tl rcccive Honourable Spcakcr:

5. To provide suppon as and when requircd, in conncction with a[angements
of lunches/dinners being hosted by Honourable Speaker/Deputy Speakcr in
honour of dillerent foreign dignitaries/delegations; and

6. To peribrm protocol duties on the occasion ofPrcsidential address/Foreign
Hcads (P me Minister) to Joint Sitting of both the Houses.



NATIONAI, ASSEMBLY SECRETAII,IAT

Designationr Drp t--1 1)ircctor (Pll-llI)

Rep(,rt to: Director Genoral (l'R)

JOB I)ESCRIPTION:

l8BS:

l. To supcrvise thc aranSemenls oI lunches/dinners being hosted by
Honourable Speaker/Deputy Speaker in honour of dilferent foreign
dignitades/delegations;

2. To supcrvise all the arrangcments in connection $.ith the visits ofdifferent
institutions/collegeVschools to the National Assembly;

3. To coordinate with differcnt authorities in thc country in connection with
different Parliamcntary conferences and national events taking place in
Pakistan;

4. To provide necess.uy protocol to Honourable Speakcr when he,/she is
invited to diiltrcnt functions as Chief Guest i.c. arrive in advance at the
venue to make necessary arrangements and to receive Flonourable Speaker;

5. To perlbrm protocol duties on the occasion of Presidential addrcss/t'oreign
Heads (Prime Minister) to Joirt Sitting ofboth the Houscs.



\ATION L :\SSllNIllLY SICRITARIAT

Desigaation: AssistrtrtDirector(PR-I)

BS: 17

Report to: Director General (PR)

.IOB pr._SCRI' r rOli:

l. To receive and see-off thc Ambassadors/lligh Commissioners/Foreign
Groups calling on Honourable Speaker/Dcputy Speaker/Leader of
Opposition;

2. 'lb aftange gills lbr selection by the competcnl authority in connection with
official visits abroad:

3. To perlbrm protocol duties at air?orts in the country to receive/see-off
Foreign Parliamentary Dclcgations visiting Pakistan officially including
check-in and check-out:

4. To accompany thc Foreign ParlizLrnenlary Dclcgations. visiting Pakistan
officially, to different venucs in the countrvi

5. 'lo providc necessarv protocol to Honourable Speakcr when he,/she is

invited to dill'ercnt lunctions as Chiel Cuesl i.c. to arrive in advancc a1 thc
venue to make nccessaq, arangemcnts and to receive Ilonourablc Spcaler;

6. To provide suppon, as and when required, in connection with arrangements
of lunches/dimers being hosted by Honourable Speaker/Deputy Speaker in
honourable of dillcrent forei gn di gnitarieVdelcgation;

7. To perlbrm protocol duties on the occasion of Presidential Address/Foreign
Heads (Prime Minister) to Joint Sitting ofboth the Houscs.



\ATIO\,\L ASS}]I\I BI-Y SECRET.{.III.\'T

Designation: AssistantDircctor(PI{_II)

BS: t1

lleport to: Director Oeneral (PR)

Processing ofvisa cases ofPakistan Parliamentary Delegations and officers
of National Assembly Sccretarial visiting abroad officially rvhich
includes:-
(, To supervise thc completion ofvisa forms manually/online;
(iD To supcrvise in order to complete all lbrmalities/documentation

before submitting in the embassies/lrigh commissions;
(iii) To aocompany the delegates to different cmbassies,trigh

commissions for biomerics ir1 connection with their visa
applications; and

(it) To follow-up/pursue the visa case and collcclion of passpofls from
embassieslrigh commissions alier affixing visas.

2. To perform protocol duties al airpo(s in tle countr-v to receive/see-off
Pakistan Parliamentary Dclcgations visiting abroad officially;

J. l'o accompany the Ioreign Parliamcntary Dclcgations, visiting Pakistan
officialll, to dillerent vcnucs in the country;

4. 1b provide supporl, as and when required, in connection with .urangemcnts
oI lunches/dinncrs being hosted by Ilonourablc Spcaker/Deputy Speaker in
honour of different forei8n diSnitarieydclegatioD;

5. To perform protocol dutics on the occasion ofPresidenrial Address,lForcign
Heads (Prime Minister) to Joint Sitling olboth $c Houses.

JOB DES(]RIPTIo\:



\,\TIO\,\r, ASSITI ILY SllcRFll Al{IAT

Dcsignation: l'rotocol Officer (Passport & SAARC Visa Stitker)

l6

Report to: Director Gcneral (Pll)

JOB I)f,SCRIPTION:

BS:

Processing of oilicial passpons and SdARC visa skickers in livour of
MNAS and their entitled lamily membcrs. Also to supenisc the issuance of
passporls 10 olficcrs/ollicials of National Assembly visiting abroad
officially;

2. fo perform protocol dulies at airports in thc country to receive/see-ofi'
Foreign Parliamentary Delegations visiting Pakistan otlicially including
check- in and check-out;

3. 'lo accompany thc Iroreign l)arliamcntan' Delegalions, visiting Pakistan
oilciallr'. to dillcrcnt vcnucs in the counlr);

4. To provide support, as and when requircd, in connection with anangements
of lunchcVdinners being hostcd by Honourable Speaker/Dcputy Spcaker in
honour of different foreign dignitaries/delegation; arrd

5. To perform piotoool dutics on the occzlsion ol l'rcsidentiaI Address/foreign
Ileads (Prime Nlinister) to Joint Sitling ofboth the Houses.



NA'TIONAI, ASSI.]NIBLI' SECR}]1'ARIAT

Desigoation: ProtocolOlficcr(Visa)

BS: 16

Report tor Dirtclor Gcncral (PR)

JOB Df,SCIUPI'lONi

Processing of visa cases of MNAs and their entitled family mcmbers
visiting abroad privately which ineludes:-
(i) To supenise the completion ofvisa forms manually/oneline;
(iD To supervise in order to completc all fomalities/documcntation

bcfbre submittiry ill lhe Embassies/lligh Commissions;
(iii) To accomprny honourable MNAS, Federal Ministers, Ministers of

Stato and their family members 1<l dilferent Embassies/High
Commissions lbr biomctrics in conncction with their visa
applications; and

(iv) To follow-up/pursuc the visa case and collection of passpons Aom
Embassies/lligh Commissions after affixilg visas.

2. 'lo perlbrm protocol dulics at airpofts in the country lo rcceive/see-o11'

Pakistan Parliamcnlary Dclcgations visitin8 abroad offi cialll :

3. To accompany the Foreign Parliamcntary I)elegations, visiting Pakistan
officially, to differcrt venues in the country;

4. To providc support, as and when requir€d, in connection with arrangcments
o1'lunches/dinners being hosted by Honourable Speaker/Dcputy Speaker in
honour of diflercnt Ibreign dignitarieVdelcsation; and

5. To perform protocol duties on the occasion ofPresidential AddresVForeign
Heads (Prime Minister) to Joirt Sitting ofboth the Ilouses.



\ATIONAL ASSF]}I III,\' SECR[T.IIiIAT

BS:

Dcsignatiori Protocol Assistant

Rcport to:

JOB I)I,S(- RI I''I'ION:

11

Protocol Offi ccr/Assistant Dircctor (Protocol)

l. Perform protocol duties al Islamabad Airport after the general clclctions to
receivc/guide rhe Members clect;

2. Perform protocol duties to receive and see-olf the foreign Parliamentary
delegations visiting Pakistan in connection with thc different
meetings/conferences;

3. Receivc and see-off dillbrent dignitaries calling on the Honourable
Speaker. Deput)' Speaker and Secretary. \ational Asscmbly as directcd;

4. Cany out documentation in connection with the preparatio[ of
official/gratis passports lbr MNAs and their entitled lirmily members, also
for the officers ofthis Secretariat proceeding abroad officially;

5. Anange visas for MNAS and their entilled family members visiting abroad
privalcly:

6. Anango visas Ior Pakistan l)arliamcnlary dclegations visiting abroad;

7. Makc depam.rre and reception anangements in connection with the
Pakistan Parliamentary dclcgations visiting abroad as instructed; and

8. Perform any othcr duty assigned by the supcrio(s)



\ATIO]\AI, ASSI.-}IBI-\' SECItEl'ARIAI'

Designation:

BS:

Chief Cameraman

l8

R€port to: Director General (PR)/Director (Media)

JOts I)[,SCRII'TION:

l. Receivc instruction ftom D.G.(PR)/Director (Media) for still photo/video
coverage ofvarious functions attended by the Speaker and Deputy Speakcr,
Standing Committee meetings and incoming delegations visiting the
Speaker;

2. Schedule Fogram lbr the coverage and assign assistance !o cover some
events if being held simultaneously. Accord own priority to Spcaker's
functionst

3. Make all necessary iurangcments in advance and test out owi equipment,
lighting facilities ctc. to avoid last minute problems;

4. Monitor equipmcnt during operation and supcrvise assistance during the
output phase;

5. Take instructions from Dircctor (Media) about focusing orr particular
people, moments etc. involving the Speaker's visits/meetings with
dignitades etc;

6. llandover photos and vidcos to Mcdia *'ing for onward passing Io
Prcss/[ilectronic Mcdia; anrl

7. Anend lo other cvcnts,/functions as instructed b) Mcdia wing.



N,\'l'lo\ \1, ASSI.\lllLY Sll( l{1,.1ARL'\ I'

Designatiooi Cameramfln

IlSi l6

Rcport to: Chief Camcrnman

JOB DI-S( t{II't tO\:

1. Assistant Cameraman in photographic/video coverage of fuflctions
aftended by thc Speakcr/l)cputy Speaker u,ithin Pakistan and also the
Slanding Committee l\,leelings:

2. Clovor 1'unctions/events/occasions, as directed by Chiel' Cameraman,
independently whcre simultarcous coverage is involved;

3. Test equipfient before commencement ofevetrl. Advise ChiefCarneraman
if any problem needs to be addrcssed, so as to ensure readiness tbr
coverage ahead of timc;

4. Assistant Carneraman in scning up lighting tacilities. video covemge
backup, etc. Ensure sufficienl film rolls and relalcd items are avaiiablc; and

5. Perlbrm any othcr duties as assigned by superior(s).



NAI'IO)iAL ASSEM LY SECRETAIIIAT

Designation: Dircctor General (l,ihrrry and Research)

BS:

Report to: Sccretary

JOB DTSCRIP I'I()\:

2t)

l. Overseeing and implementing the primary objective of effective support
through Librarl, and Research lacilities to mcmbers of the Natioml
Assembly, mainly in legislative and cunent affairs. Formation of policies
to provide research services to Members, Standing Committees, IR wing
and National Asscmbly Secretariat;

2. Responsible for efficient administration and discipline of the Library and
Research Cenleri

3. Hold brielings and discussions with the lcgislators, especially with the
Chairman Commiftees to underctand their requirements zurd issuance of
instructions to Research lcam to prepare necessary documents;

4. Ensure timely provision of research support services and assistance to
legislators;

5. Approval of input by Rcsearch team for country/provision paper for
National/lntemational Parliamentary events including thal of IPU, CPA,
AAPP and other Parliarncnlar) organizalions:

6. Plan and direct research work. Anticipatc assistance required by
Legislators i.e. curren burning topics and arrange rcscarcl/information
materials;

7. Arrange, supervise and organize seminaN and workshops for improving
the Rescarch skills of Researchers;

8. Review list of ncw books/joumal for library and initial endorsement for
approval by the competent authority or otherwise;

9. lnitiating dcmard note fbr hiring ofrcscarch staff; and

10. Pcrform an),other dui_"- as assigned by National Assembly Secretariat.



NATIONAL ASSEMBLY SECRETARIAl'

Designationi Director (Rcsearch)

BS: 19

Report tol Director Ceneral (L&R)

.toB t)t scRII) t Io\:

l. Supervise work in Research Centrc ensuring timely completion of
assignments i

2. Review completed research work and ensure it is providcd to Member
requesting the information;

3. Supervising maintenance ofprcss clipping service;

4. Plan and co-ordinate Research u'ork;

5. Anticipate research assistance required by Legislators:

6. Assess training needs of Research Ccnter staff and arrangement of the
traidng in this rcgard;

7. Anange, supervise and organize seminars and workshops on Research.
Coordinate the training ofResoarch staff;

8. Keep self-abreast with tlc current allairs and global events (through all
available sourccs) in order to share information and respond to queries by
the legislators;

9. Perform any other duty as assigned by Natio[al Assembly Secretariat.



NATIONAI, ASSEMBLY SECRF:TARIAT

Designation: DeputyDircctor(Research)

BS: l8

Report to: Dircctor (Rtscarch)

JOI} I)ES( RIPTION;

1 Provide oorrect, comprehensive and concise information to Members on
non-party basis;

2. Cuide research work, revising and editing outputsi

3. Provide focused training to Research Officcrs in writing paper briefs;

4. Distributc research work to Reseach Officcrs while determining nceds of
useN and setting time lincs;

5. Ilold oral briefings *ith I-egislators and Research OfliceE on different
issues ofrelevance to thc Legislature;

6. Assist Lcgislators for infomation, or research work for forthcoming events
including Budget and policy discussions and initiate preparatory work by
utilizing availablc open sources;

7. Kccp self abrcast on curent e\ents to assist researchers in all areas oftheir
work;

8. Supervise and maintain prcss clipping service ofRcsearch Centrel

9. Coordinate with differenl institutions, orgaDizations and think tanks for
cxchange of knowledge and expcrience and directi[g the concemed
Research Oflicer to attend workshops and scmtrars conducted by them;

10. Looking after adminis&ative affairs ofResearch Centre; afld

I L Pcrlorm an), olher dutv as assigncd by Nalional Assembly Sccretarial



BS

\ATIONAI, \, st.t('RIt I AlUA I

DesignatioD AssistaIlt Dircctor (Roscnrch)

t1

R€port to: Deput-v f)ircctor (llcsearch & SDctch Writing)

JOB D},SCRIPTION:

I . Respond to MPs needs ard demands during or after Session;

2. Cateing information for MPs according to the Orders of the Day;

L Anlicipatory prepararion lbr lhe Ses<ion:

4. Analyze political and non-political issues in-depth, using printed and
electronic information sourcesi

5. Mainlenance ofpress clipping folders for Parliamentarians on daily basisi

6. Monitoring ncrvs souces and repons of parliamentary debates in order to
identify emerging issues of parliamentary importance;

7. Drafting and utiting briel!, rescarch paper, background papcr, talking
points artd speoches;

8. Liaisol with re]evant govcm-rnent dcpartments and extcmal agcncies for
obtaining information requcsled by MNAS;

9. Attend a.d pafiicipate in conferences and scminars;

10. Regular study of ne\r's papcrs, maga?ines books and joumals to keep
abreast with natio[al and intemational political, economic and socia]
affairsi fld

I l. Peform any other duty as assigned by National Assembly Secretariat.



BS

.\A'IIONA I, ASS[-VIBLY ST,CRIiI'ARI,,\.1'

Designation: Rescarch Officer

t6

Report to: Assistatrt Dircctor (Rcsearch)

1 . Provide suppofi and assistance in responding to MNAS research queries;

2. Attend Committec meetings for understanding issues and parliamentary
practiccs alld procedures:

3. Provide assistalcc in writing research bricfs, talking points, country paper
and background for inremational delegarions:

4. Assist in preparing paper for conl'erences; provide inputs for
Speaker/Depuly Speaker's speechcs;

5. Anticipatory preparation on agenda itemVorder of the day during National
Assembly Sessions;

6. Tagging ofnews papers on daily basis for press clipping service;

7. Atterld seminars/training as directed; and

8. Perlbrm any othcr duty as assigncd by National Assembly Sccretaiat.

.I()B DESCRIPI'IO\:



\ATtO\.\t. ASSt.\IBI.\', SI:Cltlt AlUAt'

Designation

BS: 19

ReporI to: Director Gcncral (L & R)

JOB I)}]SCRII'TION:

I , Responsible for providing support to the Legislators wherever they require
any reference material insidc the Housc as well as the Committecs. Attend
National Assembly Procccdings and provide support during the
procecdings. Responsible for managcmenl ol procurement of all library
books, publications, rcscarch materials as well as periodicals. Responsible
for management and employees ofLibrary;

2. Providc newspapers and magazincs to the Speaker. Deputy Sp€aker,
Secretary and senior officcrs ofthe Secretariat;

3. Analyze user needs and ensure that the Library is well cquipped to provide
supporting material as well as the staffis well trained to provide assistancc
as and when requiredi

4. Attend the proceedings of t}c National Assembly and provide assistance to
the House, duirlg the session. Provide referencc material dudng meeti[gs
oI Standing Committees;

5. Responsible for procurcment of ali books, publications and research
material, joumals. ne\!'spape6 clc. Ior the Library'. Also responsible tbr
archiving and maintenaroc of records. Guide staff and ensure proper
classillcation, cataloguing and accessioning (entry of acquisition in
register);

6. Assess own staffs development needs and provide on-the-job training to
enable thcm to offer effectivc assistancc to usersl

7. Keep updated on all legal notilications, gazette notifications, and
amendmcnts in reference books, etc. so as to effectively guidc and respond
to Members querics;

8. Provision of robust and timcly information to Ilonourablc Speaker, Deputy
Speaker, Members of National Assembly and higher officers of National
Assembly Secretariat;

9. Provision o1'timcly information to mcmbers on the agenda;

10. Provision ofmatcrial in the Standing Cornmittccs meetings; and

I L Ensuring provision ofmaterial to the Ilouse during Session.

Seni0r Librarian



DesigD.tion

BS:

Report to: Scnior Librarian

JOB DI]SCRIPTION:

NATIO\rIL ASS}]}, BI,Y SECRETARI-{'t'

Lihrrrirn

l8

l. Initiate procurcment of books, publicatioo and serial publications i.e.
gazgtte, joumals, newspapers etc for the library;

2. Analyze user needs and insurc that library staff is appropriately trained to
rcspond such needs. Assess o\4r st lfl-s development needs and provide on-
the-job taining to enable them to offcr cffective assistarce to usem;

3. Cuidc staff and ensure propcr classification, cataloguing and accessioning
(entry ofacquisition ofnew publication in register);

4. Keep updatcd on all legal notilications, Cazette notifications, and
amcfldments in referencc books, etc so as to effectively guidc and respond
to member qucrics;

5. Provide ne\!'spapers and magazines to the Speaker, Dcputy Speaker,
Secretary and scnior officers ofthe Secretariat;

6. Provide reference material during mcctings of Standing Corn-rnittees and
during N.ational Assembly Sessions. Anticipale requirements of effective
response;

7. Circulate catalogues rcccived from publishers,booksellcrs to higher
ollicials for selcction ofmaterial to be added to thc library;

8. Liaison with Parliamentary Library oflicials in other countries for
information about publications uset'ul to their Parliamentarian and which
could be include in own library: and

Q. Pcrlbrm ar) other duty as assigned b1 supcriors.



\.\TIO\Al. ASS!rlr lll Y SUCRET.\lltAT

Designatior: Assistant Librarian

BS: t1

Report to: Librarian

l. Manage classification, cataloguing and accessing of various publications
according to prescribed system;

2. Maintain clippings of ncwspapers for items of intercst to the research
group;

l. Assist Librarian in reference subject research and reader guidance service;

4. Coach and counsel Library staff in rcsponding appropriately to customer
needs and queries;

5. Ensure borrowing facilities provided to members are adhered to and case of
overdue books is followed-up;

6. Procure books, publications and scrial publications, gazette, joumals,
newspapers as iNtnrcted by l,ibrarian;

7. Classify, catalogue and accession ol all books. reference books and other
publications; and

8. l)erlorm any orher duty as assigned by superiors.

JOB I)ESCRIPTIO\:



NAl'IO\AI, ASSI'}II}LY SECRETARIAI

BS

Drsignation: Assistant Librarian

l6

Report lo: Deput] Librariao

1. Classification, subject hcadings ofbooks:

2. Aftend National Assembly proceedings and provide support during the
proceedings;

3. Assist thc Chief Librarian lbr management of procuemcnt of all library
books, publications, research materials as well as pcriodicals;

4. Provision suppon to the Legislators whcrcver they require any reference
material inside the House as well as the Committees:

5. Coliection. mainlc[ance of Acts, Ordinances, Presidential Orders ctc. and
incorporatc ofall amendments in laus;

6. Arrangements ofbooks in the shelves according to subjects;

7. Submission offiles ofthc Librar]';

8. Searching and dounloading ol rcference material (Articles, Legal
Judgments etc.) for MNAs and officers ofthe National Assembly;

9. Assist the Chiel'Librtuian in all libraw mattcrs:

10. Issurmcc and returns ofthc bookst

11. Collection and maintenance of Gazette of Pakistuur. Acts. Ordinances.
Presidential Ordcrs, and other reference matcrial;

12. Provision of timely information lo Honourable Speaker, Deputy Speaker,
MNAs, Officers and Rcscarchers;

13. Provision ofmatcrial in thc Standing Committee mcctings;

14. EnsLre entry ofbooks into library sollware "Koha"; and

15. Pcribrm any other duty as assigncd by superior(s)

.IoI} DESCRIP'I'IO\:



NATIONAI, ASSI.]]\{BT,I' SECRE'I'ARIAT

Designation: Microfilm (lnmcram:rD

BS: I1

Rcport to: As!istant l,ibrarian

JOll I)t s( RIP'nONl

l. To Microfilm archival record of the Library;

2. 'lo maintain Parliamentary Debates of the Housc of CommonVlords of
England and the Congress ofthe United Sures of America availablc in the
Library in Microform;

3. To digitizc Annexures to Questiors placed in the Library;

4. 'lb digitize Acts, Ordinances and Presidents Orders etc;

5. To digitize archival record ofthe Library;

6. To assist with provisions of references during meetings of the Standing
Commitlccs aJld MNAs visiting Libray; ard

7. I'o perform any othcr official duty(ies) as assigned by the ChiefLibrarian.



NATIO:i]AL ASST],MBLY SECR-ET/TIIIAT

05BS:

Designation: Booh Bindcr

Rcport to: Deputv Librarian

JOB I)ESCRIPTION:

I

2

3

4

5

6

7

Binding of documents,bookslrepons;

Repairing ofdamaged bindings of books;

Spiral binding of papeN/documents/reports of Standing Conmittees of
various branches of this Sccretariat;

Maintenance o rccord placed in the Library;

A-rrange nevspapers & pcriodicals;

Spine labelirg of books; and

. An] other dul\'assigned b1'the Chiel l-ibrarian.



NATIONAT, ASSE Y SE(lRl,l IARIA'I'

Designation: Director Gcncral (Medi!)

20

Rcport tol Additional Sccretan (Admn)

BS

Responsible for Issuance of Prcss Releases regarding ollcial and other
assigned activities of Sp**er, I)eput1 Speaker and National Assembly
StlLnding/Special/functional Committees with permission of the Compctent
Authodty after getting the approval;

5. Immediatc coordination with locall'national print and elcctronic media for
the coverage of thc activities of Speaker, Depuly Speaker and National
Assembly Standing/Functional/Spccial Comminees;

6. Dcfendi[g projectior of the official activities ofthc Speaker and Deputy
Speaker, National Assembly and 01'lhe Secretariat ;

7. Closely coordinalc media publicity of the high profilc Foreign / Abroad
Parliamentary delcgation and others dignitarics while visiting to National
Assembly ofPakistan;

8. Responsible for closely maintaining to thc Social. Print and Elcctronic
Media activities relating to thc National Assembly of Pakistan and its
Sccretariat; and

9. Periorm any other duties assigned by the superior(s)

JOI} DES(]RIPTION:

2. Responsible to prepare srahments for release in response to
dubious/adverse reporting in media about the procceding of the National
Assemblv and ollicials of its Secretariat:

3. Maintaioing close liaison with thc l'arliamentary corrcspondcnts both in the
print and electronic media for the projection of the role of National
Assembly ofPakistan;

4. Proficient to providc assistance/facilities to the media for the projcction /
coverage to the proceedings ofthc House and its Committecs thereof;



NATIONAL ASSEMBLY SECRETARIAT

Designation: Dir€ctor (Mrdia)

BSr

Rcport to: Director Ccncral (Mcdia)

JOB DI'SCRI I''I'ION:

20

18. lssue Press Releascs regarding activities of Spcaker, Deputy Spraker and
National Assembly Standing/Special,functional Committees. Prepare
statements for rclease in response to dubious/adverse reporting in media
about National Assembly officiais or proceedings;

19. Mai ain close liaison with the Parliamentary corespondents bolh in the
print and electronic mcdia for the projection of the role ol National
Assembly ofPakistan;

20. Providc professional assistancc/facilitics to the media lbr the projcction of
the proceedings oflhe Housc and its Cornmillccs;

21. Coordinate with local/national print and electronic media for the coverage
of the activitics of Speaker. Dcputy spcaker and National Asscmbly
StandiDg/Func!ional,'Special Commitlees;

22. Project ofYicial activitics of the Speaker and Deputy Speal(er, National
Assembly;

23. Coordinate media publicity of the visit of Pakistan National Assembly
delegations abroad and foreign dignitarics to Pakistan; and

24. Perform any other duties assigned by the superior(s).



NA'I'IONAL 
^SSI]I\I

I -} SI'CRE'I'AITIA I'

Designation: AssistsntDirector(Nledia)

Its: 11

Report to; Dcp u r j" Di rccto r (Medi a )

JOB DESCITIP'TION:

t0. Issue of Press Relcases with permission of competcnt authority alier
getting approval from high-up regarding aclivities of Speaker, Dcputy
Speaker and Natiohal Assembly Standing/Spccial,Tunctional Committccs.
Prepare statements lbr press release in response lo dubious/adverse
reponing in media relating to the National Assembll' officials or
proceedings:

I 1. Maintaining close liaison with the Parliamentary conespondents both in the
print and electronic media lbr projection to the role of the National
Assembly ofPakislaD;

12. Providing professional assistancc/facilities to the media lbr the projection
to the procecdings ol thc House and its Cornmittccs;

13. Coordinate with all local/national print and olectronic media for the
coveragc ofall activiries relating 1() Honorablc Speaker, Ilonorablc Dcputy
Speaker and the NatioDal Assembly Standing/l;unctional/Spccial
Commillccs:

14. Defend to project official activitics of rhc Speaker and Deputy Speakcr.
National Assembly;

15. Coordinate media publicity while visiting of Pakistan Nalional Assembly
delegations abroad and forcign dignitaries to Pakistal; and

16. Closely monitor sociai ,print and eleclronic mcdia activities relating to the
National Assembly ol Pakistan and Sccretariat thereof;

17. Pcrform any other dutics as assigncd bl the superior(s).



NATIONAI, ASSI!M LY SUCRE I,\RI,\ t'

Dcsignation: DirectorGcneral(KrsbmirAffairs)

BS: 20

Report tor Secretary

JOB DESCRIPTION:

(l) Ensure own attefldancc or an officer not below the rank of Deputy Secrclary to
act as ex-olllcio Sccrctary in each meeting of the Standing/SclecrAd-
hoclSpecial Committees of the \ational Assembly;

(2)

(3)

(1)

Conduct periodical inspection ofthe working ol the section;

Supenise the organizalion of mcctings and coordiuation \a.ith fie
Ministries/Divisions, to assist thc Commiftees and Sub-Committees;

Maintain a record of proceedings of the Committee Mcctings including
minutcs of lhe meeting. Pursue lbllou.up by section of the Committcc
meetings;

Ensure preparation and forwarding of reports and rccommendations of the
Committees to concemed Ministrics/Divisions. For compliance on the
actionable points;

(5)

(6) Facilitate the holding of the Committee meelings in liaison with concemed
Ministry/Division;

(7) Provide assistance/guidance to thc Chairman Commiltcc on rclevant mattcrs;

(8) Ensure attendance of the Members of the Committee as well as others
concemed, at the meetings; and

(9) lssuc the press release relating to the Committee mectings, and its coverage in
the electronic/p nt media.



BS

Designation: DirectorCoordination(KashmirCommittet)

r9

Report to: Direc(or Gencral (Kushmir Affairs)

(l) Supervise the work of all the officers under his administrative control as well
as the branchi

(2) Assist and guide the Chairman Comminee on rclevant matters;

(3) Exatnine all matters relating to CorDmittee and give explicit information to the
highcr authorities and implemcnt orders/decisions ofthc competent authorit-'-l

(4) Make necessary anangements in consultation with the concemcd Ministry and
departments 10 facjlitate thc holding ofthe meetings;

(5) Attend meetings, as and whcn considered necessary or directed specifically.
write minutes and maintain proceedings ofthe standing Committee on "as and
*hen necessary" basis:

(6) Forward actionable points oI thc meeting to the Ministry, tlrough the dealing
officeri

(7) Ensure the atlcndance ofthe ollicer aad members oflhe Committee and the
colccmed department and also ensure that members of thc
Commiftees have been informed about the timings ofthe Committee meclings;

(8) Pursue the follow-up of the Cornmittee meetings, th-rougi concemed ollicers;
and

(9) Inspect the working ofhis section once cvery six months

NA'IIONAI, ASSEMBL}' SECREI'ARIA'I'

JOB DESCRJPTION:



\ATIONAI, ASSI.]MBI,Y SE(]RETARIAT

Research Fellow (Kashmir Committees)

l9

Director General (Kashmir Affairs)

JOB DESCRII''I'IOr':

(l) Organize Committee meetiogs on schedule as given by competent authority;

(.2) Supervise progress ofthe seclion;

(3) Coordinate with Ministries/l)ivisions/Departments concemed about the
Nalional Assembly Committec meetings inside and outside Islamabad;

(4) Dcvelop minutes of the mecling. F.nsure all relevant important points relalirg
to Commitlee discussions, relating to recommendations and suggestions fbr
legislation are incorporated. Circulate to all concemedl

(5) Plepare reports required by thc Chairman, National Assembly Committee and
submit timely;

(6) Inlorm Chairman National Assembly Comminee about the complainls received
about the worki.g of the MinistricVDivisions as rcquircd by Speaker or
Member ofthe Housc. Follow up delays in responsc; and

(7) Obtain informatior/records from va ous Ministries,Divisions/Departmcnts.

Designationi

BS:

Report to:



NATIONAL ASSt.] I,Y SECRETARIAT

I)csignationi ProtocolC)fficer(KalhmirCommittee)

l6

Report to: Director Gcneral (KA)

JOB DESCItIt''t tONI

BS

l. To receive and see-off the Ambassadors,/High Commissioners/Foreign
Groups calling on Honourable Speaker/Deputy Speaker,{-eader of
Opposition;

2. To arrange gifts for seleclion by the competent authority in connection with
official visits abroad;

3. To perfom protocol dulies at airports in the country 1o receive/see-off
I'orcign Parliamentary Delegations visiting Pakistan officially including
check-in and check-out;

4. 1o accompany the ForeiSn Parliamentary Delegations, visiting Pakistan
oflicially, to dillerent venues in the oountry;

5. To provide ncccssary protocol to llonourablc Speaker when he/sho is
invited to different nrnctions as Chiefcuest i.e. to arrive in advance al the
venue to makc necessary aftangements and to rcceive Honourable Speaker;

6. To provide support, as and when requirgd, in conncction with arrangemcnts
of lunches/dinners being hostcd b) Honourable Speaker,'Dcputy Speaker in
honourable oI dillerenl tbrcign dignitaries/delcgation;

7. To pcrfom protocol duties on the occasion ofPresidential AddressAorcign
Heads (Prime Minister) ro Joint Sining ofboth the Houses.



NATIONAL ASSEMBLY SECRI'TARIAT

Director (Legislatiyc l)rafting)

t9

Additional Secretary (AdmD)

Dcsignation:

BS:

Relort to;

JOII DES(lRIPT|On-:

L Supervision of L.D. Wing.

2. Wbrked as Secrctary Standing Conunittce on Law & Justice.

3. Drafting Legislative Bills @rivatc Member's Bills).
4. Vetting Periodical report ofCommittees.
5. Vetting repofls on Bills of Committees.

6. vetting Bills passed/approved by the Committees for legislativc process.

7. Vefting minutes ofmcctings ofthe Committees.

8. Conducting departmcntal inquires and pcrsonal hearing assigned by

Establishment Wing.



Designation: DeputyDircctor(Legislativcl)rafting)

BSI l8

Rcport to: Dircctor (Legislativc Drafting)

JOB DESCRIPTION:

L
2.

3.

4.

5.

6.

7.

Worked as Secretary Standing Committee on Law & Justice.

Drafting Legislative Bills (P vate Member's Bills).
Vetting Periodical repon of Comminees.

Vetting reports on Bills ofCommittees.
Vefting Bills passed/approved by the Comminccs for legislative process.

Velting minutes ofmectings ofrhe Committecs.

Conducting departmental inquires and personal hearing assigncd by

Establishment Wing.



Dcsignation:

BS:

Report to:

JOB DtrSCRIPTIO\:

Assistant Dircctor (Lcgislative Drafting)

t1

Deputy Director (Legislafive Draftitrg)

t.
2.

3.

4.

5.

6.

1.

Worked as Secretary Standing Committee on Law & Justice.

Draftirg Lcgislative Bills (Private Member's Bills).
Vctting Periodical repon of Commirtees.

Vetting reports on Bills of Committees.

Vetting Bills passed./approved by the Committees for legislative proccss.

Vetting minutes ofmeetings ofthc Committees.

Conducting depanmental inquires and pcrsonal hea ng assigned by

Establishment Wing.



Designalion:

IIS:

Rcport to:

JOts I)ESCRIPTION:

NATIO\:\L ASSF,\IBL\ SE(:RET,\ltlr\1

l. Allocate work in Speakcr's Office to concemed staff and monitor
completion of assignments timely.

2. Arrange protocol facilities for diplomats,/high officials visiting the Speakcr.

3. Compile various statements i.e. thosc for Discretionary Grants of the
Spealer.

4. Arrange meetings/appointments of the Speaker.

5. Iollow-up implementation/progress of Speaker's instruclions on various
matters/cases on timely basis. Collect talking points and briefs from
relevant branches.

6. Mai[tain complete record of Speaker's engagements and communicate
meeting schedule to the quarter concemcd-

7. ll.cceive corcspondcnce from intcnding visitors/groups. Accommodalc in
their proposed dates or elsc line up altemale schedule.

8. Accompanying Speaker in domestic / intemational tours it so desired by
the Speaker,

9. Any other duty assigned by thc Speaker

Secretrry to Spcaker

20

Sp€akcr



Dcsignation

BS:

Report to:

JOB DESCRIPTIO\:

\.4.1'IO\AI, ASSIi}IBL]' SECRT]'f ARIAT

Dircctor to Speaker

Speaker

20

L AnaIIge protocol facilities for diplomatVhigh officials visiting the Speaker.

2. Compile vadous statemcnts i.e. those l'or Discrctionary Grants of the
Spcaker.

3. Anange meetings/appointmcnts ol'the Speaker.

4. Follow-up implementation/progress of Speaker's instruclions on various
mafters/cases on timely basis. Collect talking points and briefs from
relevant branches.

5. Maintain complcte rccord of Speaker's cngagemcnts and conununicate
meeting schedulc to the quarler concemed.

6. I{ccaive coftespondence liom intcnding visitors/groups. Accommodale in
their proposed datcs or else line up altematc schedule.

7. Accompanying Speaker in domcstic / international tours it so desired by
thc Spcaker.

8. Any other duly assigned b1 rhe Spcaker



lls

\A'tIoNAI,,\SST-\IBLY SECI{I,] I'ARIAT

Designatioui Director to Dcpui Speaker

2tJ

lleport to: Deputy Speakcr

J0B I)IiSCRII''I'IO\:

L Arrange protocol facilities lbr diplomatstrigh ollicials visiting the Doputy
Speaker.

2. Compile various statements i.e. those for Discretionary Grants of the
Deputy Speaker.

3. Arrange meetings/appointmcnts ofthe Deputy Spcaker.

4. Follow-up implementation/progrcss of l)eputy Spcakcr's instructions on
vadous mattervcascs on timcly basis. Collect talking points and bricfs
from rclevanl braDches.

5. Maintain complctc record of Deputy Speaker's engagements and
communicate meeting schedule to the quarter concemed.

6. Reccive correspondence liom intcnding visitorVgroups. Accommodatc in
their proposed datcs or else Iine up alternatc schcdule.

7. Accompanying Deputy Speakcr in domestic / intemational tours it so

desircd by the Deputy Spcaker.

8. Any other duty assigned by the Deputy Speaker



BS

NATIO\AL ASST]}T I]LY SIiCRETAITIAT

Designation: Dircclor to l,cad€r of Opposition

20

R€port to: Leadcr of Opposition

JOI] I)ESCRII''I'IO\;

l. Arange protocol lacilitics lbr diplomats,4righ ofhcials visiting the Leader
ofOpposition.

2. Compilc vafious statements i.e. those for Discrctionary Gmrts of the
Leader ofOpposition.

3. Arrangc meetingVappointmenls of thc Leader of Opposition.

4. Follow-up implementation/progress of Leadcr of Opposilion's instructions
on vadous mafters/cases on limely basis. Collect talking points and briefs
from relevant branches.

5. Maintain complctc record of Leader of Opposition's cngagements arrd
communioate meeting schedule to thc quarter concemed.

6. Receivc corespondence liom intending visitors/groups. Accommodate in
their proposed datcs or elsc line up altemate schodule.

7. Accompanyirg Lcader of Opposilion in domestic / intemational tours it so

desired by the [,eader ofOpposition.

8. Any other duty assigned by the Leader ofOppositiotr



\,\'l lO\.l.1. ASSl,l)lIILY Str(REI--\RIA I

I)esignation Slnlf Officcr

BS: t8/11

Report to: Sccrctar] to Speak(r

,IOB DI,-SCtitP O\:

l. As the eyes a!1d earc of the Speaker, interacl with the Speaker's
constituents and other visitors and keep Spcaker informed. Setup meeting
with the Speaker ifthe situation so dcma:rds;

2. Accompany Speaker on his visjts to his constituencies, l'unctions etc. Meet
certain constitucnts ;rersonally as the first point of contact ard apprisc
Speakcr of the situation;

3. Meel constituents visiting Speaker's Office and dispose of lhe matter
personally ifit is assessed that Speaker need not be involved;

4. Keep track oflocal events, incidents, etc. which could be ofintercst to the
Speaker and bring these ro his allenlioni

5. Receive VIP visitors to Speaker's Oflice;

6. Attend National Assembly Scssions and feed information to Sp€aker about
any unusual happening in the Housc, which may not have atlracted
Speaker's attention;

7. Interact with Secretadat personnel to obtain information about issues and
problems, and apprise the Spcaker ol'thc relevanl ones; and

8. Perform any othcr duty assigned by supe or(s).



DesigDation

BS:

Report to:

JoB DES( I{IP]'ION:

NAl',lO\.^t. ASSt..IItlLY SIt( tttil AIU,1 I

.lunior StafT OIficer

t1

Sccretary t0 Speakcr

L As the eyes and ears ol the Speaker, interact wilh thc Speaker's
constituents ard other visitors and keep Speaker informed. Setup meeting
with the Speakcr ifthe situation so dcmzmds;

2. Accompany Speaker on his visits to his constituencies, I'unctions etc. Meet
cenain constitucnts personally as the fir$ point oi cofiact and apprise
Speaker of thc situation;

3. Meet constituents visiting Speakcr's offrce and dispose of the mattcr
personally ifit is assessed that Speaker need not be involved;

4. Keep track of local evenrs, incidents, etc. *'hich couid be of interesl 1() thc
Spcakcr and bring thesc to his altenlion:

5. Reccivc VIP visitors to Speaker's Oilicc;

6. Attcnd National Assembly Scssions and feed inlbrmation to Spcaker about
any unusual happening in the llouse, which may not have attracted
Spcaker's attention;

7. Interact wilh Sccretariat personnel to obtain information about issues and
problcms. and apprise thc Speaker ofthe relevant onesi and

8. I'erlbrm ?Lny othcr duty assigned by supcrior(s).



BS

NATIO\AL ASS[,MI]LY SI](]RI''I'ARIAT

Designation: AssistantPrivateSecrctary

l6

Report to: Secretarl to Spctrk0r

,toB l)Ls( RIPTIO\:

l. Maintain complete record of Speaker's etrgagcments and cornmunicate
mecting schedule to the quarter concemed.

2. Receive correspondence lrom intending visitors/groups and apprise put up
superior(s) for lurther action thereon.

3. Provide assistance to Secretary to Speaker in monitoring/liaising on
program of Developmcnt Schemes of the constituency based on Cabinet
Division's decision, including issua[ce of remindcrs to concemed bodios,
handling the schemes fid compiling various statements i.e. those for
Discretionary Gruts of Ministers; and

4. Pcrform any other kind ol duties asked by the superior(s).



NA'I'IONAI, ASSE}TI}LY SI]CRETARIA'I'

DcsignatioD: Itrivate Secrctary

tlS: l1

Rcport to:

JOB DESCIUP'I'Io\:

L lleceive/arrange and whcrc neccssary. regisler thc Dcputy Speaker's papers
ard correspondencc including secret and top secrel pape6.

2. Monitor/liaise on prograra of Development Schemes ofconstituency based
on Cabinet Divisiotr's decision, includi[g issuance of reminders to
concemed bodies handling the schcmes;

3. Receive correspondence from intending visitorvgroups. Accommodate in
thcir proposed dares or elsc line up altemare schedulc;

4. Make arrangemonts for Depuly Speaker's tour aftangements within and
outside country including ticketing and accommodation. Collect talking
points and briefs from relevant branches.

5. Contact CDA regarding any issues/problems referred by Parliamcnarian
regr:Lrding their lodgings; and

6. Coordinalion rvith concemod departments ol the l'cdcral Govemment and
Branches of this lbr allotment of lodges and maintenance / ropairing
thereol:

7. Coordination in matters relating to National Assembly Employees
Corporation I lousing Socicty (NAFICHS).

li. l)crft)rm auy olher clutics assigned b1_ supcrior(s)



BS:

NA I'IO)iAI, ASSEiIIBLI S!]CRE,TARIAT

Telephone Operator

t4

Designalion:

Report to:

JOti I)ESCt t l lO\;

1. Attend tclephone calls, receive and send fax/email massagcs and maintain
rccord tlereof;

2. Rcndering transcripts and doing gcncral typing u'ork;

3. Make photocopies if required. I)ispatch to R&l branch as instucted in
absence ofclerical staff; and

4. Any other duty assigned hy superior(s).



NATIONAI, ASSE}IBLY SECRETARIAT

Designation: Chief Cameraman

lts:

Report to: Director GeDeral (Media)

JOB I)T]SCRIPTIO\:

l. Receive inslruction liom D.G.(PR)/Director (Mcdia) for still photo/video
coverage ofvarious functions attended by the Speaker and Deputy Speaker,
Slanding Committee meetings and incoming delegations visiting the
Speaker;

2. Schedule program Ibr thc coverage and zlssign assistance to cover some
events if bcing held simulta.ncously. Accord oun priority to Speaker's
functions;

3. Makc all necessary arrarlgcments in advance and tcst or.ll our equipmcnt,
lighting facilities etc. to avoid last minute problems;

4. Monitor equipment during operation and supervise assistaoce during the
output phase;

5. Take instructions from Director (Media) about focusing on particular
people, moments ctc. involving the Speakcr's visits/mectings with
dignitaries etc;

6. Handover photos and videos to Media u,ing for on*ard passints to
PresVElectronic Mcdia; and

7. Attend to othcr evcnts/functions as instucted by Media *ing.

t8



\-{ r to\,rl- .\ssEr lrl.\' s[cRl.] l {Rr,rT

Dcsignation: (lamcraman

BS: l6

ReporI to: Chief Cameraman

.IOB I)T]SCRI I'TIO\:

L Assistant Carnemman in photographic/video coverage of fifctions
atlended by the Speaker/Deputy Speaker wilhir Pal<isran and also the
Standing Committcc Meetings;

2. Cover functions/eventvoccasions, as directed by Chief Camerarnan,
independently wherc simultaneous coverage is involved;

3. Test equipment bclbre commencement ol'cvent. Advise ChiefCameraman
if any problem needs to be addressed. so as to ensure readiness lbr
covcrage ahead of time;

4. Assistant Cameraman ill sctting up lighting l'acilities, video coverage
backup, etc. Irnsure sufficient film rolls and related items arc available; and

5. Perform any otrer dulies as assigned by supedor(s).



NAI'IO\A I - ASSE}I I]LY S[CIIETARIAT

Designation: -{ssistant Camcraman

BS: t2

Report to: Chief Cameramatr

JOB DESCRII''I'IO\:

l. Assistant Cameraman in pholographic/video coverage of functions
attended by the Speaker,'l)eputy Speaker within Pakisran and also the
Standing Committcc Meetings;

2. Covcr functions/events/occasions, as directed by L^hief Camcraman.
independently where simultancous coverage is involvcd;

3. Test equipment bcfore commencement of event. Advise Chief Camemman
if any problem needs to be addressed, so as to ensure readiness for
coverage ahead of time;

4. Assistant Camerarnan in sett,ng up lightinS l'acililics, video coverage
backup, etc. Ensurc sufficient film rolls and rclated items are available; and

5. Peform any othcr duties as assigned by supcrior(s)



NATIO\AI, ASSEMBLY ST](]RETAIIIAT

Designatiotr: DirectorGcncral(Proceeding)

BS: 20

Report to: Additional Sccretary Gegislation)

.IOB DESCRIPTION:

(2)

(3)

(4)

(5)

(l ) Over all incharge to maintain discipline in fic Wing;

Responsible to Supervise / distribute ollicial work ofTranslations from English to
t)rdu , Urdu to English and wise versa;

Responsible to check out the sensitivc laturc of otJicial work donc by Director /
l)eputy Director / Assistant Director ( l ranslation);

Ensuring to maintain the quality of Official work done by the Translation branch,
Interprctation and Editing Ccll standardized of lnterpretation and -lianslation

skills from English to Urdu and Urdu to Eiglish while recording the p.oceeding /
debate in the House / Standing Comlnittees thereol;

Responsible to check out and to provide quality of oflicial sensitive nature ol'
work done by the Director / Deputv Director / Assistant Director (TranslatioD)
while translating. Intcrpreting and Lditing the procecding ofthe Ilouse / Standing
Committees ol the National Assembly;

(6) l{csponsible to provide guidance,/technical assistance to Olficeru and slaffofthe
Proceeding Wing:and

(7) Any othcr assignment given by the Authority



Dcsignation;

NATIONAL ASSEMBLY SECRETARIAT

Director (Editing & Publications)

l9

Director G0ncral (Procccdings)Rcport to:

.I0B DT]SCRIPTION:

(l) Overallsupervision/distributionofwork;

(2) Coordination with other concemed branchcs ofthe Secretadal;

(3) To ensure quality and format ol the debates are standardized;

(4) Timely completion ofthe editing ofdebatcs; and
(5) Any other assignment given by the Authorily.

llS:



Derignation:

BS:

Report toi

JOI} DESCITII'TION:

(1)

(2)

(3)
(4)

Depufy Director (Editing & Publicstions)

t8

Director (Editing & Publications)

Edit verbatim recording ofRepolters made during session. Scnd edited work to
Reporter's Cell lbr insertion ofcorrections;

Check the edited version of the proceeding records most minutely in second
phase;

Assist &e ChielEditor of Debates whenevcr nceded; and
Any othcr assignment given by thc Authority.

Desigoation: AssistantDirector(f,diting&Publications)

BS: l7
Reporl to: Deputy Dircctor (Bditing & Publicrtions)

JOB DESCRIPTION:

(1) Edit verbatim recording ofReporters made duing session. Send edited work to
Reponer's (ell lor insenion ofcorrcctions:

(2) Check thc edited version ol thc proceeding records most minutely in second
phase; and

(3) Any other assignment givon by the Authodty.

Designation:

BS:

Report to:

.IOB DESCIUPTIO\:

(l)

Chicf Proof Reader

l6

Assistatra Director (llditing & PublicatioD)

(2)

(3.)

(4)

(5)

Comparc proofs and edited copies (written or typed material) to make sule that
the final text is complete, accurate and free l'rom spelling/punctuarion errors;

Check rcvised proolt to makc sure that all the conections have been madei

Sign and date the proofs to indicate approval ofcorrections;

Amend and check proofs on screens; and

Any othcr responsibility assigned by the superior(s).



NATIONAL ASSEMBLY SECRETARIAT

Designationr Scnior ProofRerdcr

BS: 15

Report tor Chief Proof R€ader

JOB DESCRIPTION:

(f) Comparc pioofi! and edited copies (writton or typed material) to make surc that
the final text is complete, accumte and free lrom spelling/punctuation enors;

(2) Check rcviscd proofs to make surc thal all thc corrections have bccn made;

(3) Sign and date the proofs to indicate approval ofcorrcctions;

(4) Amend and check proofs on scrccns; and

(5) Any othcr responsibilily assigncd by thc supcrior(s)

l)csignation: Proof Rcadcr

BS: 1{

Rcport to: Chief Proof Rcadcr

JOB DESCRIPTIO\:

(l) Compare prool! and edited copics (written or typed material) to make surc that
the llnal tcxt is complete. accurate and lice Iiom spclling/punctualion enors;

(2) Check revised prool! to make sure thar all the corrections havc bccn made;

(3) Sign and date the proofs to indicate approval ofcorrections;

(4) Amcnd and check proofs on screens: and

(5) Any other responsibility assigncd by the superior(s)



Rcport to: Director Gcneral (Proceedings)

JOB DESCRIPTION:

(l) Overall supervision ofthe Interyreter's Ccll;

(2) Assessing the performance ol lnterpreters:

(3) Providing guidancc on and offthe microphone whencver necessary;

(1) Attending meetings as head ofthe brarch: and

(2) Coordinating with iDtemal and extemal departments to gct the relevanl
material (e.9. speeches etc) in advance of a session/meeting etc.

Designation DcpuLv Director (Interpretation)

l8

Director (lntcrprctation)Rcport to:

JOB I)I]S(]RIPTION:

Interpret (i.e. orally translate) the procecdings of the National Assembly

Sessions, Joint Sessions, Standing Committee meetings and also Conferenccs,

Commiltces, Fora etc. hosted/aranged/sponsored by the National Asscmbly
Secretariat.

BS

Designation:

BS:

Dcsignation:

BS:

Report to:

.IOB DES( RII'TIoN:

N,\1 tO\.\1. ASS[.\IBLf SI]CItET,\lil.\l

Dircctor (lnterpretatiotr)

l9

Assistatrt Director (lntcrpretation)

t7

Dircctor (Intcrpretation)

Interprct (i.e. orally translatc) the procccdings of the National Assembly
Sessions, Joint Sessions, Standing Committee meetings alrd also CoDferences.

Committees, Fora etc. hostcd/arranged/sponsored by the National Assembly

Secretariat.



@UMIEIIAIL
(l) Over all supervisiorL/distribution of work of fanslation liom English to Urdu

and vicc-versa;

(2) Coordination with other quarlcrs concemcd;

(3) Ensure/maintain the quality ofwork along-with standardizatio[ thereof; and

(4) Any other assigmcnt given by the Authority.

Designation: DeputyDircctor(Translation)
BS: l8
Rcport to: Director (Translatiotr)

JOB DESCRIPTION:

(f) Translatiorl from Eng)ish to lJrdu and vicc-versa;

(2) Rendcr assistance to the Chiel 
.lrrurslator;

(3) Supervision, guidance and prool'reading of work by Translators and Assistant
'l'ranslators;

(4) Any othcr assignment given by the Authority.

Designation:

BS:

Report to:

Designetioni

BS:

Report 1o:

N.A.TIO\.4.L ASSElIBt,Y Sf CRf, T4BIAT

Director ('f ranslation)
l9
Director Gcncral (Proceedings)

Assistant Dircctor (Transhtion)

t1

Director (Translation)

JOB DESCRIPTION:

(l) Translalion from Irnglish to ljrdu ,md vicc-vcrsa; and

(2) Any other assignmcrl given by the Authority.

l)csignation: Translatiotr Officer
BS: 16

Report t0: Director (Trrnslatiod)

JOB DESCRIPTION:

(1) Translation fiom English to Urdu and vice-versa;
(2) An)'othcr assignment given by thc Aulhorit-v.



Dcsignation:

BS:

NAl'IONAL ASSEMBLY SECRT],TARIAl'

I)irector Ceneral (RcIortin g)

20

Rcport to: Additional Sccrrtary (Legislation)

JOB DESCRIPTION:

(1) Ovcr all incharge to maintain discipline in the Wing;
(2) Supervise and distribute official work in the Reponer's Cell (Dnglish & Urdu);
(3) Responsible to keep close coordination with officers oI his Wing and with other

co[ccmed branches of the Secrctariat;
(4) Responsible to check out the sensitive natue ofu'ork done by the Reponers in the

House / Standing Committccs of the National Asscmbly while recording thc
procecding thereof;

(5) Responsiblc to provide technical assistance / guidance to Director / Deput,
Director / Assistant Director Rcporting relating to the assigned official work; and

(6) Any other assignmcnt given by the Authority.



\ATIO\AI, ASSE}IDLY SIiCRETARIAT

Desigmtion: Director (Rcpotiog-Erglisb)

BS: 19

Rcport to: Director Gcneral (Reportilg)

JOB DESCRIPTION:

(l) Over all supervisior/dist bution ofwork in Reporter's Cell (English);

(2) Coordination with other concemed branchcs oftlre Secretariat; and

(3) Any othcr assignment given by the Authority.

Designation: DcputlDirector(Reportirg-English)
BS: 18

Rcport to: Director (Rcporting-English)

.IOB DESCR]PTION:

(1)

())
Record the proceedings ofthe IIouse and Committecs thereoi

Assislance to Chicf Reporter and guidance to subordinates relating to thcir
assignmcnts; and

An)'other assignment gr!cn by rhc Aulhorir).

Assistant Director (licporting-English)
17

Dircctor (Rcportirg-Englisb)

(j)

Dcsignation:
BS:

Report to:

.IOB DES('R,IPTIo\:

(l)
(2)

Record the proceedings ofthe House and Committees thcreof and
Any olher assigmcnt given by the Authority.



JOB DESCRIPTION:

(l) Supervision/distribution ofwork in Reportcr's Cell (Urdu);

(.4) Coordination with other concemed bmnches ofthe Sec.etariat; and

(5) Ensure/maintain the quality ofwork along-with standardization thereof;

(6) Any other assignment given by the Authority.

l)esignation: DeputyDirrctor(Rcporting-Urdu)
BS: l8
Report to: Director (Reportitrg-t;rdu)

JOB DESCRII'TION;

Designation:

BS:

Report to:

Designation:
BS:

Report to:

JOB DESCRIPTION:

N.A.I'IO\AL ASSIi\It]L\' Sf CRT--I ARIAT

Director (Reporting-Urdu)

l9

Director Gcnersl (Reporting)

Assistant Dircctor (Reporting-Urdu)
17

Dircctor (Reportin g-Lrrdu)

(4) Rccord the proceedings ofthe Ilouse and Committees thereof:

(5) Assistance to Chief Repoflcr and guidancc to subordinates relating to their
assignments; and

(6) Any oth€r assignmcnt given by the Authority.

(2)
(2)

Iiccord the procccdings ofthe IIouse and Committees thcrcol;and
An\ olher asslgnmcnl gir en br thc Authorrtl .



\ATIONAL ASSEMBt, \ su( RETARIAl'

Designation: Sergeant-At-Arnrs

BS: l9

Report to: .loint Secrelary (Adnin)

JOB D[S('RIPI'ION:

l. Dehil the slal'f on duly at strategic points dudng a session and off session
pcriod. To maintain discipline in thc staff and carry out normal, regular and
surprise checking ofthc stalr on duty:

2. Make fool proof security arrangement inside the hall and around the hall,
which is in the use ofNational Assembly Secretariat with the assistance of
police and olher law enforccmenl agencies:

3. Responsible for over-all salcty ofthe precincts ofthe parliamcnt in the use

of National Asscmbly Secretariat:

4. Arrange ph)sical search and scanning of thc visiror \a'ith activc
collaboration of the policc and securilv staff only at aulhorized enlranccs
into the building and ensure that rhe entrants carry out no item like
arrns/arnmunition, etc:

5. Regulate the galleries of the National Assembly hall and maintain ordor
according 1o the standing ordcrs;

6. Condud Spe?Lkor/Deputy Spcaker and presiding olficer to the National
Asscmbly hall on commencement ofcach sitting;

7. Rc,nain alert and attend thc command ofthc Speaker during session;

8. Arrange sueeping with the active hclp and pafticipation o[ the police
special branch of all scnsitive areas including National Assembly hall.
lobbics, gallerics, liR chamber and route of V.V.I.P in the Parliament
House, etc. belore and alicr the commencement of each sitling o1'thc
Assemblv and visit of the V.V.l-P:

9. Responsible for closing ol all doors of the National Assembly hall and
maintenance ol record thcrcof:

10. Receive detunc MNAS in custody from police lbr anendin8 scssion and
Committee mecting and keep thcm in thc custody as long as they arc thcy
required to stay in the Parliament building;

ll.Receive and scc the off the dignitaries and foreign delegates visiting
National Assembly;



12. Coordinate with the policc olllcer posted in the Parliamcnt House and olhcr
agencies responsible for safety and security olthe Parliament Hosue;

13. Maintain moralc and efficiency oi' the staff through in service training in
comultation uith other orgarir.ation like police, civil dcl'cnse etc;

14. Attend and contribute to meetings of the concemed representativcs of all
security agencies performing duties in the Parliament llouse aimed at
solving the shon zurd long-lerm security problcms; and

15. Perlornr anv other dulies as assigncd b)' superior(s).



\AI'IO\,\L ,ISST]\I BI-\ S},( 'RETAIiI, \1'

DesigDation: AdditionalSorgeant-8t-Arms/DeputyScrgcant-At-Arms

tls: t8n7

Report to: Sergeaot-At-Arms

JOB DIiS(,I{IPTI()]I{:

l- Enforce orders of the Speaker as and when so inslrucled so as to preserve
ordcr in the House;

2. Supervise the staff oD duty at strategic points dudng a Scssion and off
Session period. Maintain disciplinc in the staff ald carr], out normal,
rcguld and surprise checking ofthc sta1r on duty:

3. Whilc deputizing for thc Scrgcanl-At-Alms conducl Speakcr/Presiding
officer to the National Asscnrbly hall on commcnccmcnl cr1'cach sittingl

4. Receive and soe-off the dignitaries and lbieign dclegates visiting National
Asscmbly;

5. Reccive detune MtrtrAs in custody from plice for attending Session and
Committee meeting and kecp them in the custody as long as they are

required to slay in the Parliamen( building, undcr th(r supervision of the
Sergcant-At-Arms;

6. Verify slips ofvisitors calling on higher officers in the National Assembly;
and

7. Perlbrm etny othcr duties as .Lssigned by superior(s)



NATIO\AI, ASSIiMBLY STCRf TARIAT

Designation Assistant Sergeant-at-.{rms

tls: t6

Report to: Sergeant-.4t-Arms

.IOB DESCIUI t tO\:

1. Whilc deputing for Sergeant-At-Arms, co[duct Speaker,Presiding Otficer
to the Natioml Assembly hall on commencement of cach sitting, as

instructed by the Sergeanl-At-Arms;

2. Provide assistance to enlbrcc ordcrs of the Speaker as and when so
instructed so as to prcservc order in the llouse;

3. Ensure that all the afiangements are made for ensuirlg tighl sccurity in the
House:

4. Rcccive detune MNAS in custody liom police for attending Session and
Comminee meeting and kecp them in the custody as long as tley are
required to stay in the Parliament building, undcr the supervision ol the
Sergcant-At-Arms; ard

5. Veri$ slips of visitors calling on higher officers in the Nalional Assembly;



BS:

NAl'ION..I.L ASSE\1III,\' SECR[1'ARI,\T

Dcsignation Securit]., Assistantllunior Security Assistant

1 09

Rcport to: Sergeanl-At-Arms

.I()I} DI.,SCRII'TIO\I

1. Enforce ordgrs of the Sergeant-At-Arms towards prcscrving order in the
House as a statutory requircmcnt;

2. Provide services as instructcd:

Security inside the Hall and arourd the Hall, which is in the use of
MNA/Secretaiiat:

(ii) Perform routine chccking of individuals entering the building:
physical search and scanning ofrhe visitor;

(iii)

(iv)

Regulatc the gailcrics ofthe National Assembly Ilall:

Closing ofdoors ofthe National nssembly Hall irnd maintenance of
the record thereof; and

3. I)crform any othcr duty as assigned bv supcrio.(s)

(i)



Designatior:

BS:

Report to:

\ATIo\.TL .{SSEITI]I-\' SECRT]T,,\RIAT

Deputy Director (Telecasting)

l8

Engincer Incharge

JOB DESCRJPTION:

(l) Overall supervision ofTelecasting Unit;

(2) Commu[icate with higher authorities for any technical advice/suggestion;

(3) Give directions for the coveragc ofNational Assembly procccdings to thc staff;

(4) Shot selections and video suitching for the coverage ofAsscmbly procecdingsj

(5) Transmission control oflhe Natioral Assembly proceedings tkough in-house
cable uetwork;

(6) Maintenance agreements for l elecasting System and cable services with
different private fi rms;

(7) Provide video records to members of National Assembly proceedings alier
approval from I lonourable Spcakcr;

(8) Cive suggestions for th€ up-gradation ofTelecasting Systcm;

(9) Providing guidelincs to the staff of Telecastitrg Unit for utilizinS the
1'clccasting syslem in piofessional way for smooth operations of Telccasting
System:

(10) Rcporting and counter signing ofACRs of 'l clccasting Staffi and

(11) Provide installation guidelincs ud technical specifications lor thc Closcd
Circuit Television (CCTV) ard security equipmenl i.e. X-ray baggage
machines, walkthrough gates lec. In the Parliamcnt building.



Desigration:

BS:

Report to:

(l)
(2)

NATIO\AL ASSL,}IBLY SECRETARIA'I'

AssistaEt Director (I elecasting)

t7

D€puty Director (T.lccrsting)

ln-charge ofthe Assistanl and lcchnicians ofTelecasting unit;

Responsible for the OperationsMaintenance of lelecasting System in the
National Assembly Hall;

Supervise the recording and all operational activities in the conlrol room;

Responsible for thc leaves, short leaves, LIiPs etc. ofthe Telecasting stafl;

During the National Assembly Session, Assistant I)irector will communicate
the directions of Deputy Dircctor to Assistants and 'lcchnicians for the
coverage of proceedings of National Assembly Sessions;

Responsible for the switching operations in the Contlol Room dudng the
proceeding ofNational Assembly Sessions;

Supervise the video archive and cable network in thc l'arliament building;

Infom all the opeBtional activitics ofthe telecasting ur l to Dcputy Director;

Reporting of ACRS ofAssistant and Technicians;

Any other technical duties assigned by Deputy Director.

(3)

(4)

(5)

(6)

(7)

(8)

(e)

(10)

JOB DESCRIPTION:



Dcsignation:
BS:

Report to:

NATIO\,\L,{SST]N,IBI,Y SIi('Itf,TARIAl'

(l)
(2)

Work under the supcrvision ol Assistant Director;

During procecdings of Natjonal Asscmbly Sessions. Assislants will male
video shots of the members under the directions of Assistanl l)irector with
robolic camems in the telecasling control room;

Managc the recording on VTRs as well as capturing through computers during
the Session;

Responsible for Non-Liflear vidco editing and conversion in non-session days;

Maintain the Video archives including extemal HDD video lapcs tec. OIf the
Assembl) proceedrngs after lhe sessions:

Inibrm Assistant [)irector about any technical faull in the systcm occured
during or non-Scssion time;

Editing of any video/program assigned to tclccasting unit from any
section/branch of this Secrctariat:

Maintain and look-aftcr the big LIIDs installcd in thc hall; and

Any other lechrical duties assigned by Deputy Director/Assistanl Director.

Jutrior Telecasting Assistant

t4

Assistant Director (Telccasting)

(3)

(4)

(5)

(6)

(1)

(8)

(e)

,loB DIs(]li ,l lo\:
( I ) Work undcr the supervision of Assistanl Director;

(2) Supervising the installation and maintenance of cable service in Parliamcnl

. building;

(3) Assist Assistant Dircctor in the Video operations in the corftol room during the
National Assembly Sessions;

(4) Assist Assistants for the Nbn-Linear video cditing and conversion;

(5) Downloading of ditlerent 
.lV 

charnels programs demanded by the Spealer
Office and media wing under the supervision ofAssistant Dircctor;

(6) Inform Assistant Director about ally lcchnical fault in the cable network
occurred during or non-Session timel

(7) Any othcr technical duties assigned by Deputy Director/Assislant Director,

Telecasting Assistant

l6
Assistant Director ( l'elecasting)

JOB DESCIUP I T()\:

Designation:

BS:

Report to:



\ATIONAL .,\SSEN'lI}I-Y SECRETAIiIAT

Drsignationi Trrnsport Officer

BS: l8

Rep0rt to: Depuq Sccrctary (Admn)

l. Assign daily duties to vehicle drivcrs and check movcment register and
log books daily to ensure entries are made in all columns i.c.
name/designation ofuscr, destination. taco metcr readings, puposc, etc;

2. Maintain all vehicles in good running condition. Liaise with Auto
Workshop(s) and l'uel stalions;

3. Check repair estimates from auto workshop(s) icr rcasonableness, and
obtain approval ofcompetent authority for thc work to be carricd out;

4. Keep records ol maintenance and repairs as well as vehicles fuel
consumptiol records;

5. Report high incidence of maintenance arrd rcpat expenses on paflicular
vehicle, as uell as higher than normal consumption of fuel pattem to
supewisor;

6. Providc informarion to supcrior about private use of ofllcial transpon for
further action; and

7. Perform ,uly olhcr duties assigned by superior(s)

JOB DF,SCRII'TION:



tss:

\ATIONAI, ASS[MDLY SIICITITAI{IAT

Designation: JuniorTransportOlficer

l6

Report to: Trrnsport Offirer

JOB DESCRII''I'ION:

l Ensure maintenance of movement registers by the Staff Car Drive$
immediately aftcr the duty:

2. Ensurc inspection and main(cnance ofvehiclesi

3. Ensue maintenance of discipline amongst sraff of the Transpon Cell and
StaffCar Drivers:

4. Ensure transpon facilit)' to all national and irtlerralioual dclegations
proceeding to National Assembly Secretariat;

5. To scrutinize the repair estimates and bills of uorkshops and firms
regarding repair/maintenancc of vehicles:

6. l'o ensure proper accounting, issue and use ofPOL;

7. Llnsure scrutiny of reparr cascs for approval by lhe competent authorities;
and

8. Act in assistance of Transport Officcr for smooth functioning of l ransport
Cell.



\ATIO\AL .{SS}J}I IIL\' SIICRET.\IiI.\'I'

Designation: Transport Assistant / Junior Trrnsport Assistaot

BS: t5/09

Report toi Transport 0Ificer

JOB D[SCI{II'TIo\:

L Ensure maintenance of movement registers by the Staff Car Drivers
immediately alier the duty;

2. Ensure insp€ction and maintenance ofvehicles;

3. Ersurc maiotenance of discipiine amongst stalf of the l'ransport Cell and
Staff Car Driversl

4. Ensure lransport facilit)' to all nalional and intemational delegations
proceeding ro National Asscmbly Secrerarial:

5. 'Io scrutinize the repair estimates aod bills o1' r,r,orkshops and firms
regarding repair/maintenance of vehicles;

6. 1 o cnsure proper accounting, issue and use of POL:

7. Ensure scrutiny of repair cases for approval by the competcnt authorilics;
and

8. Act in assistance of l ransport Officer lbr smooth l'unctioning of Trarsport
Cell.



\,\1 t()N,\l- Asslal\f BI-\' s[ctttal'ARIAt'

Designatiod: SpeechWriter(Urdu/English)

BS: 18

Rcport toi Director (Mcdia)

JOB DESCRIPI tONr

2

Reccive instructions from Spcaker/Deputy Speaker/Sccreta4' to wite speech,
along-with some details about the occasion, topic, executive summary and
outline oftalking points to be covered;

Dmw up drall of spcech, keeping thc occasion and the audicnce in mind and
obtain approval. Keep protocol aspects in view for the opening and closing
pans of the speech;

Finalize script on receiving feedback, incorporating amendments, additions
etc;

Keep self uell informed about local and global cvents. seek guidancc from
Foreign Office about county profle in case offoreign visits;

Relevance ofcontents to pupose and occasion;

Using diplomatic language in sensitive arcas; and

Keep a balamcc betwccn Covemmenl and Opposition $hile u, ting spccches.
remaining non-partisan.

8. Perlbrm ary other duty as assjgned by the supcrior (s)

l

5.

6.

7.

l.



BS

N,\ I Io\ {I, Y ST]CIIETARIAT

Designation: llouseAttendanccOfficcr(Notice)

l8

Report to: Deputv Secrcterl (1.(gislation)

(t) Take physical count of Members present in the House and repon to Spcaker if
quorum is pointed out;

(2) Maintain attendance register of Members attending a session and mo tor
abscnce ofmembers and granl oI leave under the Rules ofProcedurc:

(l) Prepare list ofMNAs in alphabetical order for input into seating arrangements;

(4) On prorogation of the Assembly, prcpzte summary of attendancc aurd givc
copy to budget branch for their action relating to payment o1'allo\r'ances etc;

(s) Prcpare summary of attendarcc of Members on the prorogation of each
session;

(7) Perlbm any olher duty assigned by senior ofticers

.TOB I)ESCRII'TION:

(6) Prepare summary ofattendance on after prorogation ofeach Session o1'

r.-ational AssemblytJoint Session: and



N,\TIO\,\L ASSlrll 1rr.'l' SI:(rllET.\RL\r'

Carage Supcrintcndcnt

12

Trsnsport Oflicer

Designationi

tls:

Report to:

,I0B DESCRIPTIO\:

l. Salb ard cautious driving ensuring salbty ofpassengers and vehicle;

2. Ensure inspection and maintenance ofvehicles;

3. Ensure maintenance ofdisciplilte amongst StaffCar Drivers;

4. Ensurc transpoft facility to all national and intrnalional delegations
proceeding ro National Aqscmbly Secrerariat:

5. To scrutinize thc admissibility of rcpair requests before submission lo the
Transport Cell regarding ropair/maintenance of vehicles;

6. Act in assislance of Transport Officcr for smooth functioring ofTransport
Cell.

7. Any other duty rxsigned by the supe or(s)



NATIONAL ASSf MBLY SECRETARIAT

05BSr

DesigDation llook Binder

Report to: Deputy Librarian

JOB DI]SCRIPTION:

L Binding of documcnts,/books/reports;

2. Repairing ofdamaged bindings ofbooks;

3. Spiral binding of papers/documenls/reports of Standing Commiftees of
various branches of this Secretariati

4. Maintenance o rccord placed in the Library;

5- Arrangc newspapers & periodicalsi

6. Spine labeling ofbooks; and

7. Any other duty assigned by the Chief Librarian.
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Bus/Staff(lar Drilcr

Junior Transport Officer

JOB DESCRII'TIONI

l. Safe and cautious driving ensudng safety ofpassengers and vehicle;

2. ED-$ure inspection and maintenance ofvehiclcs;

J. Ensure maintenance of discipline arnongst staffof the'lranspon Cell and
Staff Car Drivers;

.1. Ensuro lransport facilitl' to all nalional and inlemational dcle8ations
procecding to Natir-rnal Asscmhl) Seeretariat;

5. To scrutinize thc repair estimates and bills of workshops and firms
regarding repair/maintenance of vehicles;

6. To ensurc proper accounting, issue and use of POI-;

7. Ensure scruti[y of rcpair cases for approval by the competent authoities;
and

8. Act in assistance of Transport Ofiicer for smooth lirnctioning of Transport
Cell.

Designation:

BS:

Report to:
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Designation: Despatch Rider

Report to: Superinlendenl (R&l)

JOB DESCRIPTION:

l. Delivcr mail and lilcs elficicntly;

2- Deliver official documents, mail and fiies etc to the Ministries, l)ivisions,
Iield olfices and other agencies, departments etc;

3. Maiotain safcty & security ofollicial mail;

4. Take proper receipt on delivery ofdaki

5. Maintain dak book;

6. Maintain official conveyancc;

7. Provide daily compliance report to Superinte.dcnt; and

8. Pcrform any other rcsponsibility assigncd by the competent authoritl.

0lBS:



Designation:

lls:
Report to:

JOB DESCRIPTION:

NATIONAL ASS|jMI]LY SECRE'I'ARIAl'

Naib Qasid/Qasid/Dsftry

0 02

Supcrintendent/Ofliccr In-chsrge

1 To organize and maintain office record;

2. To place and retrieve filcs liom the record;

3. Stitching offiles as and whcn asked;

4. Courteous and polile intcraction with all visitors to the office;

5. Provide rcfreshments to visitors ofofficersl

6. Carrying lrom one place to another within and outside ollce premises,
ollicial fileVpapers;

7. Maintain tidiness of the office, fumiturc including dusting of office
fumituie, record etc;

8. Conducting visitors to olficerc;

9. Providing drinling r,l'ater 10 the officers and staff;

10. Carriage of steel boxes containing secret/confidential files fiom onc oIficer
to another;

I l. Shifting ofarticles ollight lirmiturc e.g. chairs, sidc racks, smali side tables
ctc. fiom one placc 10 another within ofiicc premises as and uhcn asked;
and

12. Any other duty assigned by the supenors


