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uOHu m<d;a M,odhs;d iïudk ;rÕdj,sh - 2016 
ud¾f.damfoaY ix.%yh ^rdcH wxYh& 

 
ie,lsh hq;=hs 
fuu ud¾f.damfoaY ix.%yfha lreKq wod, lr .; hq;= jkafka whÿïm; iïmQ¾K lsÍu ioyd w;aje,la f,i 

muKs'   fuys WodyrK f,i olajd we;s l%ufõo tf,iskau wkq.ukh lr ;sî Su wfmalaId fkdlrk w;r" wod, 

ks¾Kdhl jvd;a meyeos,sj wjfndaO lr .ekSu ioyd Wmfhda.S lr .ekSug lghq;= lrkak' 

 

1'kdhl;ajh 

1'3 wdh;kfha oelau" fufyjr yd w.hka" wruqKq" ms<sn|j ld¾h uKav,h oekqj;aù we;af;a flfia o@  

wdh;kfha oelau" fufyjr yd w.hka" wruqKq" mrud¾: yd b,lalhka ms<sn|jld¾h uKav,h oekqj;a lsÍu msKsi 

wkq.ukh lrk ,o l%ufõo fudkjdo hkak fuysÈ i,ld n,kq ,efí'  

WodyrK - 

• wdh;kfha oelau fufyjr wdh;khg m%úIaG jk ia:dkfha fyd`Èka m%o¾Ykh lsÍu' 

1'3'1 m%Odk fiajdjka 05 la i`oyd uQ,sl ld¾hh idOk o¾Yl (KPI)  i`oyka lrkak@ 

wdh;kfhka flfrk m%Odk fiajdjka j, tAjd bgq ùu ms<sn`oj fN!;slj oel.; yels mßÈ jk o¾Yl fï 

hgf;a fhdod .; yelsh' 

WodyrK - 

• m%dfoaYsh iNdjl kï ;kk ,o uxudj;a ixLHdj 

• mqyqKq wdh;khl kï mj;ajk ,o mqyqKq jevigykaixLHdj 

• mdi,l kï j¾Ihl§ we;=,;a lr .kakd ,o YsIH ixLHdj 

• mdi,l kï úNd. iu;a isiqka .Kk 

1'5 2015 jir ;=< oS wdh;kfha M,odhs;dj by< kexùu ioyd wdh;k m%Odkshd iy wfkl=;a úOdhl ks,OdrSka 

úiska bosrsm;a l< fhdackd ms<sno úia;r we;=<;A lrkak' 

wdh;kfha M,odhs;djh by< kexùu i`oyd flfrk fhdackdjka úhou wvqfjka jeä M,odhl;ajhla ,eîu 

b,lal lr .;a tjd ùu iqÿiqh' tysÈ iyNd.s;aj l<ukdlrkh wkq.ukh lsÍu fhda.H fõ' 
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1'6 wdh;kfha M,odhs;dj by< kexùu i|yd wdh;k m%Odkshd yd by< l<ukdldrS;ajh úiska fmkajQ wdo¾Y yd 

lemlsÍï úia;r lrkak' 

wdh;k m%Odkshd 

WodyrK  - 

• wdo¾Yu;a kdhl;ajhla iemhSu 

• wdh;kfha hym;a M,odhs;d ixialD;shla ìys lsÍug uq,sl ùu 

 

wfkl=;a by< ks,Odrska  

WodyrK  - 

• wdh;kfha oelau yd fufyjr fyd`Èka f;areï f.k tla tla wxY ndrj lghq;= lrñka  

tu wdh;kfha oelau fufyjr fjkqfjka mejß we;s j.lSï bgq lsÍu 

 

 

1'7 wdh;kfha wNsjDoaêsh Wfoid by< l<ukdldrS;ajh .kakd ;SrK ld¾h uKav,h fj; oekqï oSu i|yd ia:dms; 

lr we;s ;sria iy isria ikaksfõok l%ufõohka úia;r lrkak' 

WodyrK  - 

• isria ikaksfõokh - /iaùï meje;aùu wdos l%ufõo' 

• ;sria ikaksfõokh - úoHq;a ;emE," ì;a;s mqj;am;a wdosh' 

 

1'8 M,odhs;d m%j¾Okh Wfoid ia:dms; lrk ,o fjk u tallhla ;sfí o@ 

 M,odhs;d m%j¾Okh Wfoid fjku tAllhla mj;ajd .ekSu je`o.;a jkafka M,odhs;d ixialD;shla ìys 

lsßfïÈ tA i`oyd wjYH jk iïnkAëlrK lghq;=" úúO m%ldYk" fmdiag¾" oekaùï wdÈh m%o¾Ykh lsÍu i`oyd;a" 

tA yd iïnkaO fmd;am;a wdÈh lshùu i`oyd wjia:dj ,nd §ug;a tu lghq;= ixúOdkh lsÍug fjku 

ks,Odßfhl=$ks,OdÍka fjka lr ;eîu i`oyd;ah'   
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2' n,odhlhska 

2'1 fN!;sl mßirh 

 fuysoS wdh;kfha ndysr mßirh yd wNHka;r mßirh hk folu i,ld nef,a' 

2'1'2 wdh;kfha foam, yd fiajlhskaf.a fuka u fiajd,dNSkaf.a wdrlaIdj Wfoid f.k we;s l%shdud¾. úia;r 

lrkak' 

wdmod l<ukdlrK ie,eiaula mj;s kï th  bÈßm;a lrkak' 

2'1'3 fiajd,dNSka yg myiqlï iemhSu yd úYajdih oskd .ekSu i|yd f.k we;s l%shdud¾. úia;r lrkak' 

fiajd,dNSkag ;u fiajdj ;Dma;su;aj bgqlr .ekSug myiqjk fia wdh;kfha wNHka;r yd ndysr mßirh 

ukd f,i ms<sfh, lr ;sîu fuys§ i,ld nef,a'  óg wu;rj wdh;kfha ld¾hlaIu;dj by< kexùug mß.Kl 

;dlaIKh fhdod .ekSu;a j.lsj hq;= ks,Odßfhl=f.a wëlaIKh hgf;a wdh;kfha wxY jYfhka meñKs,s yd 

fhdackd ,nd .ekSu;a jeo.;a ldrKd f,i i,ld nef,a' 

2'2 ld¾h uKav,h 

2'2'1 wdh;kfha iEu ;rd;srul u idudcslhl= i|yd /lshd úia;r (Job Discription) ,nd oS we;a o? 

wdh;kfha n|jd .kakd ;k;=re j,g muKla /lshd úia;r ilia lr ;sìh hq;=h' 

2'2'2 wdh;kfha ish¨u rdcldrs iïnkaO ,sÅ; meyeos,s lsÍï(Work Manuals)$l%shdj,s ix.%y^ Process Manual& 

ilia fldg idudcslhkaf.a mrsyrKhg f.k ;sfí o? 

fuys§ rdcldßj,g wod, jev mshjrhka" jev Wmfoia" ld¾hd, w;afmd;a hkdÈh ksiswdldrj ia:dk.; 

lr ;sîu;a wod, mßÈ wod, ks,Odßhd úiska tajd ksis mßyrKhg ,lalr ;sîu;a i<ld nef,a'   

2'2'3 wdh;kfha iEu wxYhlu" iEu l%shdj,shl u iM,;djh iy iuia; jYfhka M,odhs;dj by< kexùu i|yd 

ld¾h uKav,fha fhdackd iy woyia ,nd .ekSug l%ufõohla (Staff Suggessions Scheme) ;sfí kï úia;r 

lrkak' 

fuys§ fhdackd ,nd .ekSfï l%ufõohka .ek fukau ,nd.;a fhdackd ms<sn| fidhd ne,Sug lñgq m;a 

lsÍu;a" tu lñgq ksis ks,Odßfhl=f.a j.lSug hg;aj l%shd;aul ùu;a fidhd nef,a' 

 

 

 

2'2'4 wdh;kfha iuia; ld¾h uKav,h yd wxY w;r ukd iïnkaO;djhla we;s lrñka iduQysl nj$lKavdhï 

l%shdldrlï by< kexùu i|yd wkq.ukh lr we;s l%shdud¾. úia;r lrkak' 
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WodyrK -  

;;a;aj lj ;r." oekqu fnod .ekSu" l%shdj,s jeäÈhqKq lsÍï ^Best Practices) wfkl=;a wxY yd wdh;k 

w;r yqjudre lr .ekSu" wdh;kfha wxY w;r ks,OdÍka ia:dkudre lsÍu" Y%uodk" fmdÿ lghq;=" iduqysl ye.Sï 

j¾Okh lsÍfï jevigyka' 

2'3 udkj iïm;a ixj¾Okh 

2'3'1 ld¾h uKav,h i`oyd mqyqKqj ,nd oSug úêu;a l%ufõohla ;sfí o@ 

wdh;kfha ks,OdÍka úiska mqyqKqj i|yd isÿlrk b,a,Sï" udKav,sl ks,OdÍka úiska rdcldÍ lghq;= bgqlr 

.ekSfï§ y÷kd.kakd úfYaIs; mqyqKq wjYH;d" w¨;a úIhla mjrk úg ,ndÈh hq;= mqyqKqj hkd§ jYfhka mqyqKq 

wjYH;d y÷kd.; yel'  wk;=rej wod, ks,OdÍka wjYH;djh mßÈ mqyqKq jevigyka j,g fhduq l< yel'  óg 

wu;rj ksmqK;d is;shu uÕska y÷kd.kakd ks,OdÍkaf.a odhl;ajh ,ndf.ko fiiq ks,OdÍka mqyqKq l< yel'  

mj;ajk ,o mqyqKq jevigyka ms<sn|j miqúmrï lghq;=o isÿl, hq;=h'   

2'3'2 ld¾h uKav,h fj; iqnidOk myiqlï iemhSu" tajd jeä oshqKq lsÍu yd mj;ajdf.khdu i|yd f.k we;s 

l%shdud¾. fudkjd o? 

WodyrK  - 

• jev mßirh úêu;a lssßu" wjYH iïm;a ,nd§u" ikSmdrlaIl lghq;=" mqia;ld, fiajd hkdÈh' 

 

2'3'4 lKavdhï ia:dmkh lsÍu 

WodyrK -  

5S ú.Kkh" ks,OdÍkaf.a iqNidOk lghq;=" ÿla.eksú,s" fiajd ;;a;ajh jeäÈhqKq lsÍu jeks lreKq j,g 

wod, jHdmD;Ska 

3' ls%hdj,s jeä oshqKq lsrSu 

3'2'wNHka;r ld¾hd,Sh mámdàka ir, l< wjia:d olajkak 

WodyrK  - 

wNHka;r ld¾hd,Sh mámdàka ir< lsÍu i|yd ;dlaIKh Ndú;h" m%udohka y÷kd.ekSu" tlu ld¾h kej; 

kej; isÿlsÍu je<elaùu" jerÈ wju lsÍu" msßlaiqï ,eia;= ^Check List& Ndú;h jeks l%shdud¾. Ndú;d l< yel'  
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3'3 wNHka;r yd ndysr fiajdjka jeä oshqKq lsÍu i|yd m%ñ;Ska y`ÿkd .ekSu 

^w& wNHka;r mdrsfNda.slhd iïnkaO fiajd 

WodyrK -  

• wdh;kfha ;dlaIKsl fuj,ï j, fodaIhka yg.;a úg tajd h:d;;ajhg m;alsÍu" ,sms øjH i|yd jk 

b,a,Sï" w;a;sldrï ,nd .ekSï jeks lghq;=' 

 

^wd& ndysr fiajd,dNSka iïnkaO fiajd 

WodyrK -  

• mqrjeis m%{ma;sfhys - ld,h wju lsÍu" meñKs,s úi§fï ld,h wju lsÍï jeks lghq;=' 

 

3'4 jeä oshqKq l< l%shdj,Ska iy y`ÿkajd ÿka m%ñ;Ska úêu;aj ikaksfõokh i`oyd f.k we;s l%shdud¾. fudkjd o? 

WodyrK  -miqúmrï lsÍu' 

3'5 fiajdjkaf.a .=Kd;aul Ndjh by< kexùu i|yd w.h tl;= lsÍug .;a l%shdud¾. úia;r lrkak  

WodyrK -  

• fplam;a uqøKh lsÍu" flá mKsjqv uÕska oekqï§u" fiajl ;Dma;sh jeäÈhqKq lsÍu hkdÈh' 
 

3'6'3 úêu;a f;d. md,khla ia:dms; lsÍu i|yd f.k we;s l%shdud¾. fudkjd o? 

 
WodyrK -  

• msßlaiqï ,eia;= ^Check List& Ndú;h" l%shdldÍ ie,eiau Ndú;h" ld,jljdkq ksYaph lsÍu" f;d. uÜgï 

,l=Kq lsÍu" f;d. iemhqïlrejka ,shdmÈxÑh yd iemhqïlrejka ms<sn| hdj;ald,Sk f;dr;=re 

mj;ajdf.k hdu" f;d. iïnkaO m%jdyk lghq;= úêu;aj mj;ajdf.k hdu' 

 

3'7 wdh;khg wod< o;a; yd f;dr;=re moaO;shla mj;S o? 
fuys§ wdh;kfha b;sydih ms<sn| f;dr;=re" úIhdkqnoaO f;dr;=re moaO;s mj;ajd f.k hdu" l%shdj,s 

jeäÈhqKq lsÍu hkdÈh i,ld nef,a' 
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3'8 wdh;kfha iuia; M,odhs;dj by< kexùu i|yd f;dr;=re ;dlaIKh Ndú;d lsÍu'^e - productivity& 
 

WodyrK -  

• ,smsøjH weKjqï lsÍu" bkafjkaá% Ndú;h" /iaùï jd¾;d hkdÈh i|yd mß.Kl ;dlaIKh fhdod .ekSu 
hkdÈh'  

04' ld¾hd, l%u 

4'1 ,smsf.dkq kv;a;=j 

 

,smsf.dkq j, l%uj;a nj" úêu;a nj" weiqreï" läkñka fidhd.ekSu" y\qkd .ekSu"kv;a;=j ^hdj;ald,Sk lsÍu& 

isÿ jkafk flfia o olajkak 

 

,smsj, m%ñ;sh yd ,smsj, ld¾hlaIu;djh" ,smsf.dkqj, m%ñ;sh" wmyrK l%ufõo" f,aLkd.dr.; 

lsÍu hkdÈh'  

 

4'3  ú.Kk úuiqï wju lsrsug .;a ls%hdud¾. 

iEu wdh;khlu ú.Kk úuiqï f,aLkhla mj;ajdf.k hd hq;=h'  ú.Kk úuiqï wju lsÍu 

i|yd wëlaIKh" kS;sÍ;s j,g wkql+,j lghq;= lsÍu hkdÈ l%shdud¾. wkq.ukh lsÍufuysÈ i,ld 

nef,a' 

5' fiajd,dNS ;Dma;sh uekSu iy rdcH NdId m%;sm;a;sh ls%hd;aul lsÍu 

5'2 tA i`oyd wkq.ukh lrk l%ufõo úia;r lrkak' 

WodyrK -  

• wdh;k m%Odkshd úiska f;dr;=re ,nd.ekSu" wxYNdr ks,Odßhd úiska wdh;kfha fiiq ks,OdÍkaf.ka 

f;dr;=re ,nd .ekSu" WmfoaYljrfhl=^Mentor& fhdod .ekSu" we.hqï l%u Ndú;h hkdÈh'   
 

5'4'1' mqrjeis m%{ma;sh hdj;ald,Sk lrkafka o@ 

 

• mqrjeis m%{ma;sh hdj;ald,Sk lsÍfï§ wdh;kfha fiajlhkaf.ka fukau fiajd,dNSkaf.ka o woyia 

yd fhdackd ,nd.; hq;=h'  

5'5'wNHka;r fiajd,dNS ;Dma;sh 

WodyrK  - 

• wdlD;sm;% Ndú;h ^Wo:-iïm;a ,nd.ekSfï§" iqNidOk myiqlï" mqyqKqj hkdÈh&' 

• ld¾h uKav, /iaùï j,§ f;dr;=re ,nd .ekSu 
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5'6 rdcH NdId m%;sm;a;sh ls%hd;aul lsÍu 

 rdcH NdId m%;sm;a;s wdh;k .; lsÍu Wfoid f.k we;s ls%hdud¾.hka i,ld nef,a' ff;% 

NdIdjka  wdh;ksl lghq;= fufyh ùug ld¾h uKav,h n, .ekaùu fjkqfjka ls%hd;aul ùu w.h 

flf¾' 

6'm%;sM, 

6'1 Wmdhud¾.sl ie,eiaug wkqj jQ 2015 jir i`oyd b,lal we;=<;a  ls%hdldrs ie,eiau bosrsm;a lrkak' th 

weuqKqula  f,i olajkak' ^2015'12'31' oskg m%.;sh olajkak& 

Wmdh ud¾.sl ie,eiau wdh;kfha oelau lrd <`.d lrjk m%Odk ie,eiauhs' th j¾I lsysmhlg wod, 

ld,mßÉfþohla fjkqfjka ms<sfh< flf¾' 

oelau<.d lr .ekSu i`oyd Wmdh ud¾. jYfhka fhdod .kakd ls%hdldrlï fuu ie,eiaug we;=<;a flf¾' 

fuu ie,eiafï tla tla j¾Ih fjkqfjka j¾Ihl ld,h i`oyd ms<sfh, lrk ie,eiau ls%hdldß ie,eiau fõ' 

tu jd¾Isl ls%hdldß ie,eiau udislj iudf,dapkh fldg m%.;sh .Kkh flf¾' 

6'2 iïm;aj, ld¾hlaIu yd M,odhS Ndú;h 

6'2'1  uq,Hiïm;a 

• jd¾Isl uq,H ie,eiaug wkqj uqo,a ,nd .ekSSug lghq;= lr ;sfío@  

• ie<eiaug wod, l¾;jH i|yd uqo,a fhdojd ;sîu    

• ie<eiafï wod, ld, jljdkqj ;=, uqo,a úhoï lr ;sîu   

• j¾I wjidk uq,H m%.;sh fln`oqo@  wdoS lreKq  

 
hk lreKq flfrys wjOdkh fhduq lrkak 

 

6'2'2  ia:djr iïm;a ^bvï" f.dvke`.s,s" jdyk" hka;% WmlrK jeks& 

• bvï" f.dvke`.s,s hka;%iQ;%" jdyk" WmlrK wdosfha kv;a;= lghq;= úêu;aj isÿ lrkafkao@ 

• kv;a;=j i|yd jevms<sfj,la ;sfío@      

• tu jevms<sfj, wkqj kv;a;;= lghq;= isÿfõo@    

           ^oskm;d $udislj $ ff;udislj $ jd¾Islj& 

• ia:djr j;alï Wmrsu f,i Ndú;hg fhdod .kafkao@      

• ks,OdrSkaf.a ldur fjka lsrSu      

  ^wod, wdh;kh wkqj fjkia fõ' Wod -( ffjoH ldur" idhk& 

• jevia:dk fjka lsrSu yd ilia lsrSu      

   ^ Wod -( frday,lkï jdÜgqj & 
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• wfkl=;a ia:dk M,odhsj fhdod .ekSu     

   ^ Wod -( .nvdj" f,aLkd.drh & 

 
hk lreKq flfrys wjOdkh fhduq lrkak 
 
 
 

6'2'3  ld¾hd, WmlrK   

• ld¾hd, WmlrK úêu;aj kv;a;= lrkafkao@     

• kv;a;= lsrSfï jevms<sfj,la ;sîu  

• w`M;ajeähd lr kej; Ndú;hg .;a wjia:djlg      

• ffokslj Ndú;d jk ,smsøjH yd ld¾hd, WmlrK wrmsrsueiqïodhl wdldrfhka Ndú;h  

i`oyd jevmss<sfj,la ;sfío@     

• mrs.Kl yd wfkl=;a hka;%iQ;% M,odhS f,i Ndú;d l, wjia:d   

          ^Wod -( mrs.Kl ,sms ghsma lsrSu fjkqjg bka Tíng f.dia mrs.Kl  

jevigyka ks¾udKh" o;a; moaO;s ks¾udKh jeksfoa& 

• tjeks WmlrK iïnkaOfhka ld¾h uKav,h ukd mqyqKqjla ,nd ;sîu  

hk lreKq flfrys wjOdkh fhduq lrkak 

 

6'3 fmdÿ ld¾hh úhoï wju lsÍug f.k we;s l%shdud¾. fudkjdo ? 

 wdh;kfha m%jdyk úhoï" c,h" úÿ,sh" ,sms øjH" ÿrl;k yd ;emE, jeks fmdÿ ld¾hh úhoï yels;dla 

wju lsÍu M,odhs;djh by< kexùug Wmldß fõ' 

WodyrK  - 

• wkjYH úÿ,s myka ksjd oeñu 

• fmdÿ ixÑ; jdyk Wmßu ld¾hlaIu;djhlska yd M,odhl;ajhlska fhdod .ekSu 

6'4 wdh;kh idudcsh j.lSï (CSR) bgq lsrSu foig fhduq ù we;s wdldrh úia;r lrkak' 

WodyrK jYfhka -  

• wdh;kh msysgd we;s mßirfha ;ksju ke`.s isáug wmyiq jk ÿ¾j, wdh;k j,g ke.s isáug msysg ùu 

^l=vd mdi,a" frday,a" fjk;a iqn idOk wdh;k& 

• iaNdúl wdmodjka j,§ È<sÿ ck;djg iyh ùu ^.x j;=r$khd hEï$iQkdñ& 

• rfÜ mj;sk rchg muKla ueÈy;a ù lrf.k hdug wmyiq lghq;= j,È ueÈy;a ù odhl;ajh ,nd §u 

^rcrg jl=.vq m%Yakh$ ux ikaêj, N+ñ w,xlrk lghq;=& 
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