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(1)  DEPUTY DIRECTOR GENERAL |

A. FUNCTION: _ '

SupervisasIregulatizatioﬁ and development related

activities in Sindh Katchi Abadis carried out by SKAA

.B. RESPONSIBILI]ﬁES:
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Monitors regularization work:
Mggitors development work -

ek
Sustvises the work of XEN

Scrutinzes PC~-I schemes

Scrutiuzes work products submitted by consulting firms

Maintains statistics about regularization and
development work

l

Co-ordinates with Local Gouncxls

Member of Technical committee, scrutiny committee,
Advisory committee, upgradation committee

Represents the Authority in cases before Ombudsman

Attends to Assembly Questions

Receives and submits prescribed reports

Attends all meetings in the absence of Director Gemeral
Any other duty assigned by the Director General




TOR .FINANCE & ADMINISTRATION

Financial management and general administration..of SKAA

. RESPONSIBILITIES:

Plans, organizes, implements and monitors financial
administration including audit of the Authority

Prepares annual vevised budgets ‘

Competent- authority next to Director Gemeral under
delegation of financial powers

Drawing and disbunsing officer for SKAA Head Quarters,
Incharge establishment of HQS

Investigates complaints against officers/functionarias
of SKAA

Plans, organizes, implements and monitors establishment
affaivs of SKAA

Member/Secretary of the vaerning Body SKAA
Any other duty assigned by the Director General

to the Director Gemeral

yfiﬁg@@ial implications put up to
to be routed through DF & A
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3) DEPUTY DIRECTOR (HQS)

Under direction, plans develops and monitors systems
and procedures to streamline working of SKAA and carries out
research for the purposes,

B. RESPONSIBILITIES:

1. Undertakes research studies on various reports of

regularization, upgradation and survey work of
Katchi Abadis

2. Evolves appropriate systems and action plans for
conducting socio-economic and physical surveys
for purposes of regularization of Katchi Abadis
and monitoring thereof

P Updates and implements systems/procedures of
challan payment

b Incharge challan cell of Karachi Field Office

Se Organizes workshops, seminars and training
programmes . '

6.  Prepares Quarterly reports on SKAA's working

b Y Any other duty assigned by the Director General .

I Regularization
Field Directors



DEPUTY DIRECTOR,KARACHT FIELD OFFICE
© A, FUNCTIONS

R Plunnlﬁg and management of lease work in
P Katchi Abadis, Karachi

- AT .
p. 1. Plans and organizes lease work in
katchi abadis % manages lease camps

Accelerates lease programme and
b k:{fneneadéry measures in this

ds to public _q:gd;_pt_a,_tnl:;s with
ard to lease work and tries to
~them on the spot

du ‘Iwzzﬂtﬂ by  the



'(4) DEPUTY DIRECTOR. (CO=ORDINATION)/PLANNING OFFICER

A, FUNCTION:

Co=-ordination of activities between HQS and Field
Offices. Co-ordinates working relationship between SKAA

and
outside agencies.

B. RESPONSIBILITIES:

1e Conducts workshops and seminars
- Protocol duties as directed
B e Co=-ordinates with HQS and the Field Offices in

disposal of pending references

Co-ordinates with UNICEF, UBS and Shelter Project
5. Arranges local/foreign trainings

4o

6. Co-ordinates with legal advisors of the Authority

7 Records and prepares minutes of meeting in SKAA
monitors their implementation

8 Manages pension contributions, G.P Fund, Benevolent
Fund and Group Insurance in SKAA

Se Maintains uptodate record of funds in SKAA and
plans efficient investment proposals

10. Reconciles bank statements

i 1 B Audit of the the Authority

12. Any other duty assigned by the Director General

C. RELATIONSHIPS:

1. Reports to Director General through Director
Finance and Administration

Works closely with HQS and Field Offices

Co=-ordinates with outside agencies in the
performance of his duties
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Under direction, plans, organizes directs and
controls the 'establishment' affaits of Headquarters

B. RESPONSIBILITIES:.
1. Responsible to deal with service matters of SKAA
officers/employees as under:-

1.  appointments

<k promotions
3.  move-overs
i 4

Transférs and postings:

5.  Leave and tetirement cases
6.  Maintenance of service-bdoks and ACR dossiers
Tn Issuance of seniority lists

ﬁiﬁ.ﬁf@t‘tﬁiﬁx-.-nmﬂa1:_.51.

.f...'@‘ s ';viuss the work of ministerial establishment
~ (®) Sees -ﬁ%ucﬁpline is maintained




(6)  ASCISTANT DIRECTORCPINANCE) JHXF )

Maintains and mana

© Authority
B. RESEONSTBIUITIES:

1. ,Prepares annua

ges funds and accounts of the

1 budget and revised budget

ceurate and uptadnuracord of funds
eir vecord

e expend-

s 'ﬁalﬁtatns=an a

3, TReleases development funds and maintains th

4. Disbursement of salaries and other admissibl
iture from no -development fund

5. Maintains current account and PLA

6. Reconciles tntér office accounts

3. Manages SKAA welfare fund and account

8., TA DA and other allowances

9. Any other duty assigned by Director Finance &
Director General
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(8) AssS DIRE REGULARTZAT

Under direction, regularization and notification
of katchi abadis ~

B. RESPONSIBILITIES:.

1.  Communicates with land-owning agencies/governemnt
departments regarding nottficatiuu of katchi abadis.

2. Carries out joint demarcation before issuance of
notification

3. Issues notifications

4, Monitors regularization wotk

S Collects and maintains uptodate statistics regarding
regularization and lease work of katchi abadis and
recovery of lease money ' ]

6 Conven.es meetings of Technical Committee, Scrutiny

' Committee,Advisory Committee and Upgradation :

y Committee ' '

E Any other duty assigned by the Director General




"(10) TRANSPORT OFFICER

« FUNCTTON:
Maintenance and upkeep of governmént vehicles

B. RESPONSIBILITIES:

1., Incharge of drivers in SKAA HQS

B Maintenance and service of vehicles

3. Ensures timely payment of motor vehicle taxes
and keeps uptodate motor vehicle papers in all
repsects '

b Enforces P.0.L. ceilings

5e. '

Any other duty assigned by DF&A/Director General
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. \ Under direction, plans and designs for upgradation of
 Ratchi Abadis

Assists in physical checking and sample verification

bf survey material and other work products submitted
by consulting firms

AssistSHin the scrutiny of PC-1 schemes prepared by
various local councils/consultants

Assists in submission of PC-1 schemes to P&D Deptt.
for their npprﬂval and Eunding

Prepares reports/statements in respects of development
‘schemes and development works

Bﬂals with correspondance relattng with his funatians
Any other duty assigned by the Director General

e
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I Projects the activities of SKAA, builds rapport of
~ the Authority with other government departments and .
maintains effective public relationship

B. RESPONSIBILITIES:

1. Prepares press releases for approval
2. TInsertion of news in press, vadio adn television
and their follow up

3. Prepares and makes arrangements for printing of
promotional literature, rochures etc. relating
with SKAA

4. Makes arrangements for meetings held in the HQS of SKAA
as directed by the Director Genetal

S. Briefs representatives of print and electronic media
about the projection and promotion of activities

i 6, Pursues cases of the Authority stuck up in the
. o gac:etéftat and other departments
! ié - 7. Assists in public information programmes

3_ o o = oEa ) r&nxfﬁiﬁgr.&ﬁby #ss{anedrﬁﬁ.ihh'ﬂithggﬁr General




(1) seyion wwavoums pwson
A, EUNCTTON:

Supervisory funation regarding drafting, creation
and maintenance of standard maps.

NSIBIL

: 1. Supetvises and monitors the work of Assistant/Junior
i D EUghts persons

2. -ﬂa::i-l out joint verification of area of survey plan
- supplied by consulting ficms

8 Verifies supvey wntariil!dncuﬂtntq=ll per T;nnn.
b, Scrutinizes draftistage of P.C.1

5. Any other duty assigned by the nt:nctot»clhirnl
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(12)  JLNIOR/ASSISTANT DRAUGHTS PERSON et
' I

A. FUNCTION:.

Under "di;r_&n'f;iqn, drafting and creation of standard maps

B. RESPONSIBILITIES:
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(17)  MISCELLANEOUS. :

Responsibilities of other officials:

L. PRIVATE SECRETARY:

RESPONSIBILITIES:

1. To attend telephone and to keep record of trunk calls

2. To arrange engagements of DG and maintain an engagement diary

3. To prepare papers for meetings and interviews

4. To see that matters requiring the Director General's
attention are brought to his notice in sufficiently
good time and in complete and proper form

5 To receive and arrange and where necessary, register
the DG's papers and correspondence including secret
and top secret papers

6. To keep record of suspense cases and to see that such
cases are put up to on due dates

7. To keep reference books uptodate

L . 8. To attend the work connected with Director General's

tours etc,

Q.

10.
11.

1 2,

~ To attend telephone and to
IT° .
oth

To keep proper record of movement of files and other
classified documents put up to Director Gemneral

‘To receive and conduct visitors

To type letter/summaries which are issued under the

- signatures of Director General
~ Any other duty assigned by the Director General

2. PERSONAL ASSTSTANTS/STENOGRAPHERS:

RESPONSIBILITIES:

Taking dictation,

_ : rendering transcript
other typing work v EARACEiDts nd doing

o A keep record of trunk calls
SENE 2o movement of files and

(9f suspense cases, where ordere
ion on due dates . Croered,
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