DEPARTMENT

Job Descriptions

“Punjab Augaf Organization

Scanned with CamScanner


https://v3.camscanner.com/user/download

Index

— Post/Office Page No.
Director General Dircctorate of Religious Alfairs) |
Assislant Direclor ASSistant Divector Religious AfTairs [

w&& Tarbiyal) 2

_| Provincial Khaleeh 2
/oml l(hnluh T A 3
District Khateeh~ ~~ " " Ty
Khateeb/lmam 7 ) - R
Muazan/Khadam ' 4
Mudrras T T T4
Assistant Dircelor Aiwan-c-Sofiya B 4
Assistant Librarian 4
Deputy Dircetor Ulama Academy 3
Assistant Dircctor (Training) Augal Academy 5
Assistant Dircclor (Educalion) Auqaf Academy 3
Librarian Augal Academy 6
Rescarch Associale 6
Rescarch Fellow 6
Admin Officer 6
Supervisor Tajweed-o0-Qiral 6
Rais-ut-Tabligh 1
Excculive Officer Markaz Marif-c-Auliya 7
Rescarch Officer 7
Rescarch Fellow 7
Assistant Tibrarian g

| Dircetor Administration (Directorate ol Adwministration) Y
Deputy Dircctor Admin 9

27 | Assistant Dircctor Admin-1. _ T (e
Assistant Dircctor Admin-11° 10
R&I Seclion 10
Store Head Office 10
Public Relation Officer 10
Legal Advisor 11
Assistant Dircclor Litigation 11
Incharge I.T Lab/Programmer I
Incharge Control Room 12
Dircctor Project (Dircctorate of Project) 13
Excculive Engincers 13
Depuly Director Architect 13
Assistant Engineer 14
Sub Enginecr 14
Circle Head Drafls Man 14
Head Dralls Man 14
Drafls Man e
Tracer 4
Dircctor Estale (Dircctorate of Estate) R
Depuly Diveclor Estate-| 1S 2%

Scanned with CamScanner


https://v3.camscanner.com/user/download

JOB DESCRIPTION.
RELIGIOUS AFFAIRS WING.

1. DIRECTOR GENERAL RELIGIOUS AFFAIRS:

[ To supervise eslabishment  mallers of Aimma/Khulaba, Mudarnseen,

Muazzaneen, Khuddamm and other slalff relaling lo mosques.

2 To gude and supervise working of Provincial, Divisional and District Khalibs in
discharge of their dulies and implementation of directives of Central / Provincial
Governmenls.

3. To conslitute and supervise working of Religious Purpose Commitlees of
Mosques and Shrines under administrative conlrol of Augaf Organization.

4, To organize Seerat-un-Nabi Conference at Provincial level in accordance with the
mslruchions issued by e Cenlial Govennuent and Lo arrange such conlerences

| at Zonal/Divisional levels.

5. To supervise conduct of Annual Uroos at shrines under control of Auqaf.

6. To assist the Ittehad Bain-ul-Muslimeen Committee in ils functions.

7. To assist Mulahida Ulema Board in its meelings and functions.

8. To assist Punjab Quran Board in its meelings and funclions.

9. To conduct monthly meelings of Provincial Ruil-l-Hilal Committee and liaison with

central Ruit-i-Hilal committee.
10.  To arrange and conduct visits of foreign dignitaries at Holy places in Lahore /
Punjab. !
1. To organize seminars/conferences relating to Sahaba-e-Karam, Aulia-e-Karam
and Sufia-e-Kiram.
12 Toorganize Mahafil-e-Naat, Shabina and Qirat competlitions.

13.  Todeal with Assembly Business relating to Religious Affairs Wing.

14, To supervise working of Markaz Maarif-e-Aoliya, Jamia Hajwaria, Awan-e-Sofiya
and Ulama Academy.

5. Any other assignment/task specially enlrusted lo Religious Affair Wing.
2. ASSISTANT DIRECTOR RELIGIOUS AFFAIRS:

1 Action on directives / references received from the President House

‘ Islamabad / Governor Punjab Secretariat.

F 2. Disposal of directives received from the Prime Minister / Chief Minister's
Secretarial.
3. Disposal of Minisler Auqaf's directives / orders.
4. Disposal of CAA's orders / direclions,
5. Disposal of references received from the Punjab Ministers and

Political Secrelaries / Advisors to Chief Minister Punjab.
6. Service mallers of all Khalib / Imams and Muezzins / Khadims,
7. Move over cases of Khatib / lmams and Muezzins / Khadims.

8. Disciplinary aclion againsl Khatibs / Imams and Muezzins.
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9 Aclion on press cutlings,

10. Aclion on reporls 'eceived from he Punjab Special branch police.
I Issuance of mslruclion lo Khalibs/imams on the religious occasions.
12, Mainlenance of seniorily of Khalib/Imams.

13.

Any other assignmentiask specially enlrusled lo Religious Affair Wing.

ASSISTANT DIRECTOR {Tablccqh_&anhivﬂ)

1. Implementalion of direglives / ielerences recelved rom the President
House Islamabad / Governor Punjab Secretariat.

2. Disposal of direclives received fiom the Prime Minislar / Ghief Minisler's
Scerelarnal,

J. Disposal ol Minisler Auqal's direclives / orders.

4, Disposal of CAA's orders / direclions,

5. Disposal of references received from (he Punjab Minislers and
Polilical Secretaries / Advisors to Chief Minister Punjab.

6. Service mallers of all Mucddarasin,,

7! Consilution of Religious Purposes Commillees of Shrines and
Important masques.

8. Folding of Provincial annual Secral Conlerences and lo provide assislanca
for holding of Divisional Seerat Conferences.

9. Issuance of instruction to Muddarasin on the religious occasions.

10.  To deals wilh the matters of Purchase of Darrees and Shamianajat.

11, Maintenance of seniorily of Muddarasin.

12. To assisl the organize Seerat-un-Nabi Conference at Provincial level in
accordance with the instruclions issued by the Central Government and to
arrange such conferences al Zonal/Divisional levels.

13. Any other assignmenl/lask specially entrusted to Religious Affair Wing.

PROVINCIAL KHATEEB

PROVINCIAL KHATEEB:

1. To supervise the working of Zonal & District Khateeb.

2. To tender advices to senior officers on religious mallers.

3. To manilor working of Masajid and Madrasa establishment and evaluale
monthly inspection report received from zonal khateeb and districl khateeb.

4. To assisl government in mainlaining religious harmony amongsl various

Maslik and participating in meelings of llahad Ban-ul-Muslamin

(2]

.To parlicipate in meeling ol DPCs and selection committee for promolion
and fresh recruilment and Masajid and Madlaras Eslablishment.

G. To under lake field visil lo help resolve Ihe dispules erupled helween
Masalik.
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7. Supervise inspections of Augal Mosgues and Madaras to judge their

working and conditions and suggest measures for their improvements.

8. Any other assignment / Tasks assign by the authorily.

ZONAL KHATEEB:

1. To supervise the working of Dislrict Khalaba and Mosque staff. He
submilled monlhly reporl to provincial khaleeh.

2. To deliver speech Khutba al Jumma and Eiden.

3. To preach the namazian about religious mallers three days in a week after
any one prayer/namaz.

4. Remain in his office for official work.

5. To participale in the auclion proceedings of contracts/ leases of Augaf
properties.

6. To participale in the Cash Boxes opening and cash counting.

_ 7. Any other task assigned by the authority.
DISTRICT KHATEEB:

1. To deliver speech Khulba at Jumma and Eiden.

2. To preach the namazian aboul religious matlers three days in a week alter
any one prayer/namaz.

3. Remain in his office for official work.

4. To parlicipale in (he Cash counling.

5. To parlicipale in the auclion proceedings of contracts/ leases of Augal
properties.

6. To supervise the working of mosque staff and submitted monthly report to
Zonal Khateeb.

7. Any other tasks assigned by the authority.

KHATEEB / IMAM

Imamat of Farz Namaz five time a day.
To preach the Namazian about the religious matters daily at some particular time.
To deliver speech, Khutba at Juma and Eidein.

To supervise the working of subordinate staff of Masajid and Madrasa.

LA

To teach the children about Nazra and Hifz Quran and imparting of basic

knowledge about Islam twice in a day (Morning and Evening).

6. To take proper care of mosque Assets and ensure that these are neat, tidy and in
working conditions.

7. To perform other religious virtuals in the mosque and shrines.

8. To participate in the Cash Boxes opening and cash counting.

9 To participale in the auction proceedings of Conlracts/Leases of Augaf properties

Scanned with CamScanner


https://v3.camscanner.com/user/download

10.Any other tasks assigned by Ihe authority. .

o oa W N

> Ln

b

MUAZAN / KHADAM

To recite Aazaan in the masque five time a day.

To keep the mosque neal and lidy.

To lake proper care of mosque assels.

To teach children Nazar and Hifz Quran in the mosque twice in a

day.(morning and evening).

To do imamat of Farz Nimaz in the absence of Khateeb/Imama.

Any other lask especially assigned by the Khateeb/Imam.

MUDRRAS

To lake Nazra and Hifz Quarn classes of children in the madrasa

Quran in the mosque lwice in a day.(morning and evening).

To teach Tajweed-o-Qirat between Zuhar and Asr Prayer daily.

To impart basic knowledge of Islam to children.

To deal with administrative matters of Madrasa.

Any other lask especially assigned by the higher authorities.

AIWAN-E-SOFIYA

ASSISTANT DIRECTOR (Aiwan-e-Sofiya)

1.

2
3.
4

© @ N o o«

To look after lhe matters of Aiwan-e-Sofiya.
To look after the matters of Aiwan-e-Sofiya library.

To purchase and maintain articles of Aiwan-e-Sofiya.

For promalion of Persian Language arrange Persian courses with the

cooperation of Khana-e-Ferhang Iran Pakistan.

Preparation of syllabus for new courses.

To conduct training of new and promotee Managers of Augaf.

To arrange computer courses for Augaf employees.

Training of Augaf employees from Civil Defence Department.

Any other assignment/task specially entrusted.

ASSISTANT LIBRARIAN:

To manage library of Aiwan-e-Sofiya.

To purchase library books/ periodicals on the recommendation of library

Books Selection Committee.

Documentation of books purchased for Library i.e accessioning,

calaloguing, classification, preparation of catalogue cards, elc.

To provide lhe required information / malerial to he readers / visilors.

To arrange and supervise annual stocktaking of books and other library

material.
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Any olher assignment entrusled by higher authorllies.

ULAMA ACADEMY

Deputy DIRECTOR ULAMA ACADEMY:
1

o supervise lhe Iraining, educalional & reaearch work of Ulama Academy.

2, To supervise adminislralive mallers of different soclions of Ulama
Academy.
3. To assisl Principal / Direclor General Religious Affalrs for conducling

Searal Conferonce, suparvising Mahafil-e-Shabina at Badshahi Mosqua
and Qirat & Naal competition.

4. To conduct refresher courses of Aima/ Khutaba & Mozanin Auqal.

5. To arrange the Book feslival al the accasion of Searat Conference.

6. To maintain central library and other libraries of Auqaf.

7. To purchase and mainlain articles of Ulama Academy.

8. To carryoul Augal publicalions.

9. Any other assignment expecially enlrusled lo Ulama Academy.

ASSISTANT DIRECTOR (TRAINING) AUQAF ACADEMY

1. To organize lraining courses of Aima /Khuliba and Muazanin according to
the training policy of Auqal.

2. To prepare limelable and mainlain records of allendance, honoraria of
sludents and leachers.

3. To prepare syllabus and timelable for lhe courses being run in Ulama
Academy. |

4, To assist lhe book Exhibition Commitlee in ils functions.

5. To translate Arabic articles into Urdu and Urdu articles inlo Arabic.

ASSISTANT DIRECTOR (EDUCATION) AUQAF ACADEMY

1. To assisl Dircclor General Religious Affairs Augal In managing Madaris and

Schools.

2. To analyze quarlerly reporls submilled by Mucl.arriseen about working of
Madaris.

3. Toorganize hall yearly and annual examinations in Madaris.

4. Toissue Sand / cerlilicales to successful candidales,

To inspecl Madaris and recommend measures for the improvement of

o

educalion in these institutions.
6. To Arrange admission of sludenls in Madaris.
7. To assisl Library Books Seleclion Commillee for purchase of books.
8. To manage grant of scholarships to studenls,
9

 To act as Hostel Superintendenl of Ulama Academy.

10.Any olher assignment entrusled by higher officers,
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8.
9.
10.

o manago Conly

To supervis

atlibrary of Augal,
v fanetioning of olhor Augal librarlon throughout Punjab.

Soerolary Library Commilion, 1o purchase lhrary books /

N10¢ a1 -
penoadicals on {ho rocommondations of Library Books Soloction Commitloo.

Documentation of book

To act ag

8 purchagad for Library 1.0, accoasloning,

calaloguing, clnnsﬂllculinn, praparation ol enlnlogue cards, ole.

To provide tha required informalion / matorlal lo the readars / visllors,
To arrange and suparviso annual slocklaking of baoks and othor library

material.

To visit Auqal librarlos throughout Punjab and sugest moasuros for thair
botlor lunctioning.

To arrango training ol library atall of Contral Library and other libraries.
To arrange book exhibitions.

Any other assignment antrustod by highor olficars

RESEARCH ASSOSIATE

1.

4.

Conslilution of Zonal Rail-a-Hilal commitines and other mallors ralaling lo
il

To arrange Mehalil-a-Naal, Shabina and Qiral compelilions annually.

To conduct monthly meelings of Provincial (Zonal) Roiat-i-Hilal commillee
and co-ordinate wilh other Agencics.

Any other special arrangement/ tasks antrusled.

RESEARCH FELLOW:

1. To carry out proof reading of Maqala Jaal / Augal publications.

2. Toimprove the research malerial of recelved Maqala Jaat/ Olher books.

3. To assist the research officer/ Direclor Ulama Academy for publishing
the Mujallah & olher books.

4. To assist the higher offices for conducling religious events.

5. Any olher assignment / tasks assign by the authorily.

ADMIN OFFICER:

@ o

To look after administrative maltter of Ulama Academy.

To maintain assets of Ulama Academy.

To arrange the religious ceremonies in Ulama Academy.,

To deal the services malter ol Ulama Academy stafl.

Disposal ol references received lram the Direclor Genaral Religious Allairs.

Any other assignment / task assigned by direclor Ulama Academy.

Supervisor Tajweed-o0-Qirat.

1. To train Aamia & Muazzanin in Tajweed-o-Qiral allending training
courses in Ulema Academy,
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To Monitor working of Madaras imparting education of tajweed-o-
Qirat ang €xamine them on quarterly, half yearly and annually.

To issue certificates of Tajweed-o0-Qirat to successful candidates.

To assist in training programs in Ulama Academy.

Another assignment /task especially assigned by higher authorities.

(%)

"

Rais-ut-Tabligh.

1. To sermonize o non-muslim embracing Islam as a religion.

2. To issue certificate of acceplance of Islam as religion by non
Muslims.

3. To educate and imparl basic knowledg'e of islam to newly converted
Muslims.

4. To assisl person requiring solutions of their thoughts/problems in
light of Quran'n Hadith and Figh.

o Another assignment /task especially assigned by higher authorities

MARKAZ MARIF-E-AULIYA

EXECUTIVE OFFICER:

1.

N or woN

9.

To deal with administrative matter of Markaz Marif-e-Auliya.
To look after administrative matter of Jamia Hajweria.
Disposal of reference received from Head Office.

To look after the publishing matter of Quarterly Mujalah Marif-e-Auliya.
To look after publishing other books in Markaz-e-marif-e-Auliya.

To research of new published book.

To follow up the direction instruction received from DGRA/CAA for
conducting seminar in seminar Hall Markaz Marif-e-Auliya.

To assist DGRA for preparation of Kitabcha for annual Urs Hazarat Data
Gunj Buksh.

Any other assignment / lask assign by the authority.

RESEARCH OFFICER:

9.

To contacl with academicians and scholars for the Magala jaat.

Editing of received Maqal Jaat.

Final prof reading after composing of Maqala jaat.

Any olher assignment / task assigned by Mudeer-e-Alla Mujalah Marif-e-
Auliya.

Proof Reading of other books published from the markaz-Marif-e-Auliya.

RESEARCH FELLOW:

1
2

Initial proof reading of Maqala Jaat /books after composing.
To improve the research material of received Magqala Jaal/ Other

books.
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10 a%3651 Ihe Research Officer/ Director General Religious Affairs
lor publishing the Mujallah & other books.
Ta assist the higher ollices for conducling of religious evenls.

Any other assignment / 1asks assignad by the authorily.

Assistant Librarian:

1
2

(&S]

(&)

.
To manage libeary of Markas Muaaril-c-Sulia

To purchase library books/ periodicals on the recommendation of library
Books Selection Committee

Documentation of books purchased for Library i.e accessioning,
eataloguing. classification, preparation of calalogue cards, etc.

To provide the required information / material to the readers / visitors.
Te arrange and supervise annual stacklaking of books and other library

malenal

Any other assignment entrusted by higher officers.
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ADMINISTRATION WING.

DIRECTOR ADMINISTRATION AUQAF PUNJAB

1. ief ‘
Supervision on lhe wiorking of the Auqaf officers and Officials (BS 1-15)

posted in the head office as well as in the zonal offices in the Punjab.

2. Appointmenlt, Promotion and Transfer / posting of the establishments olher
than Mosque and Religious Alffairs eslablishment.

3. Move-over cases of the establishments other than Mosque and Religious
Alfairs establishment and paramedical staff,

4, Constilution of Zonal Jahez Commitlees and ils other mallers.

9. Conducling of Disciplinary cases other than Mosque and Religious Affairs
establishment and paramedical staff.

6. Repair and mainlenance of official vehicles of the Organizalion.
Advertisement of the Organizalion's conlracls, conferences, seminars and
miscellaneous malters.

8. Bills of adverlisemenls.

g. Medical re-imbursement of Organization's employees.

10.  Security equipments and issues of mosques and shrines etc under the
adminislralive control of the Organizalion.

11, Supervision of control room established at Aiwan-e-Augaf.

12, Supervision of Information Technology matter and IT lab.

13.  Court cases, fee and other legal malters of the Organization.
14.  Drawing & Disbursing Officer.

DEPUTY DIRECTOR ADMINISTRATION

7. To assist Director Administration in all matters relating to branches.

8. Supervision of work of the admin branches.

ASSISTANT DIRECTOR ADMN-I

w

_ Establishment cases of officers / officials from scale No.7 and above.

Matters relating to reimbursement of charges of officers.

To issue cheques of all type of payments including salaries lo the staff posted in
the Head Office as Drawing and Disbursing officer.

Jahez commiltees and other matters relating to Jahez.

General and miscellaneous matters relating lo circulars and statements elc.

Financial assistance to the families of employees who expired during service

Dealing appointment, promolion and lransfer / posling of Doclors (BS-17 lo

onward).
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8. Cleaniness and janiorial se

10.Purchase and distnbution of secunty equipmenls,
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Maintenance of vehicles, POL and repair of vehiclos.

f\)

Te make arangements for supply of uniforms to the drivers.
Paym

e

Offce.

Le

Receipl and issue of Dak.

STORE HEAD OFFICE

10. Purchase and distribution of stalionary for Head Office.

1. Pnnting of registers and forms for Head Office and field officers.
12. Dealing other store items.

ASSISTANT DIRECTOR ADMN-II -

SStance to the families of employees who expired during service.

appomment, promolion and transfer / posling of Daclors (BS-17 10

sal of directives, Chigf Secrelary Complaint cell complaints relating lo

nvice mallers al shrines and conlracling for them.

ment of bills relating to lelephones, sui gas, eleclricity and Waler etc of Head

1. Todeal with inquiry cases of the officers / officials of the Organizalion.

2. Posting/transfers of the staff from scale 1 1o 4.

3. Medical reimbursement charges of officials from scale No.1 to 15.

4. Inspection noles of the Chiel Adminisirator recorded from time to time of the
olfices localed in Punjab.

5. To deal with the lour program of lhe officers,

6. To make arrangements for holding Administrators gonference.

7. Scholarship cases of he children of Augal employees getling education.

8. To operate photo machine.

PUBLIC RELATIONS OFFICERS.

1. Publcily and public relations.

2. To counter acl Anli-Auqaf propaganda.

3. Release of adverlisements and issue hand outs in conformity with inslructions.
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To cover Augal ceremonies, publicily during Urses and Press conferences.

Wling, Publication and distribution of brochures on the life and leachings of the
sainls

LEGAL ADVISOR:

1.

2.

6.

To lender advise on legal mallers of the Department and Organization.
Any perform duly assigned by lhe authorily.
To dralt and file appeals in relevanl courls in lime or make arrangement lo file

appeals in lime by the Auqal Counsels in districls other than Lahore.

- Todistribule cases to Auqal Counsels according lo thelr performance.

To check the performance of Auqaf Counsels and set criteria for betterment and
sirengthen the Litigalion cell,

Ta conduchimportant eases of e Depintment.

ASSISTANT DIRECTOR LITIGATION.

9.

10.

1.

12.

13.

To manage liligation cases of the Department in efficient and
better way.

To deal with fee and other matters of the Litigation cell.

To prepare reports for perusal of the authority.

To bridge up a gap between the Depariment and courts.

To maintain lhe dalabase of cases on regular basis and upto

dale.

INCHARGE IT LAB / PROGRAMMER.

1.

2.

To maintain the database and sollware of the Department.

To communicate with IT board / department.

To look after the hardware and software installed in Head Office and other offices
of the Organization and to conduct maintenance and repair of the hardware and

software installed in offices.

. To purchase the IT equipments (hardware and software) and their installation

withoul bearing further expenses of daily basis installations from the markel.
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INCHARGE CONTROL RoOW,
1. To maintain ang fun sollware inslalled in the control room.
2. Togenerale 3 feport on daily basis and present it o the authority.
3. To check all kings of aclivities taking place on shrines where these CCTV
tameras have been installed.
4. To communicale with the company which installs the e-Surveillance system.
5. To protect the environment of control room from strangers.
6. To mnint

isi ing i om
Ain reqislers of achvilies, visilars anel stalf working in the cantrol ro

and therr liming.
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JOB DESCRIPTION OF PROJECT WING OFFICERS / OFFICIALS

- DIRECTOR PROJECTS:
1.

2

Technical advisor 10 lhe Secrelary / Chiol Adminislralor Augal.
Responsible for administrative and general professional conlrol of all public works
being execuled in Ihe deparimenl.

To check the survoyed waql proporiles lor lhe praparallon of Annual Doevelopment
Programme

To check / approve all tho planning, archileclural & slruclural designing of the
schemes

3. To accord lechnical sanclions of the eslimates.
—(8) To accord adminisirative approval of the schemes uplo Rs. 1.00-million.
7. To approve Ihe non-schedule items / rales relating la the sme‘
8. Toinspect / visil Ihe on-going warks under execulion.
9. To pass the work done bills forwarded by the Execulive Engineers for pre-audil and
paymenls lo lhe Conlraclors,
10. To issue cheques lo execuling agoncies for work done.
1. To enlist contraclors In all calegories for axeculion of works In department.
12. Toissuc acceplance loliers and sign the agreement wilh the execuling agencies.
13 To resolves all Ihe lechnical as well as financial issues of the projecls.
14. To approve the NIT for works aprroved.

2. EXECUTIVE ENGINEERS | ENGINEER INCHARGE

I. To check and verily the survey reporl of lhe projects submitled by Assislanl
Engincers/SDO's aller sile inspeclion.

2. To gel check Ihe eslimates as per plan, archileclural drawings & structural design as
prepared by lhe Execulive Engineer.

3. Ta forward Ihe eslimales for accord of lechnical sanclion lo the Direclor Projecls
Auqal. ¢

4. To submil Ihe eslimales for gran! of adminisirative approval lo Direclor Projects Augal.

5. To check Ihe qualily and specificalions of the on-going works being tolally responsible.

6. To forward Ihe work done bills lo Direclor Projecls Augal for payment afler visiling the
sile.

7. To prepare the monthly progress reparl of the works.

8. To call and receive he bids.

9. Fully responsible for execulion design and qualily of works.

3. DEPUTY DIRECTOR ARCHIECTECT:

Archileclure Scclion has been/s:geciﬁc role to perform. Basically, il provides Architectural
services. It Is mainly concerned wilh planning, designing and supervision of archileclural aspecls of all

lhe schemes as under:-
1. Formulation of concepls, schemalle deslgn a [easibility studlos.

2 Development ol masler plans and lay oul plans
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3 Preparalion of working dravings regardin/gqslruclural aspecls/design.
4 Compuler genaralion of 20 & 3D presenlalion and working drawings.
5, Sile supervision of project al various cansiruchion slages.

b. Inspeclion of finish projects al [he time of handing over / laking over.

7. To lnok aller Ihe conscrvalionireslaralion works. .

4. ASSISTANT ENGINEERS:

1. Identificalion / survey of [he projects in consullalion wilh managers / zonal

adminislralor.
2. Preparation of Ihe feasibilily reporls of Ihe schemes
3. Submission of sile plans / survey reporl for preparation of plan, archileclural as well as

siruclural design.

Supervision of the on-going works as per approved specification, drawings & designs.

o

|
J
100% verilicalion of work done bills. i
|
5 SUB ENGINEERS: |

1. To camry oul survey of the projects along with manager concemed.

2 Preparation of sile plans

3. Preparalion of Ihe eslimales as per approved planning, archileclural / struclural
design.

4. Supervision of Ihe works under execulion as per approved specificalions, drawings /
designs,

5. Torecord lhe work dane bills in lhe measurement books.

6. 100% responsible for quality and quanlity of the execuled works as supervisory slalf.

6- CIRCLE HEAD DRAFTSMAN:

1. The lechnical advisor of the Direclor Projects Augal. :
To check lhe eslimale for technical sanclions forwarded by the XEN's office.

To check the non-schedule llems / rales for approval by Direclor Projecls Augal,

S W

To make correspondence wilh allied offices on behalf of DPA.

T HEAD DRAFTSMAN:

1. To check Ihe estimales forwarded by lhe circle drallsman.

2. Toissue/ received lhe lenders bids and preparalion of lhe comparalive slalements.
8- DRAFTSMAN:

1. To pul up all lhe cases relaling lo lechnical mallers lo CHD & XEN's.
- TRACER:

1. To prepare the dralt drawings for finalizalion by (he XEN's & Depuly Direclor Archilec!.
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ESTATE WING

1. DIRECTOR ESTATE

|> : ' ., .
To assist the Secretary /Chiel Administrator of Augafl in matters relating 10

Estate of Augaf Orzanization,
o -, | . . - . i  ITelale
Supervise the working ol Assistant Dircetors and monitor afTairs of Estate

throngh the Zanal Administrator and Managers af Augal Punjab.
2. DEPUTY DIRECTOR ESTATE-|

Tolook after the all matters 1o relating lo:

I Fadsalabad Zone
Sargadha Zone
Rawalpindi Zone
Gupranwala Zone
ILahore Zone

L s [

3. DEPUTY DIRECTOR ESTATE-I|

To look afier the all matiers (o rclating lo:

NMultim Zone
DG Khan Zone
- Bahawalpur Zone
Pakpaltan Zone

. Badshahi Mosquc
6. Data Darbar

e s 1y —

4- ASSISTANT DIRECTOR ESTATE-] :

1 Survey of waqf properlies. !
2 Notification for taking over waqf properties. i
3 Release of waqgf properties. |
4. Managemenl/ control of wagf properlies.
5. Demarcation of waq|f properlies.

6 Division of joinl Khatas.

7 Exchange of land.

8 Consolidalion of land.

9. Auction of lease.

10.  Allotment of shops.

11.  Allotment of urban plots.

12.  Transfer of lenancy.

13.  Dispule of lease / tenancy of commercial properties.

14.  Auclion of contracts.

15.  Assessment of rent / appeals.

16.  Mutation of waqf properties.

17.  Refund of lease maney.

18.  Grant of stipend.

19.  Financial Aid.

20.  Sanclion of Urs granls.

21.  Litigation.

22.  Sanction of budget for 6 months of newly taken over properties,

23.  Allied matters to lhe waqf properties.

24.  Pnime Minisler / Chief Minister / Governor Directives,

25.  Sanction of burial.

26, Katchi Abadies.

27.  Waive off bad unrecoverable arrears.

28. Removal of encroachments.

29. Disposal of applicalions relaled to other Departments,

Scanned with CamScanner


https://v3.camscanner.com/user/download

JO

[42]

")
G
1)
)]

16

\
ARRembly Quisalions,

Tehsildar Rncnvnrx

nf.)Cﬂ\u‘ry ol ald Arro.re
Procass

a5 per demand

ol rovnue record, aurvey cano ele
Nab Tensitear

Assistant ol Tehaild

Checking of rveny
Propertics

ar for recovery of old arrears.
@ record and malnlance and pointed oul the wagaf

FINANCE WING.

1; DIRECTOB FINANCE:

1

2
k|
4
5

Channel of submission of cases of 1he lollowing Seclions:
(1) Budget Section

(n) Accounls Seclion

(m) Compllation Seclion

() GPF ! Pension Seclion

(v) Audit Seclion

Audit/ Inspeclion of Zonal, Management and other offices
To chair the Audil Disposal Commillee meelings.

To lender advise on financial and olher maltlers.

To conslitute teams lo supervise opening of cash boxes and o

uggest ways & means lo increase lhe cash.

2. DEPUTY DIRECTOR:

To assist the Direclor Finance in all mallers relaling lo finance wing.

3. ASSISTANT DIRECTOR (ACCOUNTS):

1
2
3
4

o

& © @ -

Investmenl of Augal Reserves.

Monthly release of funds according lo sanclioned budget to all offices.

Any other release of funds as approved by Chiel Administrator Auqal,
Advise on linancial mallers

Channel of submission of cases of payment, compilation & budget section.
Adoplion of all nolifications issued by Finance Departmenl  Government
of the Punjab

Advances lo Auqal employees.

Maintenance of record of advances.

Counter signatures on T A bills of Zonal Administralors.

. ASSISTANT DIRECTOR (PENSION & GPF):

13.Maintenance of Index Regisler, ledger accounts & other books of
accounls.
14 Maintenance of cash books of GPF & Pension.

15. Scruliny & disposal of deduclion schedules along with cheques/ bank
dralls.
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16. Scruliny & upkeep of nomination forms.

17.Temporary & final wihdrawal ol GPF.
18.Disposal of Pension cases & payments (hereal.
19.1ssuance of pension payment order book to the pensioners.

20.Preparation of annual accounls & dislribution of GPF statements.

g; rfeparalion of budgel estimales for pension contribution in the budget.
-invesiment oul of penslon/GP Fund Accounts.

23,Release of Penslon amounts for payments lo pensloners.

24.Any other malter relating lo GPF & Penslon.
5. ASSISTANT DIRECTOR (AUDIT):

1.

Pre-audit of payments in respect of CAA's office & DPA's-offica.

2. Mainlenance of conlrol over expendilure regisler according to
budgel heads of the respeclive offices.

3. Scrutiny of audil noles of the Internal Audit & disposal of audil
reporls of slalulory audil of AUQAF olfices/zones conducted by
Local Funds Audit Department.

4, To arrange meelings for he Audil Disposal Commillees.
To lender advice on Audit & Accounts malters
Verification of pension cases & issuance of pension payment orders.

7. Verificalion of GPF final withdrawal of non-refundable advance
cases.

8. Verificalion of pay lixalion cases.

9. Allolment of internal Audit program for zonal, managerial and other

offices.

10.  Any olher maller relaling lo audit/special audil.
6. AUDIT OFFICER Head Quarter & Zonal Offices. *

1. Pre-audil of all payments.

2. Verification of income.

3. Scrutiny of audit notes of internal audil and disposal of audil reports
of statutory audit conducted by Local Fund Audit Department.

4, Maintenance of control over expenditure registers according lo

budget heads of the respective offices,
5. To lender advice on Audil & Accounts malters.
6. Verification of pension cases.
7. Any olher maller relaling to audit/special audil.
7. ASSISTANT ACCOUNTS OFFICER (BUDGET):

1. Issuance of budgel forms for the preparation of next year's budgets to the
zonal and olher oflices.

2. To obtain budget estimales from the Zonal and olher subordinate offices.

3. To seratinize the budgel estimales rocelved fram the zanal and olhor
offices.
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10.
1.

To complete the budget of the Augaf Organization on the various basis of

scruliny done in the budgel seclion.

Submission of budget to the Finance Commillee for review.
Recasl lhe budgel as per decisions laken in the Finance Commillee.

P i ;
resenlation of budget in the Augaf Board for approval.

Recas! the b

Board ael according 1o Ihe decision laken in the meeting of Augal
. .

To gel budget computerized for distribulion thereof.
Advise pertaining to budgel malters.

Scruliny_of slalements of excesses & surrenders submilled by zonal and
olher offices and correspondence thereof.

ASSISTANT ACCOUNTS OFFICER (PAYMENT):

1.

S P R

Payments relaling to CAA's office & maintenance of books of

accounts thereof and to tender advice on cases relating lo payments.
Disposal of Audit Objections.

Group Insurance, cash securily & RPA cases.

Cases relaling o payment of audil fee to Local Funds Audil Daparlment.
Maintenance/atteslation of entries in Service Books.

Any other matter relating to payments.

ASSISTANT ACCOUNTS OFFICER (COMPILATION):

10.

9. Maintenance of Property Ledgers,
10.  Maintenance of cash book of Central Augaf Fund.
11. Scrutiny and disposal of statements of Income of all sources.
12. Compilation of Statements of Income, expenditure & Arrears.
13.  Maintenance of Bank Statements & Authorities for release of funds.
14.  Verificalion of credits into Central AUQAF Funds.
15.  Verification of refund cases.
16.  Compilation of Annual‘Accounts.
ACCOUNTANT

Maintenance of Cash Book and its Reconciliation with bank statement.
Maintenance of Establishment Check Regisler.

Maintenance of Leger register.

Preparalion of pay beills.

Preparation of all other bills like RMC/RPA/TAIDA and utility bills elc.
Preparation of pension bills. .

Payment of all bills after pre audit.

Preparalion of cheques for payment.

Preparation of annual Budgel.

Preparalion of monthly income and expenditure sanclion.

Deposil of all recipts
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Xil)  Dedyel;
il Iction of GPF/Group Insuance and House building advance.
Allolment of new GPF numbers
xiv)  pPa
ymentof all Final/non refundable/refundable GPF cases through
Cheques.
Xv) | ;
>SHances of pension authorities to zonal administrators/DDo for payment |
of pension. |
XVi i ; '
') Adoplion of all notificalions about increase in pension. ‘
XVii .
vii) - Payment of Pension/family pension according to PPO's ‘
xvill)  Compil ‘

ation of Income & Expenditure slatement received from zonal
adminislralors.

xix) Compilation of Old arrears statements.

xx)  Deposil of al| Bank Drafts into Central Auqaf Fund. “
xxi) Checking & Verification of refund cases.
Xxil)  Release of funds 1o zonal adminislralors/DDO’s according lo sanclioned
budget '
xxiii)  Investment of saving from central Auqaf fund.

xxiv)  Any other maller relating lo accounts.

AUDITOR
1) Pre audil of all paymenls,
i) Mainlenance of budgel conlrol regisler. )

ili) Verification of pension cases & issuance of PPO's

iv)  Advice of files relating to financial matters

V) Verification of GPF final / non refundable cases

vi) Scruliny of internal audit noles and local fund audil reports and their
disposal

vii)  Verification of fixation of pay.

viii)  Any other matter relating to audit /special audit.

ASSISTANT

i) Maintenance of register of Advances

i) Maintenance of TA bills of Zonal Administrators
iii) Maintenance of files for advance to Augaf employees.
iv)  Advice on files.

v) Any olher maller relaling to accounts.
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10.
11.

13.

14.

15.

16.

17.
18.
19.
20.
21,
22.

23.

9.

ZONAL ADMINISTRATORS

T .
N §tlperv15e lhe funclioning of Dis
Khalibs of respeclive zope.

trict/Circle Manager, Divisional & District

To transfer stalf of scale N

To appoint staff scale No. 1
To ulilize powers

0.7 lo 7 wilhin respeclive zone except mosque stafl.
lo 4,

. and authorilies for he stall scale No.1 1o 7.
O sancti
tion earneq leave to the staff under his conlrol.

To consli :
nstiute Religious Purpose commillee for waqf properties yielding income up
to 10 Lacs.

Toa ; .
PProve or sanction the leases of wagf agricultural land if the increase in the

leas i .
€ money is 20% or more than the lease money of the preceding year provided

it is als '

© more than leases money of next two preceding years and contestant
were also a at leas! (wo.
To approve auction regarding running Ir

alfic, cash boxes, Nazranajat Mutafariq
(Miscellaneous),

if the lease amount is less that Rs.2 Lac provided it is also 20%
over that the income of preceding year.
To accord administr

toRs.1Lacine

alive approval to the eslimates for repair of wagf properlies up
ach case subject lo budget provision.

To maintain register of immoveable waq( properties in form-1

To send a consolidated statement of detailed account submitted by the Manager
to the Chief Administrator by the Seventh Day of succeeding month.

To maintain consolidated account of such income from the Cash Boxes placed al
various shrines!Mosques or olher valuables received there in the register form-5
To compare the Bank Challan with the Bank statement received al the end of
cach month from the Manager of (he zone, and lo ensure that all receipts have
been credited to the accounts of the funds maintained in the Bank.

To mainlain separate account for each wagf properly on the basis of the
information received from the Manager in the register form No.11.

To maintain and reconcile cash book in accordance with Rule-8 of the Punjab
waqf properties accounls rules 1982

To mainlain account of re-coupe able permanent advances in lhe register in form
10.

Physical verification of moveable and immoveable wagf properties once in a year.
To maintain record of postage .stamps in a register in form No.15.

To maintain register of periodical charges in form No,16

To maintain register for payments to destitute persons inform No.17,

To act as Drawing and Disbursing Officer in respect of his zone.

To produce at the lime of Audit of Accounts, Registers, Document and papers as
may be required by the Audit abjections,

To deal promplly with Audil ohjections.
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23.

PR

To fgrward the report of embezzlement received from the Managers to the Chief
Administralor of Auqaf even though Ihe loss may have been made good and to
institute in inquiry at once and also report the matter to the Provincial Director
Local Fund Audit and Government for such further necessary action as deemed fit

in the case.
To ensure that all the books of accounts forms and registers are properly bound
and a certificate to the effect that these contains so many pages is recorded in the

covering page before a Book/Register is brought in use.
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L

DISTRICT MANAGERS

To maintain the accounts of circle.

To prepare the budget.

To produce accounts, registers, documents and papers at the time of audit
as required by the auditor for the purpose of audit.

To deal Promplly with audil objections / paras.

To report promplly about the embezzlement to the Manager even though
the loss may have been made good.

Responsible for correspondence with other offices for auction af contracts
lesseccey

To pursue courts cases pending in different courts.

To maintain register of moveable properly

To mainlain Cash Book / Cheque Book in accordance wilh the rule-l of the
Punjab Waql Properties Accounls Rules 1982

To prepare and maintain general file for the various receipts issued by the
bank for audit purposes.

To maintain account of re-coupeable permanent advance in the Register
form No.10.

To assist Manager in physical verification of moveable waql properties
once in a year.

To maintain record of postage slamps in a register in form No.15.

To maintain register of periodical charges in form No.16.

To maintain register for payments to destitute persons inform No.17.

Diary Dispatch in the absence of Junior Clerk.

To preparer stalement of expenditure.
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19,

20,

)3

SENIOR CLERK / ACCOUNTANTS CIRCLE OFFICES.

T
O maintzin 1ha accounts, of circle

To prepare Ihe budga

o produce ; 2
Produce accounts, registors, documents and papers ol the time of audi

A% required by the auditor for the purpose of audit.

To deal PIOmplly vath audit objections / paras. )

T
. Promptly aliout (e canbiezdemant 1o (he Manager eren thiough
the 1oss may have be
Re

en made good.

“ponsible for correspondencs with other offices for auction of contracts
/'lesseas

To pursue courts cases pending in different courts.

To maintain register of moveable property

To maintain Cash Baok / Cheque Book in accordance with the rule-l of the
Punjab V/aqf Properties Accounts Rules 1922,

To prepare and maintain general (ile for the various receipls issued by the
bank for audit purposes

To maintain account of re-coupeable permanent advance in the Register
form No.10.

To assist Manager in physical verification of movezblz wagf propertas
once in a year. ’

To maintain record of poslage stamps in a register in form No.15.

To maintain register of perindical charges in form No.18.

To maintain register for payments to deslitute persons inform No.17.

Diary Dispalch in the absence of Junior Clerk.

To preparer slatement of expenditure.
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JUNIOR CLERK /RENT CLERK OF CIRCLE OFFICES

To issue receipt form 6 for recovery of lease / contract money. rent and
arrears of waqaf properties.

To maintain regisler of Immoveable wagl properties in form-1.

To retain triplicate copy of the receipls in form 6 for record in the office.

To prepare and maintain Bank Challan for each deposit of all receipts in Ihe
account of fund maintained in the bank.

To maintain and send second copy of Bank Challans at the end of each month
lo the Administrator for comparison of Bank Challans with the Bank Statement.
To prepare monlthly and annual account statement lo the Manager.

To maintain Register in Form No 14 for recoveries of rent and any other
receipts in respecl of Wagqf lands and buildings

To check and report lo Manager of immoveable wagf properties twice in a
year. In case of illegal occupation of any property, he wil report to Manager
immediately.

Diary / dispateh of lellers.
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