Punjab Land Records Authority,

Board of Revenue.

GOVERNMENT OF THE PUNJAB

Dated: November 11,2020

NOTIFICATION

No. PLRA/BN/0003:- In exercise of the powers conferred under Section 30 of Punjab Land
Records Authority Act 2017 (Act VI of 2017), the Authority is pleased to make the following
amendments in Punjab Land Records Authority Regulations with immediate effect:

AMENDMENTS
In the Punjab Land Records Authority (Appointment and Conditions of Service)
Regulations, 2020:

(1) In Regulation 12, sub-regulation (3), for the word “sixty, the word “fifty five™ shall

be substituted.

(2) In Schedule-I:
(a) In column (6), under the heading “Minimum qualification for initial
recruitment” against post of “Dispatch Rider” in Functional Wing
“Operations & Coordination”, for the word “Literate”, the word “Matric™

shall be substituted.

(b) Following two new line items shall be inserted in “Operations &

Coordination wing”,

c
= o
(o)) il Q =
::I;RA Functional Name of the £ 2 @ | Minimum qualifications | Method of é c o
G y Wing post £s S & | forinitial recruitment Appointment = o = |
rade 3 _8 B m 2 %
Qs c'o [ Q | &
a5 T O o ) S
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1 2 3 4 5 6 7 8 9 10 \
Masters or 16 years' | By initial ‘
education in Operations | recruitment i
Management, Public | through
Administration, recruitment
Business committee-|
Deputy Administration, or
PPG- | Operations & | rector Director Commerce, Economics, | Through = | o5 | p| ga ;
- (Service 3 Engineering, Commission .
7 Coordination General . 40 HQTR i
Center Information Technology | or ;
Operations) or equivalent from HEC | through 1‘
recognized  University | Transfer/ |
with 5 years relevant | Deputation
experience in large | from
organizations of Private | S&GAD,
or Public Sector. GoPb |
Masters or 16 years| By initial
. education in Social recruitment
Assistant .
. Director _ Suences', . Mass through
PPG-6 Operations & [Bakvise Director 3 Communication on recruitment 25- | PLRA
Coordination Center General equivalent  from HEC| committee-Il | 33 HOTR
Operations) recognized University or
P with 3 years relevant through
experience  in  larget Commission.
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organizations of Privat
or Public Sector

(¢) In column (5), under the heading “Sanctioned Positions™ against post of
“Deputy Director (Field monitoring)” in Functional Wing “Monitoring &
Quality Assurance”. for the figure “37, the figure “2” shall be substituted.

(d) In column (5), under the heading “Sanctioned Positions™ against post of
“Deputy Director (Data Analytics)” in Functional Wing “Monitoring &
Quality Assurance”. for the figure “37. the figure “1” shall be substituted.

(e) In column (5), under the heading “Sanctioned Positions™ against post of
“Assistant Director (Data Analytics)” in Functional Wing “Monitoring &
Quality Assurance”, for the figure 97, the figure “6” shall be substituted.

(3) In Schedule-II:
In Organogram of “Operations & Coordination Wing” under the hierarchy of
Additional Directors (Operations North, South & Central), new positions of
Deputy Director (Service Center Operations) & Assistant Director (Service
Center Operations), shall be inserted.

(4) In Schedule-III:
Sanctioned strength of Deputy Directors & Assistant Directors in Functional
Wings of “Operations & Coordination™ and “Monitoring & Quality Assurance™
are as follows:

Functional Wing Existing Amended
Deputy Assistant | Deputy | Assistant
Director | Director Director | Director

Operations & 2 300 3 303

Coordination

Monitoring &  Quality 6 45 3 42

Assurance

(5) In Schedule-VI:
In column (4), under the heading “Conveyance for official & personal use”
against designations “DG, ADG Admin, ADG Technical, CFO & Directors”.
after the word “fuel”, the words “with driver” shall be inserted.

(6) After Schedule-X, new Schedule-XI tilted “Job Descriptions™ shall be inserted.
(Attached at Annexure-A)

In the Punjab Land Records Authority (Delegation of Financial Power) Regulations,
2020:

(7) In Schedule-II:
At serial no. 2, Competent Authority along with extent of power shall be replaced
with following:
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Technology Board
(PITB)

3. Technical committee
of PLRA

Sr. | Nature of Power | To Whom Delegated Extent
No
2 | Technical 1. Communication Full powers for Civil
sanction  before &Works Works contracts.
floating of Department, Govt.
tender. of Punjab.
2. Director (IT) after | Full powers for
technical vetting of | Information Technology
Technical & Information
Committee and | Technology related
Punjab Information | contracts.

Full powers for supply of
Goods & Services other
than Civil Works & IT
related contracts.

Note: Case for obtaining Technical Sanction from C&W and PITB shall be
forwarded after clearance from Technical Committee.

No. & date even

_ 84 —

Director General /

Secretary to the Board of PLRA

A copy is forwarded for information to:

Sohool S OF Y b U B =

The Chairman PLRA Board.
The Senior Member, Board of Revenue, Punjab.
The Secretary (Finance), Finance Department, Govt. of Punjab.
The Secretary (Regulations), S&GAD, Govt. of Punjab.
Additional Director General (Admin), PLRA
Additional Director General (Technical), PLRA

Chief Financial Officer, PLRA

All Directors, PLRA
The Superintendent, Government Printing Press, Punjab, for publication in the
official gazette.

na B

o dH'ector Ggneral /

20 2p

Qfecretary to the Board of PLRA

-
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SCHEDULE-XI

PLRA Pay
Grade

Functional
Wing

Name of the post

Job Descriptions

PPG-8

HR & Admin

Additional Director (HR
& Admin)

. Manage the recruitment and selection process.

. Bridge between management and employee relations by addressing demands, grievances or other issues.
. Develop and monitor overall HR strategies, systems, tactics and procedures across the organization.
Oversee and supervise a performance appraisal system.

. Supervise pay plan and benefits program.

. Assess training needs to apply and monitor training programs.

. Report to management and provide decision support through HR metrics

. Ensure legal compliance throughout human resource management

9. Supervising day-to-day operations of the administrative department and staff members.

10. Ensuring office is stocked with necessary supplies and all equipment is working and properly maintained.
11. Planning, scheduling, and promoting office events, including meetings, conferences, interviews, orientations, and training sessions.

PPG-7

HR & Admin

Deputy Director HR

. Responsible for recruitment and selection process.

. Review performance appraisal system of employees.

. Review pay plan and benefits program.

. Monitor disciplinary proceedings as approved by competent authority.
. Review attendance management system.

PPG-6

HR & Admin

Assistant Director HR

. Support DD (HR ) in recruitment and selection process.

. Manage performance appraisal system of employees.

. Maintain pay plan and benefits program.

. Execute disciplinary proceedings as approved by competent authority.

. Monitor attendance management system and put up daily and monthly attedance reports.

AR ON=22ODON =

PPG-8

Finance &
Accounts

Additional Director
(Audit & Expenditure)

1. Responsible for timely processing of vendor Payments.

2. Responsible for timely processing of Payroll.

3. Supervise book keeping and ensure maintenance of proper book of accounts including booking of expenditures related to operational activities at
ARCs.

4. Reconciliation of expenditures with AG office, treasury office and with all bank accounts.

5. Guide ARC staff for operational expenditures.

6. Monitor Advances and there timely clearance.

PPG-7

Finance &
Accounts

Deputy Director
(Taxation & Financial
Reporting)

1. Responsible for all tax related matters of PLRA and its ARCs.

2. Responsible for filling monthly, quarterly, biannual and annual returns as required in taxation laws to Revenue Authorities.
3. Supervise monthly, half yearly and annual Financial statements of PLRA.

4. Present monthly Financial reporting of PLRA to Mangaement.

PPG-7

Finance &
Accounts

Deputy Director (Field
accounting)

1. Responsible for accounting and reporting at ARCs including bank reconciliations at ARCs.

2. Responsible for processing of funds requirement cases for ARCs on the basis of Financial reports of ARCs.
3. Guide ARC staff regrarding operational expenditures at ARCs.

4. Monitor Bank accounts of ARCs.
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SCHEDULE-XI

. Develop, manage and test back-up and recovery plans
. Ability to work independently with minimal supervision and assistance
. Creating, Monitoring and troubleshooting replication

PLRA Pay _n::o.:o:m_ Name of the post Job Descriptions
Grade Wing
1. Maintain a reliable, secure and efficient data communication network.
2. Assist in daily administration and troubleshooting of the network and resolve generated quires.
3. Responsible to perform I0S and firmware upgrades of WAN Equipment.
4. Deploy, configure, maintain and monitor all active network equipment in order to ensure smooth network operation.
5. Provide interim solution implementation until the problem cause and resolution can be determined and mitigated.
6. Responsible to manage network permissions and privileges.
Information  |Assistant Director 7. Assist in network design, configuration and monitoring.
PPG-6 Technology |(Network Administration)|8. Work within established configuration and change management policies to ensure awareness, approval and success of changes made to the
network infrastructure.
9. Implement security tools, policies and procedures in conjunction with the organizations security policy.
10. Liaise with vendors and other IT personnel for problem resolution.
11. Maintain and manage inventory record (hardware and software).
12. Assist in procurement of IT Equipment, software and Services.
1. Handling of Data Center Active and Passive equipment.
2. Management of Hot & Cold Aisle containment, Data Center cooling, Electrical Power, centralized UPS, VESDA, Fire Suppression System, DCIM,
Video Surveillance, Access control etc.
PPG-6 Information  [Assistant D__‘mﬂoﬂ (Data [3. Administration of EMC Storage, Cisco Nexus Switches, Cisco Unified Computing System, Email security appliance.
Technology |Center Operations) 4. Administration of Microsoft System Center Suit, Microsoft Active Directory, Domain Naming System, Exchange Server, DHCP Server, Microsoft
Clustering, Backup and Recovery.
5. Any other related assignment given by authority.
1. SQL Server Installation, performance tuning and maintenance, space monitoring and management
2. Monitoring of backup, ensure compliance of SOPs
3. Queries for ad-hoc reporting, in-house applications, dashboards, etc.
4. Schedule and perform regular server maintenance like database index rebuilding, update statistics, etc.
. ) . 5. Implementation & Testing of high availability scenarios i.e. Always ON, Failover clustering setup and maintenance.
PPG-6 Information | Assistant Director 6. Fact-finding inquiries / analysis of data to determine truth or falsity of an allegation / complaint
Technology |(Database) 7
8
9
1

0. Provision of data on demand basis.
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SCHEDULE-XI

PLRA Pay
Grade

Functional
Wing

Name of the post

Job Descriptions

PPG-6

Internal Audit

Assistant Director
Internal Audit

. Perform Pre-Audit function for all payment cases.

. Developing annual internal audit plan.

. Prepare complete risk assessment plans.

. Conduct internal audit at PLRA HQTR and ARC levels.

. Conduct follow-up of the audit reports implementation and maintain follow-up data base.

. Prepare Semi- annual and annual reports on activities and results of the internal audit activities.
. Safeguard audit files and other documents, and assets available to the internal audit Wing..
Prepare replies of Audit Para issued by auditors of AG office and external auditors

©~NoOONWN =

PPG-8

Procurement,
Planning &
Development

Additional Director
(Procurement)

. Review and Execute procurement plans, Request for Proposals (RFPs)/Terms of Reference (TORs) in accordance with the PPRA Rules.

. Overview of bidding process & RFPs by reviewing specifications & scheduling

. Overview the compile data for internal reports regarding procurement.

. Review and follow-through to ensure that services/goods procured are in conformity with specifications/Terms of Reference in coordination with
relevant section.

5. Overview the development of specific contract agreements and purchase orders.

6. Overview and work with concerned stakeholders to obtain requirements, include in procurement plans for supply of goods, works and services and
deliver in accordance with pre-negotiated timescales.

7. Review price analyses & evaluation matrices

8. Design and implement procurement monitoring plans to ensure timelines.

9. Liaise and coordinate with all PLRA Wings on procurement matters.

10. Ensure the development of procurement plans, performance measurement & critical success factors.

A OWON =

PPG-7

Procurement,
Planning &
Development

Deputy Director
(Research, Planning &
Projects)

. Assist the Additional Director on the conception of new interventions

. Submit the reports on the current process flows of different activities with recommendation of improvement
. Analyze the need of new projects and prepare the PC-1

. Preparation of project concept notes with financial feasibility

. Coordination with other wings of PLRA for the planning purpose

. Correspondence with the Planning & Development Department

DO WN =

PPG-6

Procurement,
Planning &
Development

Assistant Director
(Research, Planning &
Projects)

. Assist the Deputy Director on the data collection of new interventions

. Collect and generate the compiled reports

. Carry out the spade work for the initiation of new projects and preparation of the PC-1
. Drafting of project concept notes

. Preparation of presentations for the management

. Liaison with the different wings and departments

DA WN =
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SCHEDULE-XI

PLRA Pay m::o.:o:m_ Name of the post Job Descriptions

Grade Wing
1. To provide legal advice to PLRA regarding legal matter, as and when required
2. To provide technical/legal assistance in drafting of contracts and agreements such as contracts of engagement of personnel, consultants and
contracts awarded for the procurement of goods or services and provide advice on issues and disputes that may arise from their application
3. Drafting Contracts/SLA/MOU within legal framework, vetting and clearing from relevant public departments before they are signed
4. To provide legal opinion to PLRA in various facets/activities, conflict prevention, management and dispute resolution for adopting course of action in
legal matters within the legal and regulatory framework
5. To present in court on behalf of PLRA and/or its employees in the court of law/all forums of legal nature for any sort of civil/crimina
against them in pursuance of their duties.
6. To prepare and file suits/writ petitions to safeguard the interests of government/PLRA
7. Provision of technical/legal backstopping whenever issues of legal nature arise
8. Providing interpretation of all legal instruments

PPG-8 Legal Additional Director Legal

9. To ensure that all the decisions and actions taken, by the management are inconformity with the provisions of prevailing laws and legal instruments
10. Preparation of replies, comments, writ petitions etc. on behalf of PLRA for all legal forums
11. Advocate PLRA at all forums to provide an effective channel of communication in respect of legal matters to safeguard the interest of PLRA.

12. Maintain close liaison with all legal forum to keep the management informed of day to day proceedings about all legal issues referred to or under
proceedings.

13. Any other legal assistance/advice as may be required.

Page 7 of 11




1T 40 8 93ed

‘palinbal aq Aew se soinpe/aouR)sIsse [eBa) Jaylo Auy ‘p1

‘sBuipaadoid

Japun 1o 0} paliajal sanss| [eba |je Inoge sBuipaaooid Aep o} Aep jo pauiojul juswabeuew ay} daay 0} wnioy |eBa) || ypm uosiel| 8sofd UlelUlB\ "€l
"v¥7d JO 1s818}ul 8y} pienBajes o) siepew [eba) Jo 10adsal Ul UOIEDIUNWILIOD JO |aUUBYD SAJ0BY Ue apincid 0} SWNIO) |[e 1B ¥ 1d S18J0APY CL
swnioy [eBa) |18 10} o 1d 4O JByaq uo 0} suonnad Jum ‘Sjustuuiod ‘saljdal jo uonjesedaid L

sjuswinnsul [eBa) pue sme| Bujjienaid Jo suoisinoid aul yim Ajiwiojuooul sie JuswaBeuew ay} Aq ‘usxe) SUOIOE PUE SUOISIOAP U} J|B 1BY} 8INSUS 01 "0}

syuawniisul [e63) ||e jo uoneaidisiul Bulpinold ‘6 e6e] Jopaug Aindad [ebery £0dd
osiie ainjeu [e6a] Jo sanss| Jansuaym Buiddolsyoeq |eBa)/|eo1uy2s) JO UoISInOId '
vy d/auswuIanob jo sjsaisul ay) pienBajes 0} suonijad JUM/SINS 3|} pue asedaid 0] “/
‘sennp 12y} jo souensind ul wayj jsutebe
pajeijiul uonebiyl| [eullld/|IAD Jo Los Aue Joj ainjeu |eBo] JO SWNIOY ||/ME] JO LN 8y} ul sdaojdws s}l J0/pUe Y1d 4O JBysq uo pnoo uljuasaid 0] ‘9
ylomawel} Aioye|nbai pue [efs| sy} ulyim sisjew leba|
ul uore Jo as1noo Bundope Joj uonnjosal sindsip pue Juswobeuew ‘uoiuaaid 121JUOD ‘SBIIAINOE/SISdB) SNOLBA Ul VHd O} uoiuido |eba| apinoid 0] G
paubis aie Asy) 810jeq sjuswpedap oljgnd JueAs|a) wol Buleajo pue Buipen Suomawels [eBa] ulyim NOIN/V1S/SI0elu0d Buiyeiq ‘v
uoijesidde Jiay} woly asue Aew jey} sandsip pue sanss| uo adlApe apinoid pue $801AI9S 10 SPO0B J0 JuBWaINd01d By} 10} PIPIEME SJOBIUOD
pue sjuBlNSU0D ‘jouuosiad Jo Juswabebus Jo SIOBIHUOD SE YINS sjuawaalbe pue sjoenuod jo Buiyep ul souelsisse |ebayj/jeoiuyoa) apiaoad o] ¢
paJsinbas usym pue se Isjew |eBa| Buipiebal ¥ d 01 adiape |ebs) apinoid o) 'z
|eba7 Jojoaulq |euolippy Y} ISISSY "}

Buipn apelo

suonduasaqg qor 1sod ayj jo sweN jeuomsun | KedvaTd

IX-37NA3HIS




SCHEDULE-XI

PLRA Pay
Grade

Functional
Wing

Name of the post

Job Descriptions

PPG-6

Legal

Assistant Director Legal

1. Assist the Deputy Director Legal

2. To provide legal advice to PLRA regarding legal matter, as and when required

3. To provide technical/legal assistance in drafting of contracts and agreements such as contracts of engagement of personnel, consultants and
contracts awarded for the procurement of goods or services and provide advice on issues and disputes that may arise from their application

4. Drafting Contracts/SLA/MOU within legal framework, vetting and clearing from relevant public departments before they are signed

5. To provide legal opinion to PLRA in various facets/activities, conflict prevention, management and dispute resolution for adopting course of action in
legal matters within the legal and regulatory framework

6. To present in court on behalf of PLRA and/or its employees in the court of law/all forums of legal nature for any sort of civil/criminal
against them in pursuance of their duties.

7. To prepare and file suits/writ petitions to safeguard the interests of government/PLRA

8. Provision of technical/legal backstopping whenever issues of legal nature arise

9. Providing interpretation of all legal instruments

10. To ensure that all the decisions and actions taken, by the management are inconformity with the provisions of prevailing laws and legal instruments
11. Preparation of replies, comments, writ petitions etc. on behalf of PLRA for all legal forums

12. Advocate PLRA at all forums to provide an effective channel of communication in respect of legal matters to safeguard the interest of PLRA.

13. Maintain close liaison with all legal forum to keep the management informed of day to day proceedings about all legal issues referred to or under
proceedings.

14. Any other legal assistance/advice as may be required.

igation initiated

PPG-7

Monitoring &
Quality
Assurance

Deputy Director (Data
Analytics)

1. Workout of the technical analytical support for design, plans, proposals and their implementation.

2. Supervise the Collecting and interpreting data by the Data Analytical team.

3. Analyze the initial result and submitted suggestions for review and recommendations.

4. Reporting the results back to all the concerned teams for info and necessary action.

5. By utilizing Analytical approaches identifying patterns and trends in data sets and their implications.

6. Working alongside teams within the team to establish needs of the Authority.

7. Defining new data collection and analysis processes for the services being rendered.

8. To ensure services track cross checks implementations for quality services as per the envisaged standards.

9. Liaise among the PLRA wings for the timely rectification of bottlenecks in the system.

10. Build systems to transform raw data into actionable business insights.

11. Take up the matters related to data analytics plans and draft different policies, guideline, instructions as and when desired by the management.
12. Perform miscellaneous analytics-related duties as assigned by the PLRA management.

13. Any other assignment assigned by Director Monitoring and Quality Assurance and Additional Director Data Analytics.
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SCHEDULE-XI

PLRA Pay
Grade

Functional
Wing

Name of the post

Job Descriptions

PPG-5

Operations &
Coordination

Land Records Officer

“To record the statements of the parties of the mutations & witnesses.

To make appropriate order with respect to each request for Mutation & Fard Badar

. To provide a copy of the attested/rejected Mutations and the updated RHZ to the parties concerned.

_To ensure that digital photographs & electronic signatures are stored in the computerized system.

To ensure that the requisite government fees/duties/dues are deposited under the relevant head.

_To ensure that supplementary field book/map has been prepared by the revenue field staff, in accordance with law.

_To ensure that Shajrah Nasab of the deceased right holder, in case of mutation of inheritance, has been prepared in accordance with law.
8. To ensure that the register showing the amount of fee realized at the service centre of grant of certified copies of computerized record is maintained
in accordance with law.

9. To examine the identify documents of parties & witnesses for their genuineness and verify theses from NADRA database, if required.

10. To supervise the staff at service centre in coordination with Service Centre Incharge.

11. To discharge the duties of Revenue Officer, as notified by the Board of Revenue from time to time, at the LRMIS service centre.

12. Any other duty assigned by PLRA.
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