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1) Deputy Director

To execute, manage & implement program as per approved policy and to propose improvements to
the Director.

To ensure execution of assigned work regarding financial matters as per approved policy.

To ensure verification and authentication of data regarding level-wise school wise payment as per
enrollment upper limit and rates approved by the Board.

To ensure timely payment release to all partner schools as per directives and approved policy.

To analyze monthly payment to prepare retention report and variance analysis.

To ensure timely submission of payment release status report to Director.

To assess the performance of team members and identify training needs for them.

To prepare and propose budget as per yearly targets and keep track of budget utilization

To ensure verification and authentication of concerned information provided to the Competent
Authority.

To analyze monthly progress by providing task accomplishment reports to the Director.

To ensure timely submission of updated DBMS and weekly updates.

To analyze monthly progress of schools in terms of implementation of academic calendar.

To submit data analysis report to Director regarding school related matters in light of guidelines issued
to partners.

To ensure circulation of directives and other necessary communications as per approved policy and
report accordingly.

To correspond with complainants, applicants and partners of Schools and take corrective measure as
directed.

To coordinate with other departments in order to ensure circulation of schools record.

To assess the performance of team members and identify training needs for them.

Any other duty / assignment assigned by the supervisor.

2) Deputy Director Finance

Prepare annual budget and budget re-appropriation.

Prepare Quarterly Variance Analysis.

Prepare Financial Projections according to budget

Prepare Annual Financial Statements compilation, liaison with external auditor and accounting
software administration.

Upgradation and update of accounting software.

Correspondence with government counterparts/ bodies for placement & release of funds.
Monthly progress reports compilation and submission to concerned departments.
Prepare working papers for Finance Committee meetings.

Update of Finance & Audit manual.

Printing and designing of Annual Reports.

Asian Development Bank (ADB) and PEF loan cases recording.

Record / Voucher maintenance.

Program payments verification, recording and bank advice generation.

3) Deputy Director (Audit)

Liaison and effective coordination with Commercial Auditors (DGCA)' External Auditors, Special
Auditors, Internal Auditors and other external organizations/bodies for audit related matters and
assignments.
Supervision of Pre-Audit of Payments made during the period.
Assistance to executive management on various forums and meetings i.e. SDAC, PAC.
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4)

5)

Preparation of working papers for PAC, SDAC and MFDAC meetings.

Drafting of different summaries/ notes for Government Departments.

Drafting of Agenda items and minutes of Audit & Risk Management Committee Meeting

Liaison with Internal departments for circularization of various audit reports  and obtaining
management comments thereon.

Supervision of Physical verification of Fixed Assets in compliance of BOD decision.

Communication with all departments for latest updates and developments on audit objections.
Arrangement of meetings of Management and Internal departments with audit parties.

Official correspondence with different Govt. functionaries for execution of inquiries and related
matters.

Verification of working papers/ audit observations before presentation in PAC, SDAC & MFDAC.
Verification of Audit Inspection Report.

Act as member of Auction Committee.

Act as Member of Inquiry Committee on IT Assets damage.

Perform any other official activities assigned by executive management.

Deputy Director (IT) (Software Development)

To analyze, document, design, develop, test and implementation of software systems using industry
standard practices.

To design and development of database components as per requirement of software applications.
To provide technical direction throughout the software development lifecycle and manage technical
risks throughout projects.

To document and demonstrates solutions by developing requirement and functional specifications,
report, flowcharts, layouts, diagrams, charts, code comments and clear code.

To prepare, integrate and installs/deploys solutions by determining and designing system
specifications, standards, and programming

Responsible for arrangement of all project solutions, code/database backups, deployment plans etc.
Provide assistance to team members for work process, procedures and suggest solution for system
problems.

To maintain confidentiality with regards to the information being processes, stored or accessed.

To perform code reviews and write a code based on conceptual description of the business logic.
To design, develop and generate the report as per the requirement.

To ensure development of proposal and solution presentations.

To assess the performance of team members and identify training needs for them

Any other duty/ assignment assigned by the supervisor.

Deputy Director IT (Android Application Developer)

Design, develop, and maintain high-quality Android applications using industry-best practices and
technologies.

Lead and mentor a team of Android developers, providing guidance, support, and performance
feedback.

Conduct code reviews and ensure code quality and adherence to coding standards.

Contribute to the development and implementation of the IT department's mobile application strategy.
Ensuring preparation and monitoring of Android application development projects, ensuring timely
delivery.

Stay abreast of the latest advancements in Android development, including new technologies, tools,
and best practices.

Build and maintain strong relationships with key stakeholders, including business leaders, end-users,
and vendors.

Encourage and support innovation within the Android development team.
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Any other duty / assignment assigned by the supervisor.

6) Deputy Director (Media/Creative Leads)

Develop and implement comprehensive media and communication strategies (digital, print,
broadcast, outdoor).

Oversee production of promotional materials, documentaries, advertisements, and awareness
campaigns.

Build and maintain relationships with media outlets, agencies, and creative partners.

Ensure effective media coverage for events, campaigns, and initiatives.

Lead the creative team in conceptualizing and designing engaging content, visuals, and campaigns.
Provide direction for branding, design, and storytelling across platforms.

Supervise the development of multimedia content, including graphics, videos, animations, and
publications.

Ensure brand consistency and adherence to communication guidelines.

Track and analyze media reach, campaign effectiveness, and audience engagement.

Prepare reports for senior management with insights and recommendations.

Stay updated with emerging media trends, technologies, and creative practices.

Manage multiple projects, ensuring timely delivery within budget.

Prepare reply to Punjab Assembly Questions & Adjournment Motions in coordination with concerned
department.

Prepare reply of Appropriate response to the applicant under Right to Information (RTI) Act, 2013
Publication of PEF advertisements of various programs, tender’s pre-qualification etc. in National
Dailies through DGPR Department

Scanning of English and Urdu newspapers on daily basis and put up summary of relevant news items
to senior management

Issuance of Rebuttal/ Clarification of News published against PEF in print & electronic media
Handling of PEF official Social media pages (Facebook, Instagram, Tiktok, Youtube and Whatsapp
Channel).

Arrangement of media interviews, news-briefings and journalist's site visits, media coverage of
meetings of donors, various stakeholders & senior dignitaries visits PEF office.

Preparation of press releases & social media messages.

Coordination with media community at provincial/regional levels by giving appropriate response to
media queries & sensitize them about PEF interventions.

Media Coverage of events held at PEF in print and electronic media

Designing and Printing of PEF Annual Report

Designing and Printing of PEF Newsletter “The Hope”

Preparation of budget of communication section

Development of news-reports/documentaries/ Short films

Any other duty/assignment assigned by the Director

7) Assistant Director

Maintains all the records of partner schools, application processing, agreement signing, monitoring
reports, preparation of payment record etc.

Monitors PEF schools as and when assigned by the Director.

Prepares and incorporates of monitoring reports in program payments.

Monitors Quality Assurance Tests.

Prepares program monthly payments and assists Finance Section to the extent of monthly payment
checking.

Provides support in the distribution of text books to partner schools.
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* Prepares position holders’ data in PEC/Board exams of partner schools, data for teacher’s
honorarium/ top schools, Presentations and any other data when required.

* Assists to organize District Coordination Meetings.

e Assists in program new phase launching from application handling to agreement signing.

e Telephonic complaints handling and informs Deputy Director regarding complaints for further action.

e« Communicates with partner schools as and when required.

e Any other duty / assignment assigned by the concerned official.

8) Assistant Director (Finance)

e Detailed checking of monthly NSP program payments by applying certain checks and controls for the
following variants;
NSP Phase | to IX
CSO Intervention
NGOs
Model Village Schools
Brick Kiln Project
Cholistan Community Schools
o Cholistan Mobile Schools
e Checking and processing of tender related and other payments for the following areas;
o Tender for Procurement of Labor services for loading, off-loading including sorting, merging and
stacking of free textbooks
Tender for Procurement of Transportation services of free textbooks
Tender for procurement of stationery items and school bags for Cholistan Mobile Schools
Event Management Expenses related to distribution of free textbooks
Payment to Punjab Curriculum & Textbook Board (PCTB) for purchase of textbooks
Other petty expense files related to BDC-PEF
e Preparation of bank advices for transfer of funds in bank accounts of partner schools through one
button.
e Preparation of financial and non-financial comparisons and reports for review of payment by seniors
e Develop and maintain effective & updated system for verification of bank accounts (conversion of
data to 13/16 digits) of NSP partner schools for existing and new phases as per bank requirements.
¢ Develop and maintain database containing information pertinent to schools.
¢ Reconciliation of school wise payable amounts with the accounting software on periodic basis.
o Posting of payment, receipt and adjustment voucher entries in accounting software.
e Carries out any other task/assignment assigned by the management

O O O O O O

O O O O O

9) Assistant Director (IT) (Network Support Engineer)

e To Assist in analyzing and determining customers’ business needs, current computer and network
systems technologies.

e To assist in monitoring and maintenance of organizational offices network/ infrastructure up and
running.

e To provide on-call support (Help Desk/Technical).
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Responsible for Installations, configurations and up gradation of operating systems and software.
To assemble and configure computer, monitors/LCD, network infrastructure and peripherals such as
printers, scanners and related hardware

To maintain up-to-date documentation for all implemented networks.

To troubleshoots problems with computer systems (hardware and software), email, network and
peripheral equipment problems & making repairs and corrections as and when required

To assist in performing network maintenance and domain controller, Proxy server and Email servers
management.

Implementing computer systems, software and networks which include defining complex system
requirements, determining system specifications, processes and working parameters
Implementation of DNS, DHCP, TCP/IP, VPN, Domain Environment, Firewalls, Routers,
Cache/Proxies, NAT, and Open Source Based email servers in the organization when required.

To assist DD-IT in IT-infrastructure, development and maintenance.

Any other duty / assignment assigned by the supervisor.

Assistant Director (IT) (Software Development)

To create and document a conceptual and detailed design and write a code based on conceptual
description of the business logic.

To design and development of database components as per requirement of software.

To compile and write documentation of software development and subsequent revisions inserting
comments in the coded instructions.

To facilitate with operational and technical personnel to clarify program intent, identify problems,
suggest and implement changes.

To perform or direct revision, repair or expansion of existing programs to increase operating efficiency
or adapt to new requirements.

To consult with DD-IT/Operational team to define and resolve problems in running software
applications/programs as per the software requirement specification.

To maintain confidentiality with regards to the information being processes, stored or accessed.

To test the developed application/component in the UAT/Test environments and deployed on
Production in consultation with DD-IT/DBA team.

To take regular backups of the source code, database/database components, forms, and etc.

Any other duty / assignment assigned by the supervisor.

Assistant Director (Human Resource)

Define performance standards consistent with the provisions in rules, regulation and policy decisions
of PEF and conduct annual performance appraisal of employees;

Develops rational and targeted Key Performance Indicators (KPIs) to gauge employee efficiency and
ensure reciprocal reward

Prepare, review and issue Job Descriptions of employees on the basis job analysis and organization
needs;

Process replies of complaints submitted in the Pakistan Citizens Portal (PCP)

Process and issue No Objection Certificate to employees for the purpose of study, job, passport;
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Process employees' annual increments in line with the performance appraisal grade and approval of
Board of Directors;

Process court cases pertaining to HR department / PEF employees;

Process cases pertaining to employees' grievances for presentation before Appellate Committee of
PEF BODs;

Implementation of decisions of PEF Board of Directors and its committees (relevant to portfolio);
Inter Office Memo/Internal Coordination relevant to portfolio; and

Any other task assigned by the supervisor

Assistant Director (Law)

Preparation of Para wise comments, replies, etc. in the Court of Law.
Vetting of documents/files received from all departments of PEF.

Appear act and plead on behalf of PEF in all Courts of laws to defend cases.
Preparation of draft speaking orders after personal hearing.

Preparation of draft replies of Audit Paras, DGCA audits.

Any other task duly assigned by superior/HOD.

Assistant Director (Procurement)

Processing of individual consultant files, calling of individuals for following on receiving letters,
processing approval of individual consultancy case, preparing call for quotation letters, after approval
sending quotation letters to individuals, calling individual for follow up on quotation letters.

Market survey for any assigned file.

Preparation of drafts of bidding document for review and signing of document from PC members.
Advertisement of tenders on PPRA and PEF websites on directions and sending intimations to PC
members regarding advertisement and to Finance department for issuing tender receipts of
purchasing bidding documents.

Uploading of Bid Evaluation Report on PPRA on directions.

Preparation of drafts of Acceptance Letters for review and sending to bidders after approval.
Preparation of drafts of Contracts and put up file for review and processing for approval of contracts,
scanning and uploading of contract on PPRA websites

Preparation of drafts of Work orders for review and sending to bidders after approval.

Processing files of release of bid securities, Calling vendors for collection of bid securities
Processing files for validation of performance guarantees.

Preparing letters for Consultancy Services cases review, dispatching activity of all consultancy letters
through Pakistan Post, calling of firms for following up on receiving letters, calling of firms for
submission of proposals, processing approval of consultancy case, processing contract/engagement
letters of consultancy.

Preparing draft of auction notices for review, checking requirements of auction files, support
department in preparing TOR's of auction to ensure compliance of rules.

Briefing the auditors on files when made as focal person, preparing drafts of assigned Audit Paras
for review.

Consolidation of Annual Procurement plan, Coordination with all departments on Annual Procurement
Plan.
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Uploading of Annual Procurement Plan on PPRA and PEF Websites, returning files to all departments
with approval annual procurement plan after securing all record in main file.

Follow up emails to departments on initiation of Tender files as per procurement Plan.

Preparing Weekly procurement updates, after review sharing weekly procurement updates with PC
members.

Preparing drafts of general letters.

Any other task assigned by Deputy Director (Procurement).

Assistant Director (Graphic Designer)

Conceptualize and design creative materials including brochures, reports, presentations, backdrops,
banners, publications, and social media content.

Lead the creative direction for campaigns, events, and organizational initiatives.

Provide innovative design solutions that align with organizational goals.

Coordinate with communication, media, and content teams for integrated campaigns.
Manage multiple design projects, ensuring timely delivery within scope and quality standards.
Design engaging content for websites, social media, and digital platforms.

Support in video graphics, animations, and motion design as required.

Ensure designs are optimized for digital and print media advertisements.

Review and finalize all design outputs before publication.

Keep up-to-date with emerging design trends, tools, and technologies.

Recommend creative strategies for enhancing visual communication impact.

Edit and enhance photos, illustrations, and multimedia content.

Stay updated with design trends, tools, and industry standards.

Manage multiple design projects simultaneously and deliver on tight deadlines.

Subject Specialist — QAI (English/Math/Physics/Computer Science/Urdu)

To assess and design multiple versions of question papers for the annual QAT(s) of all PEF
programs and Pre QAT papers for applicants' aspirant to become PEF partners.

To design ORAL question papers and administer Oral QAT papers for NSP schools at preschool/
nursery level and for other programs if required.

To develop & revise question bank of PCTB books. To develop items based on SLOs to formulate
guestion Bank.

QAT control room duty and key punching data of PEF monitoring reports of all QATs

To make field visits in order to monitor PEF (QATS) as per the directions and submit monitoring &
progress reports

To assist in the process of coding and decoding of schools during QAT activity for pertaining the
secrecy & transparency.

To develop content outline for PEF-QATS.

To develop syllabus according to the PCTB books and to develop the Marking keys of QAT papers
and rechecking of QAT papers.

To draft response of the complaints and queries raised by the partners /applicant schools.

To assist in preparing program related documents and schedule.
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16)

17)

To check the accuracy of print exam papers during printing of QAT papers in accordance with the
criteria developed by Director QAI- ADU.

To perform monitoring duties during printing and marking processes.

To check the accuracy of Mapping/Sticker Pasting (pasting all necessary information of each school
packet regarding Conduct, Date wise/ Shift wise/region wise) in accordance with the criteria
developed by Director QAI- ADU.

To check the accuracy of clustering of schools (same day's morning and evening) packed in
transparent polythene bags by the relevant conduct team.

To supervise the transportation of QAT papers towards each region at least three days before the
start of QAT conduct date.

To check the accuracy of marking in QAT papers in accordance with the criteria developed by
Director QAI-ADU

To check the accuracy of marking and recalculate the total marks of checked papers and mark the
unmark questions if any in case of rechecking and reports to Director QAI-ADU

To prepare the QAT conduct plan and make changes according to the requests of monitoring staff.
To conduct the cogitation activity as per plan approved by the competent authority.

Any other duty / assignment assigned by the supervisor.

Officer

To provide assistance in record/data maintenance and up-dation.

To provide support in maintenance of Database Management System for schools and students.
To provide assistance in order to ensure timely intimation and information dissemination to all
concerned officials.

To assist in record maintenance of applicant/partner/twice failure and complainant schools.

To monitor assigned partner schools if required.

To provide assistance in data maintenance and up-dation of record.

To provide support in maintenance of Database Management System for voucher printing

To provide assistance in order to ensure timely voucher printing.

To assist in record maintenance of schools and students.

To collect and compile reports of distribution of vouchers, monitoring of schools, printing of
vouchers.

To follow-up the files and cases under process and prepare report.

Any other duty / assignment assigned by the supervisor.

Officer (Finance)

e Preparation of payments to vendors and different parties related to Admin section of Foundation with
compliance of PEF SOPs and Applicable Laws which include;

Building Rent of Head Office & Regional Offices

Repair & Maintenance work of PEF Official Vehicles

Repair & Maintenance work of Generators of Foundation

Utility Bills of Head Office

P.O.L Repair & & Diesel Maintenance charges work related to office building (e.g. partition work,
Maintenance of Split ACs etc.)

O O O O O
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18)

19)

20)

o Water & Pantry charges of Foundation.
Monthly imprest of Regional Offices for recurring expenses
Advance to Regional Offices for utility bills
Advance to employees against seminars and symposium
Payments Related to Communication section
Payments related to IT sections

o Monthly Billing of Mobile Sims for Executives

o Monthly Internet charges of Foundation

Officer (Audit)

Liaison with Audit Parties/firms and PEF for smooth conduction of PEF Audits (Internal Audit,
External Audit, Commercial Audit)

Provision of Audit related data to audit parties for conduction of Audits (Internal Audit, External
Audit, and Commercial Audit).

Assist in updating of working papers for Commercial Audit Paras.

Assist in hiring of External Auditors of PEF.

Assist in hiring of Internal Auditors of PEF.

Payment processing of Internal Audit Firms.

Conduction of Resolution Meetings on Internal Audit reports.

Pre-audit of all types of PEF payments made during the year.

Assist in preparation of Audit & Risk Management Committee agenda items.

Conduct Cash Audit as per guidelines of F&A Manual.

Managing administrative task related to audit department (Attendance, Stationery etc.)

Record keeping of audit related files/data.

Worked on day-to-day activities of Audit Department.

Perform any other official activity/task assigned by the management

Officer (Digital Marketing)
Plan and execute all digital marketing campaigns including SEO, SEM, email marketing, social
media, and display advertising.
Manage and grow the organization’s online presence across platforms such as Facebook,
Instagram, LinkedIn, Twitter (X), YouTube, and emerging channels.
Conduct keyword research, optimize website content, and monitor analytics for SEO performance.
Develop, implement, and track paid ad campaigns (Google Ads, Meta Ads, LinkedIn Ads, etc.).
Create engaging and relevant content for blogs, newsletters, and social media posts.
Stay updated with the latest digital marketing trends, technologies, and best practices.
Collaborate with the creative, content, and product teams to align marketing strategies with
business goals.
Collaborate with team members in content creation, design, and analytics.
Monitor performance using tools like Google Analytics, Search Console, and social media insights.
Any other duty/assignment assigned by the Director

Officer (HR)

Disciplinary Cases under PEF Efficiency and Disciplinary Policy;
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21)

22)

Employee separation cases under PEF Efficiency and Disciplinary Policy;

Complaints handling against employees, to analyze cases and to proceed under rules;

Drafting notifications for constitution of committees under approval of the Competent Authority;
Coordination with inquiry committees, follow up and relevant proceedings;

Assistance in implementation of the decision of inquiries or other committees;

Assistance to various committees for briefing and notes as required;

Employee Grievance Redressal Matters;

To liaison with Audit Department for conduct of HR Audit, submission of departmental replies to
Audit Paras and assistance in settlement;

Preparation of briefs for Appellate Committee regarding appeals of employees, proceeded under
Efficiency and Disciplinary policy;

Implementation of decisions of PEF Board of Directors and its committees (relevant to portfolio);
Inter Office Memo/Internal Coordination relevant to portfolio; and,

Any other task assigned by the supervisor.

Officer (Mechanical)

To be able to identify issues and take corrective measures to fix problems with mechanical
components.

Organizing, fault finding, equipment testing, & equipment maintenance against required work.
Basic mechanical engineering understanding to assess the strengths and weaknesses of different
parts, materials, and manufacturing processes.

Good understanding of mechanical aspects.

Plan, organize and conduct maintenance of machinery as per schedule/ instruction, organize and
conduct maintenance of machinery as per schedule/ instructions.

Operation monitoring.

Complex problem solving

Perform studies and calculations for the installation or renovation of mechanical systems

Obtain firm quotations from equipment vendors and contractors or estimate costs for the proposed
installation or renovation work

Coordinate the efforts of installation technicians and mechanics engaged in mechanical system
installation and modification to ensure a cost effective and timely completion

Officer (Civil)

Inspect the building thoroughly to identify areas that need repair or maintenance.
Evaluate the condition of structural elements, such as walls, floors, roofs, etc.
Check for signs of damage or deterioration due to weather, or usage.
Prioritize repairs based on urgency and safety.
Categorize issues as critical (requiring immediate attention), major or minor.
Evaluate cracks in walls, ceilings and floors.
Identify holes or gaps to prevent water infiltration.
Evaluate leaking pipes, faucets, and toilets.
Ensure proper drainage to prevent water damage.
Evaluate faulty wiring, switches or outlets.
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23)

24)

25)

26)

Evaluate and replace damaged light fixtures.

Officer (Electrical)

Fueling of Generators of PEF Head Office

Manage Periodic Repair/Maintenance of Generators

Installation/Shifting of Air Conditioners

Periodic Maintenance/Service of Air Conditioners

Resolution of Complaints related to repair/maintenance of furniture items fixtures, building etc.
Management of In-House Canteen at PEF Head Office

Perform duties of Caretaker in his absence at PEF Head Office

Maintenance of Water Pantry at PEF Head Office

Perform duties as Electrician

Executive Assistant

Assist in disseminating Circular/IOM.

Assist in data entry.

Assist in file maintenance and record updation.

Any other duty / assignment assigned by the supervisor.

Executive Assistant (Photographer)

Capture high-resolution photographs for events, campaigns, publications, and digital platforms.
Plan, set up, and execute photo shoots, including lighting, background, and composition.

Edit, retouch, and finalize images using professional photo-editing software.

Maintain proper archiving and organization of photo libraries for easy retrieval.

Ensure timely delivery of images for print, web, and social media.

Stay updated with the latest photography trends, equipment, and editing techniques.

Driver

To ensure safe custody and smooth running of assigned official vehicles.

To ensure cost-savings through proper use of vehicle through accurate maintenance of daily vehicle
logs, provision of inputs to preparation of the vehicle maintenance plans and reports.

To ensures maintenance of the assigned vehicle through timely minor repairs, arrangements for
major repairs, timely changes of oil, check of tires, brakes and water levels, car cleanliness on daily
basis.

To assist Officer (Transport) in preparing of vehicle history report.

To ensures availability of all the required documents/supplies including vehicle logs, office directory,
vehicle tool kit and necessary spare parts in the assigned vehicle.

Any other duty / assignment assigned by the supervisor
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