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Max Energy Co., Ltd 

0efxrf;rsm;tm;vHk;odkY  

 

Employee Hand Book a&;qGJ&jcif;\ t"du&nf&G,fcsufrsm;rSm – 

 

1/ 0efxrf;rsm;rS þtzGJYtpnf;ESifYywfoufí aqmif&ef? a&Smif&efudpörsm; aumif;pGm 

od&Sdem;vnfNyD; rawmfwq trSm;rsm;rjzpfay:ap&ef/ 

 

2/ rdrd&EdkfifcGifY&SdonfYcGifY? vpm? tcsdefydk? tvkyfem;&uf ponfwdkYtjyif rdrdaqmif&Guf 

ay;&rnfY tvkyfcsdef? pnf;urf;wdkYudk aocsmpGm od&SdEdkifap&ef/ 

 

3/  owfrSwfpnf;urf;ESifYjypf'Pf? ta&;,lrIrsm;udk 0efxrf;rsm;rS BudKwifod&Sdxm;jcif; 

jzifY pnf;urf;csdK;azgufrIrsm;? jypfrIusL;vGefjcif;rsm; avsmYenf;yaysmufoGm;ap&ef/ 
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tcef; (1) 

tvkyfcefYxm;jcif; 

1/ taxGaxG tvkyfcefYxm;jcif;qdkif&m rl0g' 

(u) tvkyfavQmufxm;olrsm;onf touf (18)ESpfjynfhNyD;olrsm; jzpf&rnf/  

( c ) ukrÜPDwGif vpfvyfvQuf&Sdonfh &mxl;ae&mrsm;twGuf ukrÜPDwGif;rS tawGUtBuHK vkyfouf 

ESifh t&nftcsif; jynfhrDonfh0efxrf;rsm; rnfolrqdk oufqkdif&m XmerSL;rSwpfqihf HR XmeokdY 

wifjyavQmufxm;Edkifonf/  

( * ) a&G;cs,fjcif;cH&olrsm;onf atmufygpm&Gufpmwrf;rsm;udk HR XmeodkYwifjy&rnf - 

(1) ywfpydkYt&G,f rsufESmtjynfY OD;xkyfryg umvm"mwfyHk  - (3) yHk 

(2) EdkifiHom;pdppfa&;u'fjym;      - rdwåL ESifY rl&if; 

(3) tvkyform;rSwfyHkwif     - rdwåL ESifY rl&if; 

(4) ynmt&nftcsif; axmufcHcsuf     - rdwåL ESifY rl&if; 

(5) ,cifvkyfcJYzl;aom tzGJUtpnf;ESifYqdkifonfY txmuftxm; 

(eg. 0efxrf;u'f ...ponfY) 

(6) tdrfaxmifpkpm&if;     - rdwåL ESifY rl&if; 

  (7) &yfuGuf̂ aus;&GmtkyfpkaxmufcHpm   - rl&if; 

  (8) &Jpcef;axmufcHpm     - rl&if; 

rSwfcsuf/ tvkyfcefYtyfNyD;vQif aqGrsdK;&if;csmrsm;tm; vkyfief;wl^ae&mwlwGif 

twlwm0efray;yg/ 

2/ tvkyfcefYxm;jcif; trsKd;tpm; 

(u) tprf;cefY0efxrf;tjzpfcefYxm;jcif;/ 

(1) tprf;cefY0efxrf;tm;vHk;onf tjcm;aomoabmwlnDcsufr&SdvQif tvkyfp0ifonfh 

aeYrSpwifNyD; tprf;cefYumv (3)v wm0efxrf;aqmif&rnf/ (pufoHk;qDta&mif;qdkifrS 

tprf;cefY0efxrf;rsm;onf tvkyfoif (On Job Training) (10)&ufNyD;rSom tprf;cefY 

umvpwifrnfjzpfonf/) tprf;cefYtprf;cefYumvtwGif; oufqkdif&mXmerSL; ESifh 

HR XmewdkYrS 0efxrf;\pGrf;aqmif&nfudk ukrÜPDrSowfrSwfxm;aom tuJjzwfpepf 
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twdkif;aqmif&Gufrnf/ (tprf;cefY0efxrf;rS tNrJwrf;0efxrf;jzpfvdkygu (3)vjynfY&ef 

(10)&uftvdkwGif oufqdkif&mXmerSL;rSwpfqifY avQmufxm;&rnfjzpfonf/ 

(2) vkyfief;cGifpGrf;aqmif&nfonf tm;&auseyfzG,f&v'f (Result) xGuf&Sdygu twnfjyK 

cefYxm;jcif; (Confirmation) jyKvkyfrnf/   

(3) vkyfief;cGifpGrf;aqmif&nfonf tm;&auseyfzG,fraumif;aom&v'f (Result) xGuf&Sd 

ygu tprf;cefYumvudk oufwrf;wdk;jcif; (Extension) jyKvkyfrnf/ tprf;cefYumv 

oufwrf;wdk;jcif;udk wpfvcsif; trsm;qHk; (2)vtxdwdk;Edkifonf/ 

(4) tprf;cefYumvtwGif; qufvufcefYxm;&ef roifhavsmfolrsm; (odkY) vkyfief;cGif 

pGrf;aqmif&nf&v'f (Result) raumif;olrsm;udk ukrÜPDrS(7)&uf BudKwiftaMumif; 

Mum;NyD; tvkyfrS&yfpJjcif;(Termination) jyKvkyfrnfjzpfonf/ 

 ( c ) tNrJwrf;0efxrf;tjzpfcefYxm;jcif; 

(1) tprf;cefYumvudk atmifjrifpGmNyD;qHk;olrsm;udk twnfjyK0efxrf;tjzpfcefYxm;rnf/  

(2) þodkYcefYxm;aom 0efxrf;rsm;onf cGifhcHpm;cGifh? vpmwdk;jr§ifhjcif;ESifh tjcm;cHpm;cGifh 

rsm;paom ukrÜPDrSaxmufyHYonfh tusdK;tjrwfrsm;tm; owfrSwfcsufrsm; ESifh udkufnD 

rI&Sdygu cHpm;cGifh&Sdonf/ 

( * ) ,m,D0efxrf; (okdY) aeYpm;0efxrf;cefYxm;jcif; 

(1) vkyfief;tvdkuf vdktyfaomtvkyfrsm;twGuf owfrSwfxm;aomvkyfief;wGif tcsdef 

umvowfrSwfNyD; yHkrSef0efxrf;\ae&mwGif tpm;xdk;cefYxm;onfh 0efxrf;udk 

qdkvdkonf/  

(2) þodkYcefYxm;aom0efxrf;rsm;onf cGifhcHpm;cGifh ESifh tjcm;cHpm;cGifhrsm;udk  cHpm;cGifh 

ay;rnfr[kwfyg/ 4if;wdkYonf tNrJwrf;0efxrf;rsm;enf;wl ukrÜPDrScsrSwfxm;aom 

pnf;rsOf;pnf;urf;rsm;twdkif; vdkufem&rnfjzpfonf/ 

(3) tqdkyg0efxrf;rsm;tm; u½kPmaMu; ESifh tjcm;axmufyHhaMu;rygbJ tcsdefra&G; 

tvkyfrS&yfem;Edkifonf/ odkYaomf yHkrSef0efxrf;tjzpfvnf; avQmufxm;cGifhay;rnf 

jzpfonf/  

 (C) vkyfoufwGufcsufjcif; 

0efxrf;\vkyfoufwGufcsufjcif;udk tprf;cefY0efxrf;tjzpf tvkyfpwif0ifa&mufonfY 

aeYrSpwifrnfjzpfonf/  
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tcef; (2) 

tvkyfcsdef ESifh tvkyfem;&uf 

1/ tvkyfcsdef 

(u) &Hk;0efxrf;rsm; \ tvkyfcsdef  

Working 

Days 
Morning Work Lunch Break Afternoon Work 

Monday 08:00 AM–12:00 AM 12:00 AM–13:00 PM 13:00 PM–17:00 PM 

Tuesday 09:00 AM–12:00 AM 12:00 AM–13:00 PM 13:00 PM–17:00 PM 

Wednesday 09:00 AM–12:00 AM 12:00 AM–13:00 PM 13:00 PM–17:00 PM 

Thursday 09:00 AM–12:00 AM 12:00 AM–13:00 PM 13:00 PM–17:00 PM 

Friday 09:00 AM–12:00 AM 12:00 AM–13:00 PM 13:00 PM–17:00 PM 

Saturday Off Off Off 

Sunday Off Off Off 

 

tvkyfem;&uf/ &Hk;0efxrf;rsm;\ tvkyfem;&ufonf pae? we*FaEGaeY ESifY trsm;jynfol 

tvkyfydwf&ufjzpfonf/ 

xrif;pm;em;csdef/ tvSnhfjzihf wpfOD;vQif (30) rdepf toHk;jyKcGihf&rnf/ 

rkefYpm;csdef/ nae (3;00) em&DrS (3;30) twGif;jzpfNyD; tvSnhfjzifhwpfOD;vQif (15) rdepf 

toHk;jyKcGihf&rnf/ 

 

rSwfcsuf/ (1) &Hk;csKyf&Sd0efxrf;rsm;taejzifh owfrSwfxm;aom xrif;pm;csdef? rkefYpm;csdef?  

  pm;&efae&mrsm;rSvGJíuseftcsdef^ae&mrsm;wGif pm;aomufjcif;rjyK&yg/ 
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(2) 0efxrf;rsm;onf tvkyfudpöaMumifY xrif;pm;owfrSwfcsdefjyifywGif pm;vdkvQif 

aomfvnf;aumif; xrif;pm;csdefwGif &Hk;jyifyüoGm;a&muf pm;vdkvQifaomf 

vnf;aumif; oufqkdif&mXmerSL;\cGifhjyKcsuf (odkY) Officer ESifhtxuf HR 

0efxrf;wpfOD;OD;tm; taMumif;Mum;NyD;pm;Edkifonf/ 

( c ) pufoHk;qDta&mif;qkdif0efxrf;rsm; ESifY Max Mart qdkifrS0efxrf;rsm; \ tvkyfcsdef  

Shift Working Days Working Hours Remarks 

Shift (1) Monday - Sunday 06:00 AM–14:00 PM 

oefY&Sif;a&;0efxrf;\ 

tvkyfcsdefrSm (09;00 rS 

17;00)txdjzpfonf/ 

Shift (2) Monday - Sunday 14:00 PM–22:00 PM 

Shift (3) Monday - Sunday 22:00 PM–06:00 AM 

Mart Monday - Sunday 09:00 AM–17:00 PM 

 

tvkyfem;&uf/ pufoHk;qDta&mif;qkdif0efxrf;rsm; ESifY Max Mart qdkifrS0efxrf;rsm;onf 

tvkyfcsdefZ,m; (Duty Roster) twkdif; wpfywfvQif (1)&ufem;cGihf 

&rnfjzpfonf/ 

xrif;pm;em;csdef/ pufoHk;qDta&mif;qkdif 0efxrf;rsm; ESifY Max Mart qdkifrS0efxrf;rsm;\ 

xrif;pm;em;csdefrSm tvSnfYjzifYwpfOD;vQif (30) rdepf toHk;jyKcGihf&rnf 

jzpfonf/  

rkefYpm;csdef/ tvSnhfjzifhwpfOD;vQif (15) rdepf toHk;jyKcGihf&rnf/ 

 

( * ) qdyfurf;üwm0efxrf;aqmifaom 0efxrf;rsm;\ tvkyfcsdefrSm eHeuf (07;00) em&D rS nae 

(15;00) em&D txd jzpfonf/ vdktyfygu tcsdefydkqif;ay;&rnf/ 

(C) &Hk;csKyfr[kwfaom tjcm;ae&ma'o&Sd vHkNcHKa&;0efxrf;rsm;\ tvkyfcsdefonf ae&ma'o tajc 

taeay:rlwnfí ajymif;vJrI&Sdonf/ 
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2/ trsm;jynfol tvkyfydwf&uf ESifY Off Day 

(u) trsm;jynfoltvkyfydwf&ufonf rdrdem;&ufESifh BuHKBudKufygu tpm;xdk;em;&uf pDpOfay;rnf 

r[kwfyg/ 

 ( c ) trsm;jynfoltvkyfydwf&uf\ ta&SUcsnf;oufouf (odkY) taemufcsnf;oufoufwGif cGifh,l 

ygu tqdkygtrsm;jynfoltvkyfydwf&ufudk cGifhtjzpfa&wGufrnfr[kwfyg/  

 ( * ) trsm;jynfoltvkyfydwf&uf (odkY) Off Day \ ta&SUESifhtaemufwGif&Sdaom &Hk;zGifY&ufESpfck 

pvHk;wGif cGifh,ljcif;jzpfygu Mum;wGif&Sdaom trsm;jynfoltvkyfydwf&uf (odkY) Off Day 

rsm;tm; cGifhtjzpfa&wGufoGm;rnfjzpfonf/ 

(C) trsm;jynfoltvkyfydwf&uf(2)ckMum; tvkyfydwf&uf(2)ckESifhqufí &Hk;zGihf&ufrsm;wGif cGifY,l 

ygu taemuf&dSydwf&ufudk cGifhtjzpfa&wGufoGm;rnfjzpfonf/                                

(Oyrm – trsm;jynfoltvkyfydwf&ufwpfckjzpfaom jynfaxmifpkaeYonf Ak'¨[l;aeY jzpfNyD; 

yHkrSef&Hk;ydwf&ufrSm we*FaEGaeYjzpfvQif Mum;xJ&Sd wevFm ESifh t*Fg (2)&ufudk cGifh,lygu 

wevFm? t*Fg ESifh Ak'¨[l; udk cGifh(3)&uftjzpf owfrSwfjcif;udk qkdvkd ygonf/)  

 

3/ &ufpm;em;cGifY 

(u) vkyfief;vdktyfcsuft& txufwm0ef&Sdolrsm;\ cGifYjyKcsufjzifY rdrd&&Sdonfhtvkyfem;&uf   

(Off Day) wGif wm0efxrf;aqmif&ygu &ufpm;em;cGifhjyefvnfawmif;cHjcif;udk aomfvnf; 

aumif;? tcsdefydktjzpfaomfvnf;aumif;? owfrSwfEdkifonf/ &ufpm;em;cGifhawmif;cHjcif;udk 

(2)&ufBudKwifcGifhjyKcsuf,l&rnf/ 

( c ) &ufpm;em;cGifhawmif;cHjcif;udk rdrdwm0efydkxrf;aqmifonhfaeYrS &ufaygif; (30) twGif; jyef 

vnfawmif;cHEdkifonf/ 

( * ) &ufpm;cGifhudktjcm;cGifhrsm;ESifhwGJí,lcGifhrjyKyg/ wGJí,lygu&ufpm;em;cGifhudk y,fzsufNyD; 

cGifhtjzpf owfrSwfrnfjzpfonf/  
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tcef; (3) 

cGifhcHpm;cGifhrsm; 

1/ cGihftrsKd;tpm;rsm;  

 0efxrf;rsm;vkyfief;cGifwGif vlrIa&;? oma&;ema&;ESifh rarQmfrSef;Ekdifaom a&Smifwcifudpörsm;twGuf 

tcuftcJr&Sdap&ef atmufazmfjyyg cGifhtrsKd;tpm;rsm;udk 0efxrf;rsm;odkY cGifhjyKrnfjzpfygonf/ xdkodkYcGifhjyK&mwGif 

vkyfief;rsm; csKdU,Gif;xdcdkufrI r&Sdap&eftwGuf 0efxrf;rsm;rSvnf; cGifhESifhywfoufaom pnf;rsOf;pnf;urf;rsm;udk 

wduspGmvdkufem&rnfjzpfygonf/ 

 (u) a&SmifwcifcGifh  (Casual Leave) 

 ( c ) vkyfoufcGifh  (Earned Leave) 

 ( * ) aq;cGifh   (Medical Leave) 

 (C) rD;zGm;cGifh  (Maternity Leave) 

( i ) rD;aeapmifYcGifh  (Paternity Leave) 

 ( p ) vpmrJhcGifh  (Without Pay Leave) 

 (q) ynma&;cGifh  (Education Leave) 

 

(u) a&SmifwcifcGifh (Casual Leave)  

  

  ( 1 ) jyu©'defESpf wpfESpftwGif; a&SmifwcifcGifh (6)&uf wifjycHpm;EdkifcGifh&Sdonf/  

  ( 2 ) twnfjyK0efxrf;tjzpf todtrSwfjyKonfhaeYpGJrS pwifcHpm;cGihf&Sdonf/ 

  ( 3 ) vpmjynhfjzifh cHpm;cGifh&Sdonf/ 

( 4 ) wpfBudrfvQif trsm;qkH; (3)&ufxufydkí cHpm;cGifhr&Sdyg/ (3)&ufxufydk,lcYJygu 

xdkydk,lcJYaom&ufrsm;udk  vpmrJYcGifYtjzpf owfrSwfcH&rnf/ 

  ( 5 ) tjcm;rnfonfhcGifh&ufESifhrQ aygif;pyfcGifhr&Sdyg/ 

  ( 6 ) aoG;vSLonfYaeY&uf ESifY aemufwpf&ufudk a&SmifwcifcGifYtjzpf cHpm;cGifY&Sdonf/ 
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(  7 ) ta&;ay:udpö&yfrsm;twGuf pmjzifhjzpfap? w,fvDzkef;jzifhjzpfap wpfenf;enf;jzifY 

taMumif;Mum;&rnfjzpfNyD; tvkyfjyefvnf0ifa&mufonfYaeYwGif taxmuftxm; 

wifjyEdkifrSom tusHK;0ifrnfjzpfonf/ 

(  8  ) a&SmifwcifcGifh&ufudk oufqdkifonfhESpftwGif;r,lygu ysufjy,frnfjzpfonf/ 

  (  9  ) a&SmifwcifcGifhudk txl;ta&;ay:udpö&yfrsm;twGufom cGifhjyKrnfjzpfonf/ 

  (10) cGifhavQmufxm;jcif;r&SdbJ ta&;ay:tajctaeaMumifh cGifhwdkifMum;olrsm;onf &Hk;jyef 

wufonfhaeYwGif HR XmeodkY cGifhavQmufvTmjyefwif&rnf/   

(11) ta&;ay:udpörSty BudKwifcGifYwdkifMum;jcif;r&dSbJ ,lonfYaeYrSomcGifYwdkifMum;jcif;rsdK; 

(6)vtwGif; zkef;jzifYcGifYwdkifMum;jcif; (3)Budrftxufjzpfygu (1)ESpftwGif;vpm 

wdk;jr§ifYjcif;rjyKyg/  

 

  (  c ) vkyfoufcGifh (Earned Leave) 

(1) vkyfouf (1) ESpfjynfhNyD; 0efxrf;rsm;tm;vHk;twGuf jyu©'defESpfwpfESpfvQif vkyfouff 

cGifh (10)&uf cHpm;cGifh&Sdonf/ 

(2) oufqkdif&mESpftwGif; (12)vjynfYonfYvrSpwifNyD; 'DZifbmvtxd&SdonYf ]v} 

yrmPtwkdif; (3)vvQif (2.5)&ufEIef;jzifh vkyfoufcGihf&rnfjzpfonf/  

(oufqdkif&m0efxrf;onf rwfv (31)&ufaeYwGif (1)ESSpfjynfYonfqdkygu usef&Sdae 

onfY {NyDv rS 'DZifbmv txd (9)vtwGuf (3)vvQif (2.5)&uf EIef;jzifY 

(7.5)&uf &&Sdrnfjzpfonf/) 

(3) tvkyfqif;&ufrSm vpOftenf;qHk; (20)&ufrjynfYygu vkyfoufcGifYxJrS (1)&ufEIwf 

,lrnfjzpfonf/ 

(4) vkyfoufcGihfcHpm;vdkaom0efxrf;onf rdrdwm0eftm; oufqkdif&mXmerSL;\ cGifhjyK 

csuft& ,m,DvTJajymif; vufcHrnfholxH w&m;0ifvTJajymifNyD;rSom cGifhcHpm;&rnf/ 

(5) aq;cGifh? rD;zGm;cGifY ESifh aygif;pyf,lEdkifonf/ 

(6) vkyfouffcGifh&ufudk (3)ESpftxd pkaqmif;cGifY&Sdonf/ tqkdyg pkaqmif;xm;aom 

vkyfoufcGihfrsm;udk pkaygif;íjzpfap wpfpdwfwpfa'ownf;jzpfap ED \ cGifYjyKcsuf 

jzifY &,lEdkifonf/ (3)ESpfausmfvQif ysufjy,frnfjzpfonf/ cGifYvufusefrsm;twGuf 

aiGjyefay;rnfr[kwfyg/ 
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  ( * ) aq;cGifh (Medical Leave) 

(1) vkyfouf (6)vjynfhNyD; twnfjyKcefYxm;aom 0efxrf;rsm;tm;vHk;twGuf jyu©'def 

ESpfwpfESpfvQif aq;cGifh (30)&uf cHpm;cGifh&Sdonf/ 

(2) vkyfouf (6)vatmuf 0efxrf;rsm;twGuf (vpmrJh) aq;vufrSwfcGifh Without Pay 

Medical Leave &&SdEkdifonf/ 

  (3) vkyfoufcGifh? rD;zGm;cGifY ESifh aygif;pyf,lEdkifonf/ 

(4) tvkyfwm0efxrf;aqmifaecsdeftwGif; tvkyfudktaMumif;jyKí rawmfwq xdcdkuf 

'Pf&m&½Sdolrsm;twGuf vkyftm;ctusdK;cHpm;cGifhrsm;udk tvkyfrwufa&mufEdkifonfh 

twGuf jzwfawmufjcif;r&Sdyg/ 

(5) aq;cGifhudk tpdk;&todtrSwfjyK q&m0ef\cGifYjyKcsufvufrSwfjzifY axmufcHxm;onfY 

umvtwdkif; cGifhjyKay;rnfjzpfonf/ 

(6) cGifh&ufukefqHk;í vkyfief;cGifodkYjyefvnf0ifa&mufvQif aq;cGifYESifYywfoufaom 

taxmuftxm;pm&Gufpmwrf;rsm;udkwifjy&rnf/ 

(7) aq;cGifh&ufudk oufqdkifonfhESpftwGif;r,lvQif ysufjy,frnfjzpfonf/  

(8) jyif;jyif;xefxef roufomaomusef;rma&;tajctaeaMumihf aq;cGihfukd (30)&uf 

xuf ykd,lvdkygu ED xHodkYwdkuf&dkufavQmufxm;&rnfjzpfNyD; cGifYjyKcsuf&&Sdygu 

vkyfoufcGifhvufusefrsm;&SdvQif 4if;cGifhvufusefrsm;rSvnf;aumif; vkyfoufcGifh 

vufusefr&SdvQif Without Pay Medical Leave jzihfvnf;aumif; cGihfjyKrnfjzpfonf/ 

Without Pay Medical Leave udk 0efxrf;tm;cHpm;cGifYay;rnfYudpö&yfrsm; (Oyrm -  

Promotion, Increment and Bonus) wdkYwGifcGifYtjzpfxnfYoGif; pOf;pm;rnf 

r[kwfyg/ 

(9) aq;cGihf&uf½Snf,lonhfaeYrSpí (6)vtwGif; aq;cGihf(30)&uftygt0if cGihf&uf pkpk 

aygif; (60) &ufxuf ausmfvGefygu ED \ qkH;jzwfcsufjzifh tvkyfwm0efrS&yfpJjcif; 

(odkY) &yfpJ&efoHk;oyfjcif; jyKvkyfrnfjzpfonf/ tvkyfjyef0ifygu tvkyf0if aeYpGJtopf 

jzihfom owfrSwfrnfjzpfonf/ xdkYtjyif tvkyfxGufNyD; (6)vausmfrSjyef0ifjcif;jzpfygu 

tprf;cefYumv (Probation)xm;&Sdrnfjzpfonf/ 
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 (C) rD;zGm;cGifh (Maternity Leave) 

(1) vkyfouf(6)vjynfYNyD; twnfjyKcefYxm;aom 0efxrf;rsm;om rD;zGm;cGifhukd cHpm;cGifY 

&dSonf/ 0efxrf;rsm;tm; rD;zGm;cGifhESifhywfoufí rD;rzGm;rD (45)&ufESifh rD;zGm;NyD;aemuf 

(45)&uf rD;zGm;cGifhcHpm;cGifh&Sdonf/ xkdrD;zGm;cGihf (2)ckukd aygif;pyf,lcGihfr&Sdyg/ 

  (2) rD;zGm;cGifhudk vpmtjynfhcHpm;cGifh&Sdonf/ 

(3) udk,f0efaqmiftrsdK;orD;wpfOD;onf taMumif;wpfckckaMumifh oaE¨ysufusjcif; 

jzpfay:vmvQif tpdk;&todtrSwfjyKq&m0ef\ aq;vufrSwfaxmufcHcsuf yl;wGJ 

wifjyí rD;zGm;cGihfxJrScHpm;cGifh&&Sdrnf/  

  (4) vkyfoufcGifh? aq;cGifYESihf aygif;pyf,lEkdifonf/ 

(5) cGifh&ufukefqHk;í vkyfief;cGifodkYjyefvnf0ifa&mufvQif usef;rma&;aumif;rGefaMumif; 

taxmuftxm;pm&Gufpmwrf;rsm;udkwifjy&rnf/ 

 (6) rD;zGm;NyD;ygu HR XmeokdY arG;pm&if; wifjy&rnfjzpfonf/ 

 

rSwfcsuf/   tvkyf0ifNyD;rMumrDtcsdefwGif rD;zGm;cGifhawmif;cHonfYudpörsm; ray:aygufap&eftwGuf 

1/ um,pGrf;tm;vdktyfonfYtvkyfrsKd;wGif udk,f0ef&Sdoltm; rcefYxm;&ef/ rD;zGm; 

NyD; (6)ywftMumwGifrSom tvkyfcefYxm;a&;udk pOf;pm;ay;&ef/ 

2/ um,pGrf;tm;rvdkaomtvkyfrsKd;wGif udk,f0ef&Sdoltm; cefYxm;a&;twGuf 

a&G;cs,fvdkua&G;cs,fxm;&ef/odkYaomfrD;zGm;NyD;í(6)ywfMumjrifhrSomcefYxm;&ef/ 

3/ tdrfaxmif&Sd0efxrf;opftm; uav;arG;zGm;NyD; tenf;qkH;(6)ywfMumNyD;  rSom 

tvkyf0ifjcif;jzpfaMumif; ukd,fwkdifcH0efcsufa&;om;&rnfjzpfNyD; cH0efcsufESihf 

rrSefruefaz:jycsufaMumifh usef;rma&;cRwf,Gif;í cGihf,lygu Without Pay 

tjzpfom cGihfay;rnfjzpfonf/ 

( i  ) rD;aeapmifYcGifh (Paternity Leave) 

ZeD;jzpfolrD;zGm;ygu ZeD;ESifYuav;wdkYudkapmifYa&Smuf&ef zcifjzpfol&&SdaomcGifYjzpfonf/ rD;zGm; 

onfYaeYrS (7)&uftxd &&Sdrnfjzpfonf/ 
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( p  ) vpmrJhcGifh (Without Pay Leave)  

(1) vpmrJhcGifhudk cGifhwpfpHkwpf&mcHpm;cGifhr&ao;aom tprf;cefY0efxrf;rsm;twGuf 

vnf;aumif; a&SmifwcifcGifh? vkyfoufcGifhpaom cGifhvufusefvHk;0r&Sdaom 0efxrf; 

rsm;twGufvnf;aumif; taxmuftxm;cdkifvHkpGmjzifh wifjyawmif;cHEdkifonf/ 

(2) rD;zGm;íaomfvnf;aumif; usef;rma&;raumif;íaomfvnf;aumif; wpfESpftwGif; 

vpmrJhcGifhudk trsm;qHk; (30) &ufom,lcGifhjyKrnfjzpfNyD; ausmfvGefygu ED \ qkH;jzwf 

csufjzifh tvkyfwm0efrS&yfpJjcif; (odkY) &yfpJ&efoHk;oyfjcif;jyKvkyfrnfjzpfonf/ 

 (q) ynma&;cGifY (Education Leave)  

(1) wuúodkvfwufqJ0efxrf;rsm;taejzifY 0dZÆm? odyHÜ rnfonfYbmom&yfrsm;rqdk pmMunfY 

&uftygt0if pmar;yGJajzqdkNyD;txd pkpkaygif; (21)&uf cGifY,lcGifYjyKrnfjzpfonf/ 

(2) vkyfoufcGifY&SdvQif vkyfoufcGifYxJrStoHk;jyK&rnfjzpfonf/ vkyfoufcGifYr&Sdygu vpmrJY 

cGifYjzifYom cGifYjyKrnfjzpfonf/ 

(3) ukrÜPDrSvTwfonfYoifwef;rsm;\ pmar;yGJajzqkdjcif;udk ½kH;wuf&ufrsm;tjzpf owfrSwf 

ay;rnfjzpfonf/ 

(4) rdrdtpDtpOfjzifY jyifywGiftjcm;oifwef;BuD;^i,frsm; wufa&mufaejcif;rsm; ESifY  

pmar;yGJrsm;ajzqkdjcif;udk rdrdwm0ef,lxm;aom ukrÜPD\vkyfief;ESifY wdkuf&dkufywfouf 

NyD; ukrÜPDtwGuftusdK;&SdrnfYoifwef;rsdK;jzpfygu oifwef;umvay:rlwnfNyD; ynm 

a&;cGifY cHpm;cGifY&&Sdrnfjzpfonf/ 

(5) pmar;yGJajzqdk&mwGif yxrwpfBudrfajzqdkNyD; atmifjrifrIr&Sdí xyfrHajzqdk&ef 

cGifYawmif;cHygu ynma&;cGifY cHpm;cGifY&rnfr[kwfyg/  

 (6) tjcm;oifwef;BuD;^i,frsm;\ pmar;yGJrsm;ajzqkdjcif;udk ajzqkd&rnhfaeYrwkdifrD(1)&uf  

tvkdrSpí pmar;yGJaemufqHk;aeYtxd cGihf,lcGihfjyKrnfjzpfonf/ 
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2/ cGifYrJY ^ cGifYvGefysufuGufjcif; (Absence) 

(u) 0efxrf;wpfOD;onf w&m;0ifcGifhavQmufxm;jcif;r&SdyJ rdrd\vkyfief;wm0efodkY vma&muf&ef 

ysufuGufvQif cGifhrJhysufuGuf[lívnf;aumif; cGifhwpfrsKd;rsKd;udk cHpm;aeol0efxrf;wpfOD;OD; 

onf cGifh&ufjynhfhajrmufí rdrdXmeodkYjyefvnftvkyf0ifa&mufjcif; r&Sdonhftjyif ckdifvkHaom 

taMumif;jycsufrjyEkdifaomf cGifhvGefysufuGuf[lívnf;aumif; owfrSwfjcif;cH&rnfjzpfonf/ 

( c ) cGifhvGefysufuGufjcif;onfvnf; cGifhrJhysufuGufjcif;[k ,lqrnfjzpfonf/ cGifhrJh ESifh cGifhvGef 

ysufuGuf&ufrsm;twGufvpmcHpm;cGifhr&SdEdkifyg/ xkdYaMumifh cGifhrJh ESifh cGifhvGef ysufuGufjcif;rsKd; 

rjzpfay:ap&ef 0efxrf;wdkif; txl;owdjyK&rnfjzpfonf/ 

( * ) 0efxrf;wpfOD;OD;onf  (1)ESpftwGif; cGifhrJhysufuGuf (okdY) cGifhvGefysufuGuf wpfqufwnf; (odkY) 

oD;jcm;pD (3)&ufjzpfygu tvkyfwm0efrS tvdktavsmuf&yfpJjcif;cH&rnfjzpfonf/ 

(C) odkYaomf ukrÜPDrSvdktyfíaomfvnf;aumif; (odkY) wm0efvTJajymif;&efusef&dSíaomfvnf;aumif; 

vma&mufajz&Sif;ay;&efqifYac:ygu csufcsif;vma&mufíajyvnfNyD;ajrmufonftxd ajz&Sif; 

ay;&rnfjzpfonf/  

3/ aeUwpf0ufcGihfowfrSwfjcif; 

 

 

 

 

 

 

 

 

 

 

 

 

 yxrydkif; 'kwd,ydkif; 

Office (Monday) 08:00 - 12:30 12:31 - 17:00 

Office (Tuesday - Friday) 09:00 - 13:00 13:01 - 17:00 

Filling Station and Mart (Shift - 1) 06:00 - 10:00 10:01 - 14:00 

Filling Station and Mart (Shift - 2) 14:00 - 18:00 18:01 - 22:00 

Filling Station and Mart (Shift - 3) 22:00 - 02:00 02:01 - 06:00 

Filling Station and Mart (9:00 – 17:00) 09:00 - 13:00 13:01 - 17:00 
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4/  cGifhESifhywfoufaompnf;urf;rsm;  

(u)  cGifYpnf;urf;rsm; 

(1) cGifYrsm;udk&ydkifcGifYwpf&yftaejzifYoabmxm;um awmif;cHjcif;rjyK&/ cGifYcHpm;cGifY 

cGifYjyKcsuf r&&Sdao;bJ cGifYcHpm;jcif;rjyKvkyf&/  

(2) cGifhrsm;udk r½kd;rajzmifhaomoabmjzifh vdrfvnfavQmufxm;jcif;rjyK&/ cGifhrsm;tm; 

cGifhpnf;urf;twdkif; raqmif½Gufygu Verbal Warning (odkY) Writting Warning 

ta&;,lrnfjzpfNyD; Disciplinary Action Form wGif vufrSwfa&;xdk;&rnf/ 

(3) cGifhavQmufxm;jcif;r&SdbJ ta&;ay:tajctaeaMumifh cGifhwdkifMum;olrsm;onf ½Hk;jyef 

wufonfYaeYwGif taxmuftxm;cdkifvHkpGmjzifY cGifhavQmufvTm jyefwif&rnf/ 

  (4) tprf;cefYumvtwGif; vpmrJYcGifhrSty rnfonfYcGifhrS cHpm;cGifhr&Sdyg/ 

(5) XmewpfcktwGif; txl;ta&;BuD;udpörSty (2) a,mufNydKifí cGihfr,l&/ cGifhwdkifonfY 

taMumif;t&m twdrfteufjcif;wlNyD; (1)a,mufxufydkí cGifYavQmufxm;cJYygu 

yxrcGifYavQmufxm;aomoludk OD;pm;ay;qHk;jzwfrnf/ tu,fí aemufrS cGifYavQmuf 

xm;aomolonf yxrcGifYavQmufxm;aomolxuf ydkrdkta&;BuD;ygu (odkY) txl;qdk; 

0g;aomusef;rma&; tajctae (odkY) ab;tEÅ&m,fESifh&ifqdkif&ef tajctaewdkY&dSygu 

yxravQmufxm;oltm; aMuvnfatmif&Sif;jyí aemufrSavQmufxm;aomoludk 

OD;pm;ay;qHk;jzwfrnfjzpfonf/ ESpfOD;pvHk; ra&SmifvTJEdkifaomtxl;ta&;BuD;udpö jzpfyg 

u ESpfOD;pvHk;udk wpfNydKifwnf;cGifYay;Edkifonf/ 

(6) cGifYavQmufxm;&mwGif txl;ta&;ay:udpörsm;rSty owfrSwfxm;aom cGifYpnf;urf; 

rsm;twdkif; *&kpdkufí wduspGmvdkufemavQmufxm;&rnfjzpfygonf/   

( c ) cGifhay;ydkifcGifh&Sdol vdkufemaqmif&Guf&rnfhtcsufrsm; 

(1) vkyfief;vdktyfcsuft& cGifhay;ydkifcGifh&SdaomtBuD;tuJonf awmif;cHvmonfhcGifhudk 

jiif;y,fEdkifonf/ cGifhjyKNyD;aomcGifhudkvnf; ta&;ay:udpö&yfrsm;½Sdygu y,fzsuf 

Edkifonf/ jiif;y,faomcGifYudk,lygu cGihfrhJysufuGufjcif; (Absence) tjzpf owfrSwf 

rnfjzpfonf/ 

(2) cGifhay;ydkifcGifh&SdoltBuD;tuJonf vkyfief;qdkif&mrsm; rxdcdkufapa&;twGuf 0efxrf; 

tm; cGihfay;&mwGif csifhcsdef&efwm0ef&Sdonf/ 
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(3) cGifh,lrnfYolonf ta&;wBuD; wm0efxrf;aqmifaejcif; (odkY) 4if;tpm; vlpm; 

0ifa&muf wm0efxrf;aqmif&ef tcuftcJ&Sdygu cGifhay;ydkifcGifh&SdolrS cGifh&uftm; 

csifhcsdefí owfrSwfay;&rnfjzpfonf/ 

( * ) cGifhavQmufxm;jcif;qdkif&m pnf;urf;csufrsm; 

(1) a&SmifwcifcGifYonf cGifhavQmufxm;jcif;r&SdbJ ½kwfw&uftxl; ta&;ay:tajctae 

aMumifh cGifY,l&ef&Sdygu tcsdefrDtjcm;olwpfOD;tm; wm0efvTJay;Ekdif&eftvkdYiSm 

rdrdtvkyfcsdefrprD (1)em&DtwGif; aemufqHk;xm;í wpfenf;enf;jzifh oufqkdif&mXme 

toD;oD;½Sd XmerSL;rS wpfqifY HR Manager xH BudKwifavQmufxm;NyD; cGifYjyKcsuf 

,l&rnfjzpfonf/ rdrdtvkyfcsdefpNyD; (1)em&DtwGif;rSom wdkifMum;jcif; jzpfygu 

4if;wdkifMum;rIudk todtrSwfjyKrnfr[kwfbJ cGihfrhĴ cGihfvGef ysufuGufjcif; (Absence) 

tjzpf owfrSwfoGm;rnfjzpfonf/  

(2) vkyfoufcGifY ESifY tjcm;cGifYrsm;udk (3)&ufatmufjzpfygu ukrÜPDrSowfrSwfxm;aom 

yHkpHESifhtwl cdkifvHkaomtaxmuftxm;jzifY  udk,fwkdif oufqkdif&mXmetoD;oD;½Sd 

XmerSL; xHwGiftwnfjyKcsuf&,lNyD; HR Manager xH BudKwifavQmufxm;NyD; cGifYjyK 

csuf,l&rnfjzpfonf/ (4)&ufESifYtxufjzpfygu oufqdkif&m GM xHodkY BudKwif 

avQmufxm;NyD; cGifYjyKcsuf,l&rnfjzpfonf/ 

(3) aq;cGifYudk omrefaexdkifraumif;jzpfjcif;rsdK;r[kwfbJ (3)&uftxuftem;,l&ef 

vdktyfygu tpdk;&todtrSwfjyK q&m0efwpfOD;OD;\axmufcHcsufESifYtwl rdom;pk0if 

wpfOD;OD;rS ukrÜPDodkYvma&mufNyD; ukrÜPDrSowfrSwfxm;aomyHkpHESifhtwl oufqkdif&m 

XmetoD;oD;½Sd XmerSL;xHwGif twnfjyKcsuf&,lNyD; HR Manager xHtaMumif;Mum; 

NyD; avQmufxm;&rnfjzpfonf/ 

(4) rD;zGm;cGifYudk q&m0efowfrSwfaom cefYrSef;rD;zGm;&uf (Due Date) yg aq;pmESifhwuG 

ukrÜPDrS owfrSwfxm;aomyHkpHESifhtwl oufqkdif&mXmetoD;oD;½Sd XmerSL;xHwGif 

twnfjyKcsuf&,lNyD; HR Manager xHwGif (2)vBudKwifavQmufxm;NyD; cGifYjyKcsuf 

,l&rnfjzpfonf/  

(5) rnfonfYcGifYyifjzpfap tu,fí XmerSL;rsm;udk,fwdkifjzpfcJYygu oufqdkif&m GM xHodkY 

wdkuf&dkuftaMumif;Mum;NyD; cGifYjyKcsuf,l&rnfjzpfonf/  
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tcef; (4) 

vpm? tcsdefydk ESifh tjcm;cHpm;cGifhrsm; 

1/ vkyftm;cwGufcsufjcif; 

(u) wpf&ufvkyfconf rdrdvpmudk (26)&ufjzifh pm;í&aomyrmPjzpfonf/ vpm wGuf&mwGif 

tcsdefydk? cGifh? &ufrSefaMu;ponfjzifh vkyftm;cü xyfrHjznfh&efESifh EIwf,l&ef aiGyrmPudk 

,cifv (26)&ufaeYrS ,ckv (25)&uftwGif; wGufjcif;jzpfonf/ (28)&ufESifYowfaom 

vjzpfygu ,cifv (26)&ufaeYrS ,ckv (23)&uftwGif;aomfvnf;aumif; (29)&ufESifY 

owfaomvjzpfygu ,cifv (26)&ufaeYrS ,ckv (24)&uftwGif; wGufjcif;jzpfonf/ 

( c  ) tprf;cefY0efxrf;rsm;\ yxrvvkyftm;cudk tvkyf0if&uf\ ta&SU&ufta&twGufjzpfaom 

,cifv (26)&ufaeYrS ,ckv tvkyfpwif0ifa&mufonfYaeYrwdkifrDtxd xnfYwGufxm;jcif; 

r&SdbJ trSefwu,ftvkyfqif;&uftwdkif;om wGufíay;rnfjzpfonf/ 

2/ vpmxkwfay;jcif; 

 0efxrf;rsm;tm;vHk;\ vpmudk vukef&ufaeYwGif xkwfay;rnf/ tu,fí xdk&ufonf tvkyfydwf&uf 

ESifhBuHKvQif vpmudk4if;aeYrwdkifrD apmíay;rnf/  

rSwfcsuf/ MPU Card r&Sdaom0efxrf;rsm;twGuf omreftm;jzifh rdrd\ vkyftm;cvpmaiGudk 

udk,fwdkifxkwf,l&rnf/ txl; (odkY) ta&;ay:udpörsm;&SdcJhygu udk,fpm;vS,fvTJpmjzifh 

xkwf,lEkdifonf/ udk,fpm;vS,fvTJpm ryg&Sdaomudpörsm;twGuf vHk0xkwf,lcGifhr&Sdyg/ 

3/ tcsdefydk ESifY c&D;oGm;&jcif; 

(u) tcsdefydkudkrvTJra&SmifomaomudpöwGifom qif;&rnfjzpfNyD; tygwfpOft*FgaeYwdkif; oufqdkif  

&mXmerI;rsm;rS H.R XmerSwpfqifh HR Manager xHodkY qif;xm;aomtcsdefydkem&D twdtus 

pm&if;udk qif;&onfhtaMumif;&if;ESifhwuG ay;ydkYtaMumif;Mum;&rnf/ 

( c ) HR XmerS ,cifv (26) &ufrS ,ckv (25) &uftwGif; tcsdefydk tvkyfqif;crsm;udk 

vuf&dSvukef vpmwGifxnfYoGif;ay;rnfjzpfonf/ ,ckv(26) &ufaeYaemufydkif;rS a&mufvm 

aom tcsdefydktvkyfqif;pm&if;ESifhywfoufonfh tcsdefydkvkyfcrsm;udk oufqdkif&mvwGif xkwf 

ay;rnfr[kwfbJ aemufvwGifomxkwfay;rnf/  
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( * ) tcsdefydkonf Rank – 5 (Asst. Maneger Level)ESifh txuf0efxrf;rsm;twGuf tusHK; 

r0ifyg/ okdUaomf tcsdefydk (3)em&D txuf&dSygu Allowance (3000) usyf&rnfjzpfonf/ 

(C) tcsdefydkonf e,fc&D;pOftwGuftusHK;r0ifyg/ Travelling Allowance cHpm;cGifY&&Sdrnf 

jzpfonf/ aeYcsif;jyefc&D;pOfrsm;wGif pkpkaygif; (18)em&DausmfvQif aeYwpf0ufem;cGifYay;rnf 

jzpfonf/ tu,fí ntdyfc&D;oGm;&mrS jyefa&mufcsdefonf n (10) em&DrS (12) em&D twGif; 

jzpfygu tvkyfcsdefudk (2)em&Daemufusí em;cGifhay;rnf/ n (12) em&D rS eHeuf (7)em&D jzpfyg 

u aeYwpf0ufem;cGifhudkvnf;aumif;? eHeuf (7)em&Daemufydkif;jzpfygu (1)&ufpm em;cGifYudk 

aomfvnf;aumif; em;cGifYay;rnfjzpfonf/ 

( i ) ½Hk;csdefowfrSwfcsdef (nae 5;00em&Dxd) owfrSwfxm;&Sdaomfvnf; nae (5;30)em&DrS pwifNyD; 

tcsdefydktvkyfqif;onf[k owfrSwfonf/ 

( p ) tu,fí xl;jcm;jzpfpOf&SdcJhygu ED \ qkH;jzwfcsufESifhtnD wGufcsufcHpm;cGifhjyKrnf/  

(q) tcsdefydkwGufcsufyHk 

tvkyfqif;&uf ESifY tvkyfydwf&uf

tajccHvpm _ 12 (v)

52 (ywf) _ 48 (em&D)

(2) q_tcsdefydkvkyftm;c (1)em&DEIef; =

 

( Z ) Duty Officer Allowance  

Duty Officer qdkonfrSm rdrdwm0efcsdefr[kwfbJ wm0efcsdefausmfvGefí wm0efrSL;? wm0efcH? 

vufaxmufwm0efcH tjzpf wm0efxrf;aqmifaom0efxrf;rsm;udk qdkvdkonf/ Duty Officer tjzpf 

wm0efxrf;aqmif&ygu wpf&ufvQif Allowance (3000d^-)EIef; &&Sdrnfjzpfonf/ 
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4/ tjcm;cHpm;cGifYrsm;  

(u) vkyfoufqkaMu; (Service Bonus) 

(1) vkyfouf (1) ESpfjynfYNyD;onfY 0efxrf;rsm;tm;vHk; cHpm;ydkifcGifh&Sdonf/ 

(2) ESpfpOf {NyDvwGifay;rnfjzpfonf/ 

 

(  c ) vkyfief;cGifpGrf;aqmif&nfqkaMu; (Performance Bonus) 

0efxrf;rsm;taejzifY cGifY,lxm;rI? jypfrIuif;&Sif;xm;rI ESifY a&mif;tm;aumif;rIwdkY 

tay:wGif tajccHNyD; Performance Bonus udkvnf; qkaMu;yrmP cGJa0ay;rnfjzpfonf/ 

Bonus rsm; ay;a0jcif;udk tzGJUtpnf;\ b@ma&;tajctaeay:rlwnfNyD; vdktyf 

ovdk qHk;jzwfrnfjzpfonf/ 

  

(  * ) 0efxrf;tBudKrdwfqufoifwef; ( Orientation Training ) 

þoifwef;udk v(1)v\ yxrtywfwdkif;wGif oufqkdif&mXmerSL;rsm;ESifh yl;aygif;í 

pDpOfaqmif&Gufrnfjzpfonf/  

  

 (C ) wlnD0wfpHk (Uniform) 

wm0efcsdefwGifwlnD0wfpHk0wfqif&eftwGuf 0efxrf;wpfOD;vSsif 0wfpHk (3) pHk EIef;jzifY 

xkwfay;onf/ 0wfpHkp&dwfudk ukrÜPDrStjynfYt0 uscHrnfjzpfonf/  
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tcef; (5) 

vpmwdk;jr§ifhjcif;? &mxl;wdk;jr§ifhjcif; ESihf Xmeajymif;a&TUjcif; 

 

1/ vpmwdk;jr§ifhjcif; (Increment) 
0efxrf;\vkyfouf wpfESpfjynfYNyD;onfYvwGif jyKvkyfEdkifonf/ 

 

2/ &mxl;wdk;jr§ifhjcif; (Promotion) 

(u) yHkrSeftm;jzifh &mxl;wdk;jr§ifhjcif;rsm;udk ta&;ay:udpörSty ESpfpOf Mo*kwfv ESifY 'DZifbmv 

wdkYwGif jyKvkyfrnfjzpfonf/ &Hk;csdefrSefuefjcif;? cGifY,lenf;jcif;? vkyfief;aumif;rGefpGm vkyfaqmif 

jcif;? pnf;urf;vdkufemjcif;? Performance Appraisal ESifY &mxl;wdk;pmar;yGJ&v'fwdkYtay:wGif 

tajccHpDppfí &mxl;wdk;jr§ifhjcif;rsm;udk jyKvkyfrnfjzpfonf/ 

( c ) vuf&Sd&mxl;wGif tenf;qHk; (1)ESpfvkyfudkifaeoljzpf&rnf/ wdk;jr§ifhvdkufaom&mxl;topfü 

tprf;cefYumvrygyJ wdkuf&dkufaomfvnf;aumif; tprf;cefY Probation (1)v (odkY) (3)vjzifh 

aomfvnf;aumif; wdk;jr§ifhEdkifonf/  

( * ) &mxl;wdk;jr§if;onfYtprf;cefYumvwGif rlv&mxl;\vpmjzifYom cHpm;&&SdrnfjzpfNyD; &mxl;wdk; 

jr§ifYjcif;twnfjyKNyD;rSom twnfjyKvpmjzifY ajymif;vJcHpm;&&Sdrnfjzpfygonf/  

 

3/ Xmeajymif;a&TUjcif; (Transfer) 

 0efxrf;rsm;tm;vHk; vkyfief;vdktyfcsuft& oifhawmfovdk Xmeajymif;a&TUjcif; (odkY) ta&mif;qdkif 

ajymif;a&TUjcif; (odkY) tjcm;a'oodkYajymif;a&TUjcif;rsm;udk rl&if;vpmtm; ajymif;vJrIr&SdapbJ jyKvkyfEdkifonf/ 

rnfolrqdk vuf&SdvkyfudkifaeaomXmerS rdrdtvkyfESifhqufpyfaom ukrÜPDtwGif;tjcm;XmeodkY tcsdefra&G; 

ajymif;a&TUvkyfudkifEkdif&rnf/  
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tcef; (6) 

vkyfief;cGifpnf;urf;rsm; 

 

1/ tvkyfcGifpnf;urf;rsm; 

 0efxrf;tm;vHk;onfatmufygpnf;urf;csufrsm;twkdif;wduspGmvkdufemapmifYxdef;&rnf – 

(u) 0efxrf;rsm;tm;vHk; vdkufem&rnfY pnf;urf;rsm; 

       (1) w,fvDzkef;ajymqdk&mwGif r*FvmygEIwfcGef;qufNyD;rS ajym&rnf/ 

(2) udk,ftrl,m? EIwftrl,m? ,Ofaus;pGmjyKrlajymqdk&rnf/ 

  (3) rdrd\oufqdkif&mvkyfief;cGifudk tNrJoefY&Sif;oyf&yfpGmxm;&Sd&rnf/ 

(4) tcgtm;avsmfpGmxkwfjyefaom nTefMum;csufrsm;tjyif |mewGif;oD;oefY pnf;urf; 

csufrsm;udkyg vdkufem&rnf/ 

(5) rdrdvkyfazmfudkifzuftcsif;csif; nDtpfudkarmifESrpdwfjzifYom tqifajypGmqufqH 

Edkif&rnf/ 

(6) tpOfojzifY 0efxrf;tcsif;csif; &dkif;yifulnDpdwfjzifY olYwm0ef? udk,fYwm0ef cGJjcm;rI 

rjyKbJ 0dkif;0ef;ulnD wm0efxrf;aqmif&rnf/  

  (7) tvkyfoif0efxrf;rsm;tay: pmempdwfjzifhnTefMum;jyoEdkif&rnf/ 

(8) vdktyfítcsdefydkqif;&efnTefMum;ygu (cdkifvHkaomtaMumif;rSvGJí) tcsdefydk qif;ay; 

&rnf/ 

(9) tjcm;XmerS 0efxrf; (odkY) ypönf;wpfcktoHk;jyKvdku oufqdkif&mXmerSL;xHrS cGifYjyKcsuf 

&,lNyD;rSom toHk;jyK&rnf/ 

  (10) ukrÜPD\pm&if;Z,m;rsm;udk txufvlBuD;rS tcsdefra&G;ppfaq;Ekdif&ef tcsdefrDpepf 

wus jyKpkxdef;odrf;&rnf/ 

(11) w,fvDzkef;qufoG,fajymqkdjcif;ESihf tcsuftvufrsm;ay;ydkYjcif;rsm; aqmif&Guf&mwGif 

jynfhpHk ,Ofaus;pGm ajymqdkaqmif&Guf&rnf/ 

(12)    ,mOfarmif;0efxrf;rsm;onf wm0efcsdeftwGif; rdrdwm0efus&m armfawmf,mOfteD;wGif 

tcsdefjynfh tqifoifY&Sdae&rnf/ 

(13) tvkyfvkyfolonf oefY&Sif;oyf&yfpGm0wfqifvQuf tvkyfvkyf&rnf/ wpfudk,fa& 

oefY&Sif;rI&dS&rnf/ vufonf;? ajconf; rSefrSefjzwfí teHYqdk;uif;pif&rnf/ 
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(14)    rdrdwm0efxrf;aqmif&m e,fajr^a'o^pcef;^qkdifrsm;\vkHNcKHa&;qkdif&m owfrSwf 

  csuf pnf;rsOf;pnf;urf;rsm; twkdif;vkdufemaqmif&Guf&rnf/ 

  (15)    rdrdwm0efxrf;aqmif&m e,fajra'o\ ]] a'oE Å&tkyfcsKyfa&;qkdif&m Oya'rsm;}} udk 

       vkdufemaqmif&Guf&rnf/ 

  (16)   rdrdwm0efxrf;aqmif&m e,fajra'otvkduf xkwfjyefaom rD;ab;vkHNcKHa&; pDrHcsuf  

   twkdif; vkdufygtaumiftxnfazmf aqmif&Guf&rnf/ 

(17)   wm0eft& c&D;oGm;vm&mwGif a&muf&Sd^xGufcGmcsdeftm; txufwm0efcH^&kH;okdY  

       owif;ykdY  wifjy^vrf;nTefrI cH,l&rnf/ 

  (18)   tyef;ajzc&D; ^bk&m;zl; c&D;uJhokdYaom ukrÜPD̂ XmerS pDpOfapvTwfaom c&D;pOfrsm; 

       wGif vkdufygolrsm;onf ]]c&D;oGm;vmcGifhtrdefYnTefMum;csuf}} rsm;twkdif; vdkufem 

      aqmif&Guf&rnf/ 

     (19)    &kH;csKyf ^ ½ kH;cGJrsm;rS tcgtm;avsmfpGm xkwfjyefaom trdefYnTefMum;csufrsm;ukd vdkufem 

       aqmif&Guf&rnf/ 

(20)    taqmifae0efxrf;rsm; (XmewGif;^jyify) taqmifrsm;\ pnf;urf;rsm;tm; vdkufem 

  &rnf/ 

(21)   Ouú|^B.O.D^'g½kdufwmESifh ½kH;csKyfwm0ef&Sdolrsm; vma&mufppfaq;pOfvrf;nTefcsuf 

  rsm;tm;  wduspGmvkdufemaqmif&Guf&rnf/  wm0ef,laqmif&Guf&rItqifYtvdkuf 

       rdrdtxufwm0efcHxHokdY aqmif&GufNyD;pD;rItm;jyefvnfwifjy&rnf/ 

(22) ukrÜPDydkifypönf;rsm; rysufpD;apa&; ESifY rD;ab;vHkNcHKa&;twGuf todpdwfjzifY *&kjyK 

aqmif&Guf&rnf/ 

(23 ) aiGaMu;oHk;pGJí vkyfudkif&aomvkyfie;frsm;twGuf cGifYjyKcsuf&&SdrSom xkwf,loHk;pGJ&ef 

ESifY vkyfief;NyD;qHk;vQif aiGpm&if;tm; wpfywftwGif; wifjy&Sif;vif;&rnf/ 

(24) txufatmuf &dkaoav;pm;pGm qufqHajymqdk&rnf/ 

(25) tvkyfrSEIwfxGufaomtcg^xkwfy,fjcif;cH&aomtcg ukrÜPDodkhtm; 0wfpkĤ tokH; 

taqmifyp önf;ESifY tjcm;qufpyfypönf;rsm;tm;vkH;ukd pepfwusjyefvnf pm&if; 

oGif;tyfESH&rnf/ 

(26)    ukrÜPD\ tusKd;pD;yGm;ukd rdrd\tusKd;pD;yGm;^ukd,fykdifvkyfief;^ukd,fykdifOpöm ^aiGaMu; 

[k oabmxm;um ysufpD;avvGifhqkH;½ IH;rI r&Sdap&efESifh wkd;wufrI&Sdap&ef apwemxm; 

aqmif&Guf&rnf/ 
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(27)   vkyfief;atmifjrifa&;twGuf rdrd\ukd,fykdiftBuHOmPf̂ t,ltqrsm;ukd wifjyaqmif 

       &GufEkdifpGrf;&Sd&rnf/ 

(28) &mxl;^vpm^cHpm;cGifhtm; awmif;cHjcif;rjyKbJ &kd;om;BuKd;pm;? tm;xkwfrIjzifY ouf 

       aojyKum tcsdeftcgtvkduf csD;jr§ihfcH,lvkdpdwfukdom xm;&Sd&rnf/ 

(29)    rdrdXmeESifh ukrÜPD\atmifjrifwkd;wufa&;twGuf rdrd\&kd;om;BuKd;pm;rIjzifh 0dkif;0ef; 

ulnDrIjzifh wm0efxrf;aqmifoGm;&rnf[k ESvkH;oGif;&ygrnf/ 

(30) rdrdusef;rma&;^vlrIa&;^rdom;pk ta&;tcuftcJay:aygufygu rdrdtxufwm0ef  

        &Sdolrsm;xH &kd;om;yGifhvif;pGm aqG;aEG;wifjyí tBuHOmPfawmif;,lajz&Sif;&rnf/ rdrd 

oabmjzifh vGJrSm;qkH;jzwfaqmif&GufrIaMumihf rSm;,Gif;rIjzpfwwfonfudk *&kjyK&rnf/ 

   (31)   tkyfcsKyfuGyfuJol wm0efcHtqifhtm;vkH;onf ]] bufvdkufrI r&SdbJ w&m;rQwpGm }} 

          tkyfcsKyfuGyfuJaqmif&Guf&rnf/ 

     (32) wm0efcHtoD;oD;onf rdrdwm0efus&m vkyfief;^XmetwGif; 0efxrf;rsm; wm0efxrf; 

        aqmifrI ESifh 0efxrf;a&;&m tajctaersm;tm; pOfqufrjywf Muyfrwfppfaq;oGm;  

       &rnf/ 

     (33) wm0efcHtqifhqifhonf rdrdwm0eftvkduf qifhuJqifhuJ wm0efcHEkdifrI ESifh  qkH;jzwf 

       aqmif&GufEkdifrI&Sd&rnf/ 

     (34) wm0efcHtqifhqifhonf rdrdtm;ay;tyfxm;aom &nfrSef;csufwm0eftm;atmifjrif  

       NyD;ajrmufatmif ukd,fykdifxkd;xGif;BuHqrIjzifh  aqmif&GufEkdif&rnf/ 

(35) ukd,fusKd;twåBuD;rm;rIukd a&Smif&Sm;NyD; ywf0ef;usifESifh vkdufavsmnDaxGatmifrQw 

       onfhpdwfxm; xm;&SdEkdif&rnf/ 

(36)    0efxrf;&mxl;tqifhwkdif; wpfOD;csif;vkdufemusifhokH;&rnfh vkyfief;wm0efrsm; Duty & 

Responsibility ukdausnufpGm od&Sd em;vnfí rjzpfraevkdufemaqmif&Guf&rnf/ 

(37) rdrdtm;ay;tyfxm;aom tvkyfwm0efNyD;qkH;wkdif; (rysufruGuf) jyefvnfowif;ykdY  

  &rnf/ (Feed Back Information pepfusifhokH;&rnf/) 

(38) owif;ykdYpepfwGif  vkyfief;wm0ef^vlrIa&;tcuftcJrsm;ukd  wifjy&müqifhuJ qifYuJ 

owif;ykdYpepfusifhokH;&rnf/ tqifhausmf owif;ykdYjcif; (vkH;0) rjyKvkyf&/ 

     (39) rdrdwm0efus&mvkyfief;wm0efjzifhom wif;wdrfa&mif&JraebJ tpOfBuKd;yrf;vkdpdwfjzifY 

       avhvmpl;prf;jcif;? ynm&yfrsm;ukdqufvufqnf;yl;jcif;? tm;oGefcGefpkdufaqmif&Gufjcif; 

       jzifh rdrdb0wkd;wufrI&Sdatmif aqmif&GufEkdif&rnf/ 
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( c ) 0efxrf;rsm;tm;vHk; a&SmifusOf&rnfY pnf;urf;rsm; 

  (1) ukrÜPD\owif;rsm;tm; jyifyodkYxkwfazmfrajym&/ 

  (2) owfrSwf0wfpHktm; yHkpHjyifqif 0wfqifjcif; rjyKvkyf&/ 

  (3) udk,fusifYodu©mw&m; usqif;aprnfY rnfonfYtjyKtrlrsm;rS rjyKvkyf&/ 

(4) pm&Gufpmwrf;? aomh ponfjzifh rdrdESifhoufqdkifaomypönf;rsm; tvG,fwul xm;oGm; 

jcif; rjyK&/ aysmufqHk;ygu xm;ol\wm0efomjzpfonf/ 

(5) vkyfief;oHk;pm;yGJrsm;ay:wGif npfayatmifa&;jcpfjcif;? pma&;pm;yGJay:wGif xrif; 

pm;jcif;? tazsmf,rumrsm; wifíoHk;aqmifjcif;rjyK&/ 

(6) txufwm0ef&Sdol\cGifhjyKcsufr&&dSbJ owif; ESifh pme,fZif;yk*¾dKvfrsm;tm; tvkyf 

&SifESifh ywfoufaomtaMumif;t&mrsm;? vkyfief;qdkif&mtcsufrsm;udk razmfjy&? 

owif;ray;&/ 

(7) vkkyfief;cGiftwGif;odkY ZeD;^cifyGef; ESifY roufqkdifolrsm;? {nfYonfrsm;ac:aqmif 

vmjcif;rjyKvkyf&/ taMumif;trsdK;rsdK;aMumifY {nfYonfa&muf&Sdvmygu {nfYawGYae&m 

wGifom awGY&rnfjzpfNyD; trsm;qHk; (30) rdepf xufydkrawGY&/ 

(8) wm0efxrf;aqmifaeonfY e,fajrtwGif; Oya'ESifYqefYusifonfY rnfonfYtrIudpörQ 

rjyKvkyf&/  

(9) rdrdESifYroufqdkifonfYvkyfief;udpö&yfrsm;wGif 0ifa&mufaqG;aEG;jcif;? pGufzufjcif;? 

pyfpkjcif; ESifY a0zefjypfwifjcif; rjyKvkyf&/ 

(10) tvkyfcGiftwGif; ntdyfwm0efxrf;aqmif&ef (odkY) ntdyf&efcGifYjyKxm;olrsm;rSvGJí 

rnfolrQ nrtdyf&/ 

(11) wm0efcHtqifhqifhonf jzpfay:vmaom jyómem&yfrsm;tm; txuftqifh&Sd wm0ef  

&Sdolrsm;\ tjypfwifcH&jcif;?  NiKdjiifcH&jcif;jzpfrnfukd pkd;&drfíxdefcsefjcif;?  rdrdbm 

omjyómemukdBudwfíajz&Sif;jcif;rjyK&/ rjzpfrae owif;ykdY&rnf/ 

(12)    ay;tyfonfhwm0eftm; a&SmifvTJjcif;? a&omckdjcif; ? jynfh0pGm rxrf;aqmifjcif;? qif 

        ajcay;jcif; rjyKvkyf&/ 
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2/ tvkyf wuf ^qif;  vufrSwfxdk;jcif; 

(u)  tvkyf wuf̂ qif; Finger Print (odkY) vufrSwf tm;aocsmpGmxdk;&rnf/ tvkyf wuf̂ qif; 

wpfBudrffarhavsmhcJhygu aeYwpf0ufpmudk vpmaiGrS jzwfawmufjcif;cH&rnf/  

( c ) tvkyfqif;csdefwGif oufqdkif&mXmecGJrsm;ü owfrSwfxm;onfh tvkyfcsdefjynfhNyD;rSomvQif 

tvkyfqif; vufrSwfxdk;&rnf/  

( * ) tvkyf0ifcsdef xGufcsdefrsm;ü ukrÜPDtvkyfudpöjzifh jyifya&mufaejcif;taMumif;udk HR XmeodkY 

tvkyfpwifcsdefrS (1) em&DtwGif; (okdY) tvkyfrqif;rD (30)rdepftwGif; taMumif;Mum;&rnf/ 

ta&;ay:udp öaMumihf BudKwiftaMumif;Mum;&efrrDygu xdkaeYudk Absence [k owfrSwfrnf 

jzpfonf/ tqdkyg0efxrf;\tBuD;tuJ axmufcHcsufjzifh wm0ef&Sd HR 0efxrf;rS trSefwu,f 

tvkyfpwifvkyfcsdefudkowfrSwfí a&;oGif;ay;NyD;rSom xdkaeYtwGuf tvkyfqif;jcif; ouf0if 

onf/  

 

3/ &ifxdk;wHqdyf (odkY) 0efxrf;pDppfa&;u'fjym; 

 0efxrf;pdppfa&;u'fjym; (odkY) &ifxdk; wHqdyfryg&Sdol? wyfqifjcif;rjyKoltm; vkyfief;cGif twGif;odkY 

vHkNcHKa&;0efxrf;rS 0ifa&mufcGifhrjyK&ef wm;qD;cGifh&Sdonf/ aysmufqHk;ysufpD; tcdk;cH&rI&SdcJhaomf HR XmeodkY 

jyefvnftaMumif;Mum;&rnf/  topfjyefvnfjyKvkyfctwGuf rl&if;wefbdk;\ (5) qay;avsmf&rnf/ 

4/ ppfaq;&SmazGjcif; 

0efxrf;rsm; vkyfief;cGiftwGif;odkY 0ifa&mufvmcsdef? xGufcGmcsdefrsm;wGif vHkNcHKa&;0efxrf; (odkY) 

wm0ef&Sdolrsm;rS txl;vdktyfcsuft& wm0efay;ygu ppfaq;&SmazGydkifcGifh&Sdonf/ 

5/ oyf&yfoefY&Sif;rI 

 tusÐMu,foD;tjynfhtpHkrwyfqifjcif;? qHyifudkaooyfpGmrzD;jcif;rsm;udk cGifhjyKrnfr[kwfyg/ trsKd;om; 

0efxrf;rsm; Quarter Pan 0wfjcif;? abmif;bDtom;rsm;qkwfNzJxm;onfY  taygufygabmif;bD rsm;0wfqifjcif;? 

ykqdk;udk tjrifrawmfatmif 0wfqifjcif;? tusÐudk aoaooyfoyf r0wfqifjcif;? em;uGif;0wfjcif;rjyKvkyf&/ 

trsKd;orD;0efxrf;rsm; 'l;txufpuyfaemufuGJ? 'l;txufab;uGJrsm;r0wf&/ qHyifxHk;zGJYrIwGif o&kyfysufjcif; 

r&Sdap&/ 0efxrf;tm;vHk;onf o&kyfysufavmufaom qHyifaq;qdk;jcif;? o&kyfysufavmufaom qHyifyHkpH 

xm;&Sdjcif; rjyKvkyf&/ XmerSL; (odkY) HR Manager rS wm;jrpfvQif qdk;xm;aomqHyifta&mifudk owfrSwf&uf 

twGif; jyefajymif;ay;&rnf/  
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6/ vkyfief;oHk;ypönf;rsm;   

0efxrf;rsm; vkyfief;oHk;ypönf;rSeforQ BudKwifcGifhjyKcsufr&bJ jyifyodkY,laqmifoGm;cGifhr&Sd ypönf;wpfpHk 

wpf&mudk ,laqmifoGm;vdkvQif XmerSL; (okdY) Admin XmerSL;wdkY\ oabmwlcGifhjyKcsufjzifY vHkNcHKa&;0efxrf;&Sd 

ygu vHkNcHKa&;0efxrf;udktoday;í jyifyodkkY,laqmifoGm;Edkifonf/ tu,fí ukrÜPDydkifypönf;ESifY tvm; 

oP²mefwlaom rdrdydkifypönf; vkyfief;odkY,laqmifxm;cJhvQif vHkNcHKa&;0efxrf;xHwGifvnf;aumif; vHkNcHKa&;0ef 

xrf;r&Sdaomae&mrsm;ü Admin XmewGifvnf;aumif; rSwfwrf;a&;oGif;&rnf/ 

7/ udk,fa&;udk,fwm w,fvDzkef;ac:qdkjcif; 

  trSefwu,f ta&;wBuD;udpörSty vkyfief;oHk;zkef;rsm;udk udk,fa&;udk,fwmuddpöoHk;vdkygu XmerSL; 

cGifhjyKcsuf&,lNyD; trsm;qHk;(5)rdepfxufydkí ajymqdkcGifhrjyKyg/  udk,fykdifzkef;rsm;taejzifh owfrSwfxm;aom 

em;csdefwGifom ajymcGifhjyKrnfjzpfonf/ 

8/ tpm;taomufauR;arG;jcif;/ 

 tvSLtvdkYiSmauR;jcif;rSvGJí tpm;^xrif;pm;csdefudk Xmeqdkif&m XmerSL; owfrSwfcsdefwGifom pm;oHk; 

rnf/ rdrdtvSLtwGuf &kH;csdeftwGif;auR;vdkygu Admin ESihf HR XmeodkY auR;rnfhtcsdef? MumjrifhrnfYtcsdef 

wkdYudk BudKwiftoday;&ygrnf/ 

9/ aq;ukojcif;qdkif&mpnf;urf;rsm; 

0efxrf;wpfOD;onf wm0efxrf;aqmifaepOf rarQmfvifYbJ zsm;emjcif; (odkY) xdcdkuf'Pf&m&jcif;udk  

jzpfpOfay:pDppfNyD; oufqdkif&mwm0ef&Sdol\ axmufcHcsufjzifY GM (HR & Admin) rScGifYjyKay;oGm;rnf 

jzpfonf/ cGifYjyKcsufr&SdbJ xkwf,loHk;pGJcGifYr&Sdyg/ xdkYtjyif 0efxrf;wpfOD;onf rdrdukd,fukd tpOfojzifh 

usef;rmatmif *½ kjyKaexkdif&rnf/ ul;pufa&m*gjzpfyGm;ygu tjcm;olrsm;odkY ul;pufjcif;rjyKEdkifatmif csufcsif; 

owif;ykdYwifjyí tvkyfwm0efrSxGufcGmí aq;0g;ukorIcH,l&rnf/  

 

10/ ukrÜPD\&ydkifcGifY 

 Max Energy Co., Ltd. \ jyXmef;csufrsm;? rl0g'rsm;? pHowfrSwfcsufrsm;? vkyfief;cGifoHk; enf;ynm 

ESifY tjcm;aomenf;ynmrsm;? wDxGifzefwD;rIrsm;? Customer ESifY Supplier wdkY\ Database rsm;? Standard Of 

Procedure rsm;onf ukrÜPD\&ydkifcGifYrsm;jzpfNyD; Max Energy Co., Ltd. rS tvkyfxGufoGm;onfYtcg jyify 

wGif rnfonfYenf;ESifYrQ toHk;rjyK&/ 

11/ NydKifbufukrÜPDü vuf&Sdwm0ef xrf;aqmifaeol (odkU) Max Energy Co., Ltd. rStvkyf&yfqdkif; 

vdkufol^xkwfy,fxm;ol0efxrf;rsm; vkyfief;cGifokdYvm&ef rcsdef;qdk&? rzdwfac:&/ 
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tcef; ( 7 ) 

0efxrf;qdkif&mjypfrIrsm; 

 

1/ tzGJUtpnf;twGif; erlemqkd;ESifh pnf;urf;rJhtjyKtrlrsm; a&Smif&Sm;jcif;jzifY om,mat;csrf;aom 

vkyfief;cGifwpfck jzpfay:ap&ef tjypftrsdK;tpm;rsm;ESifh jypf'Pfrsm;ukd atmufygtwkdif; owfrSwfxm;&Sdygonf- 

(u) jypfrItqifh-1   

(1) tzJGYtpnf;ydkifypönf;rsm;udk aygYavsmhpGmudk,fwG,foHk;pGJjcif;/ 

(2) aMumfjimoifykef;wGif rdrdudk,fwdkifa&;om;pmrsm;? &kyfyHkrsm;? tvHrsm;uyfjcif; ESifh 

a&;om;jcif;/ tzJGYtpnf;rS xkwfjyefaMunmxm;onfYpmrsm;tm; ysufpD;,dk,Gif; 

apjcif;? jyifqifjcif;? taetxm;ysufatmif jyKvkyfjcif;/ 

(3) vkHNcHKa&;vkdtyfcsuft& vkHNcHKa&;0efxrf;\ ppfaq;&SmazGrIukd jiif;qefjcif;/ 

(4) wm0efcsdeftwGif; wlnD0wfpkH0wfqif&ef ysufuGufjcif;/ 

(5) tvkyfwm0efcsdeftwGif; ay;tyfaomvkyfief;wm0efjzifY oGm;vmjcif;rSvGJí rdrdwm0ef 

us&mae&mrS taMumif;rJhuif;uGmjcif;/ 

(6)  taMumif;rJY us,favmifpGmatmf[pfajymqkdjcif;/ 

(7) &Hk;csdeftwGif; jyifyodkYtaMumif;udpöjzifYxGufcGmygu jyify 0ifxGufcGifYrSwfwrf;pmtkyf 

wGif rSwfwrf;a&;oGif;NyD; vufrSwfa&;xdk;rI r&Sdjcif;/ 

(8) txl;udpötwGuf tvkyfcsdef rwdkifrD rdrdwm0efus&mowfrSwfae&modkY BudKwifra&muf 

&Sdaejcif;? tvkyf wm0efcsdefrNyD;qHk;rD rdrdwm0efus&m owfrSwfae&mrS BudKwifxGufcGm 

oGm;jcif;/ 

( c  ) jypfrItqifh-2   

(1) Attendance wGif wpfyg;ol\tpm; rdrdu0ifa&muftpm;xkd; vufrSwfa&;xkd;jcif;? 

Time Card &kdufjcif;/  

(2) tvkyfcsdeftwGif; vkyfief;cGifü tdyfjcif;/ 

(3)  Computer / Phone / Other Devices rsm;jzifY Game upm;jcif;? Chatting / 

Facebook toHk;jyKjcif;? tvkyfESihfroufqkdifaom Application rsm;udk toHk;jyKjcif;/  

(4) rnfolrqdk tjcm;0efxrf;rsm;\ vufrSwfudkwkya&;xdk; toHk;jyKjcif;/ 

(5) txufXmewm0ef&SdoltqifhqifhrS vkyfief;ydkif;qdkif&m tqifhqifhnTefMum;jyoonfudk 

vkdufemrIr&SdonfhtwGuf vkyfief;aESmifhaES;BuUHMumrIjzpfay:jcif;? qHk;&HI;rIjzpfay:jcif;/ 
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(6) rnfonfY0efxrf;jzpfap txuft&m&SdESifhwm0ef&SdolwdkY\ nTefMum;csufrsm;tm;  

cdkifvHkaomtaMumif;jycsufr&SdbJ jiif;qefjcif; ESifh yl;aygif;aqmif&GufrIr&Sdjcif;/ 

(7) vkyfief;cGiftwGif; tjcm;0efxrf;rsm; t&Suf&ap&ef ESifh odu©mysuf,Gif;ap&ef &nf&G,f 

csufjzifY aemufajymifajymqkdjcif;? &kdif;yspGm ajymqdkqufqHjcif;? jyKrljcif;/ 

(8)  vkyfief;cGiftwGif; tjcm;0efxrf;rsm;tm; pdwftaESmifht,Sufjzpfatmif rzG,fr&m 

jyKrlajymqdkvkyfudkifjcif;/ 

(9)  vkHNcHKrIqkdif&mpnf;urf; ESifh wm0efukdcsdK;azmufjcif;/ 

(10)  tvkyfcGiftwGif; wm;jrpfxm;aomae&mokdY cGifhjyKcsufr&SdoGm;vmjcif;/  

(11)  pkHprf;ppfaq;oltm; rrSefruef owif;ay;jcif;/ 

(12)  ckdifvkHaomtaMumif;jycsufr&SdbJ em;&ufwGifvkyfief;{&d,mtwGif;oGm;vmaexdkifjcif;/ 

(13) tjcm;ol\ Bouns tm; ar;jref;jcif;? rdrd\ Bouns tm;  ajymjyjcif;/ 

(14) tvkyfcsdeftwGif; vkyfief;wm0efESifhroufqdkifonfh udk,fa&;udk,fwmudpö&yfrsm;? 

jyóemrsm; ,laqmifvmjcif;? jyKrl^ajymqdk^aqmif&Gufjcif;/ 

(15) wm0efxrf;aqmifonfY{&d,mtwGif; (qdkif̂ qdyfurf;^&Hk;) uGrf;pm;jcif;? yDu,f0g;ae 

jcif;/ 

( * ) jypfrItqifh-3   

(1)  pDrHcefYcGJol^wm0ef&Sdoltm; wrifoufouf &nf&G,fcsufjzifh r&kdrao? rav;rpm; 

jyKrljcif;? raxrJhjrifjyKrljcif;/ 

(2) ukrÜPD\tqifhtwef;? t&nftaoG;? *kPfodu©mxdckdufaprnfY ajymqkd̂ jyKrl̂ qufqH 

^aexdkifrIrsm;jyKvkyfjcif;/ 

(3) tzJGYtpnf; Uniform jzifh jyifywGifMurf;wrf;pGm? odu©mrJhpGmajymqkdjyKrljcif;? Uniform 

ESihf roifYawmfaomae&m (Oyrm – t&ufqdkifwGift&ufaomufjcif;? [dkw,f? wnf;cdk 

cef; ESifY KTV tESdyfcef;) rsm;odkYoGm;a&mufjcif;/ 

(4) Customer ESihf trItcif;jzpfyGm;jcif;/ 

(5) t&ufaopmaomufpm;NyD; tvkyfcGifokdYvmjcif;/  

(6) pnf;urf;rJh,mOfarmif;ESifjcif;/ 

(7) cGifhjyKcsufr&Sd vkyfief;cGiftwGif;odkY vufeuf (odkY) aygufuGJapwwfaomypönf;rsm; 

,laqmifvmjcif;/ 

(8) rD;cHaowåmrsm;? pm&Gufpmwrf;rsm;tm; ½kH;ESifhowfrSwfae&mwGif rxm;&SdbJ rdrd 

aetdrfESifh jyifyokdY,laqmifxm;okdjcif;/ 
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(9) w&m;r0iftzGJYtpnf;rsm;? rw&m;toif;aMujimxm;onfY tzGJYtpnf;rsm;^vlyk*¾Kdvf 

rsm;ESifY qufoG,fjcif;/ 

(10) ukrÜPDrSjzefYa0aom Newsletter rsm;udk zsufpD;jcif;? trIdufyHk;xJxnfYjcif; ESifY rav; 

rpm;vkkyfjcif;/ 

(11)  ukrÜPDESifhroufqdkifonfh udk,fydkifypönf;rsm;tm; tvkyfcGiftwGif; ,laqmifvmjcif;? 

a&mif;csjcif;? vJvS,fjcif;wdkYaqmif&Gufjcif;/ 

(C)  jypfrItqifh-4    

(1) tvkyfcGiftwGif; 0efxrf;tcsif;csif;jzpfap? wpfpHkwpfOD;ESifhjzpfap? udk,fxdvufa&muf 

usL;vGefjcif;? cdkuf&efjzpfyGm;jcif;/ 

(2) wHpdk;vufaqmif&,ljcif;/ 

(3) aygufuGJrD;avmifEkdifonfhae&mrsm;twGufxkwfjyefxm;onfh trdefYnTefMum;csufrsm; 

tm; azmufzsufjcif;? vkdufem&efysufuGufjcif;/ 

(4) vkyfief;cGiftwGif; pnf;vHk;nDnGwfrIudk ysufjym;aponfh tjyKtrl tajymtqdkrsm;jzifh 

pnf;a0;jcif;^vHIUaqmfjcif;/ 

(5) tvkyfcGiftwGif; &kef;&if;qefcwfrIrsm;? &efyGJrsm;jzpfay:&ef zefwD;jcif;/ 

(6)  vkyfief;cGiftwGif; qJqkdjcif;/ 

(7) vlrIa&;azmufjyefjcif;/ (Oyrm/ tzGJYtpnf;twGif;&Sd tdrfaxmifvuf&Sdyk*¾Kdvf ESifY 

vlrIa&;ywfoufrI&Sdaejcif;? ausmfaZmowif;jzpfaejcif; (odkY) tzGJUtpnf;jyifyüvnf; 

tvm;wludpö&yfrsm;&Sdaeí tzGJUtpnf;odkYvma&mufwdkifMum;rI^owif;ay;rI&Sdaejcif;) 

(8) tvkyfavQmufvTmwifpOfu udk,fa&;&mZ0if? taxmuftxm; pm&Gufpmwrf;rsm;tm; 

rrSefruef wifjyxm;jcif;? xdefcsefxm;jcif;/ 

(9) vkyfief;cGifwGif avmif;upm;rIjyKvkyfjcif;/ (csJ? zJ ponfjzifY) 

(10) tvkyfcsdeftwGif;aomfvnf;aumif;? tvkyfcsdefjyifywGifaomfvnf;aumif; ukrÜPD\ 

t&Sdeft0g taiGUtoufjzifh rdrdtusdK;pD;yGm;udpörsm;? udk,fykdifvkyfief;rsm; ajymqdkjcif; 

^aqmif&Gufjcif;/ 

(11) ukrÜPDrSxkwfay;xm;onfh 0efxrf;0wfpHk? &ifxdk;wHqdyf? 0efxrf;u'frsm;udk roufqdkif 

olxH vTJajymif;ay;tyfjcif;? iSm;&rf;jcif;? tqdkygypönf;rsm; toHk;jyKí tvGJoHk;pm; 

jyKvkyfjcif;/tjcm;rormaomudpöwpfckckwGif yg0ifywfoufjcif;/ ulnDjcif;/ 

(12) jydKifbufftzGJUtpnf;rsm;odkY &nf&G,fcsufwpfckckjzifY tvkyfcsdeftwGif;vnfywfjcif;/ 
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(13) vkyfief;wlukrÜPDü vuf&Sdwm0efxrf;aqmifaeNyD; þukrÜPDrS&yfqdkif;xm;ol^ 

xkwfy,folrsm;tm; 'g&dkufwmtzGJU\cGifhjyKcsufr&yJ tvkyfcsdeftwGif;awGUjcif;/ 

(14) ukrÜPD\ Motto (cH,lcsufaqmifyk'f)?  Logo (ukrÜPD\ udk,fydkiftrSwftom;) udk 

rav;rpm;jyKvkyfjcif;/ 

( i  )  jypfrItqifh-5    

(1) wm0efxrf;aqmifonfY{&d,m (qdkif̂ qdyfurf;^&Hk;cef;) y&0kPftwGif; aq;vdyfaom 

jcif;/ 

(2) jyif;xefpGm emusifaprI jyKvkyfjcif;/ 

(3) tusifhpm&dwåESifhywfoufonfh &mZ0wfrIusL;vGefjcif;/ 

(4) ukrÜPDykdifypönf;wpfckckukd cdk;rIusL;vGefjcif;/ 

(vdktyfygu&Jpcef;odkY trIzGihfaqmif&GufoGm;rnfjzpfonf/) 

(5) olwpfyg;ydkif aiGaMu;^ypönf;? ukrÜPDydkifaiGaMu;^ypönf;? Xmeydkifypönf;wpfckckudk 

wrifoufouf &nf&G,fcsuf&Sd&Sdjzifh zsufqD;jcif;? tvGJoHk;pm;jyKvkyfjcif;? ysufpD;apjcif;? 

qHk;&HI;apjcif;/ 

(6) tvkyfcGiftwGif; t&ufaopmaomufpm;rl;,pfjcif;? rl;,pfaq;0g;ESifh pdwfudkajymif;vJ 

apwwfaom aq;0g;rsm;oHk;pGJjcif;^a&mif;0,fjcif;? vuf0,fxm;&Sdjcif;/ 

(7) tzJGtpnf; ESifh oufqdkifaomta&;BuD;vQdKU0Sufcsufrsm; aiGaMu;udpö&yfrsm;? pm&Guf 

pmwrf;rsm;? vHkNcHKrItqifYtwef; owfrSwfxm;aom owif;tcsuftvufrsm;omru 

ukr ÜPDwGif;tajctaersm;ukd txufwm0ef&Sdol\cGifhjyKcsufr&SdbJ? roufqdkifolrsm;odkY 

rdrdoabmjzifh tcsuftvufrsm; pkaqmif;ay;jcif;? pm&Gufpmwrf;rsm; xkwfay;jcif;? 

wHqdyfwHk;&dkufEdSyfay;jcif;? rdwåLul;ay;jcif;? owif;ay;jcif;rsm; jyKvkyfjcif;/ 

(8) ukrÜPDvkyfief;rsm; ysufpD;&mysufpD;aMumif; BuHpnfjcif;? tm;xkwfjcif;/ 

(9) tzGJUtpnf;\ jyXmef;csufrsm;? rl0g'rsm;? pHowfrSwfcsufrsm;? vkyfief;cGifoHk;enf;ynm 

ESifY tjcm;aomenf;ynmrsm;? wDxGifzefwD;rIrsm;? Customer ESifY Supplier wdkY\ 

Database rsm;? Standard Of Procedure rsm;ukd tvkyfxGufoGm;onfYtcg jyifywGif 

wpfenf;enf;jzifY toHk;jyKjcif;/ 

(10) wm0efxrf;aqmif&mae&mrsm;wGif (&Hk;? &Hk;cGJ? ta&mif;qdkif? qdyfurf;? odkavSmife,fajr) 

rl;,pfaponfh t&ufaopm aomufpm;rl;,pfjcif;^rl;,pfaq;0g; ESifh pdwfudkajymif;vJ 

apwwfaomaq;0g;rsm; oHk;pGJjcif;? vuf0,fxm;&Sdjcif;? a&mif;jcif;^0,fjcif;/   

(11) vlowfrI/ 
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tcef; (8) 

pnf;urf;azmufzsufrIqdkif&m jypf'Pfrsm; 

 

1/ txufygpnf;urf;csufrsm;tygt0if tcgtm;avsmfpGm owfrSwfxkwfjyefxm;aom vkyfief;cGifqdkif&m 

pnf;urf;csufrsm;udk azmufzsufol0efxrf;rsm;tm; atmufygvkyfxHk;vkyfenf;rsm;ESifhtnD rQwpGmta&;,l 

aqmif&GufoGm;rnfjzpfonf –  

jypfrItqifY jypf'PftrsdK;tpm;

1 jypfrItqifY (1) EIwfjzifYowday;jcif;/

2 jypfrItqifY (2) pmjzifYowday;jcif;/

3 jypfrItqifY (3) pmjzifY aemufqHk;tBudrf jyif;xefpGmowday;jcif;/

4 jypfrItqifY (4) vpmrJYtvkyfrSacwÅ&yfqdkif;jcif; (odkY) vHk;0&yfqdkif;jcif;/

5 jypfrItqifY (5)

epfemaMu;r&Sd tvkyfrS&yfqdkif;jcif;/ w&m;Oya't& 

ta&;,ljcif;/

 

 rSwfcsuf/ jypfrItqifY (1)twGif;&SdjypfrIwpfckckudk yxrtBudrfusL;vGefvQif jypfrItqifY (1)\ 

jypf'PftrsdK;tpm;jzifY owfrSwfta&;,lNyD; 'kwd,tBudrfxyfrHusL;vGefygu jypfrI 

tqifY (2)jzifY owfrSwfta&;,lrnfjzpfNyD; wwd,tBudrftjzpf xyfrHNyD;usL;vGefygu 

jypfrItqifY (3)jzifY owfrSwfta&;,lrnfjzpfonf/ qdkvdkonfrSm wpfESpftwGif;wGif 

jypfrItqifYwpfckwnf;wGif&Sdaom jypfrIwpfckckudk xyfrHNyD;usL;vGefwdkif; wpfqifYjrifY 

jypfrItjzpf wdk;jr§ifYNyD;owfrSwfta&;,loGm;rnfjzpfonf/ (jypfrItqifYrsm;xJwGifryg 

aom jypfrIwpfckckudk usL;vGefcJYygu 4if;jypfrI\twdrfteufay:rlwnfí owfrSwf 

ta&;,lrnfjzpfonf/) 
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2/ jypfrItqifh ESifh tusdK;oufa&mufrI 

jypfrItqifY tusdK;oufa&mufrI

1 jypfrItqifY (1)

Basic Salary \ 5% rS 10% Mum;yrmPcsif; nDrQaom'PfaMu;aiG 0efxrf;rS 

ay;aqmifapjcif;/

2 jypfrItqifY (2)

Basic Salary \ 10% rS 15% Mum;yrmPcsif; nDrQaom'PfaMu;aiG 0efxrf;rS 

ay;aqmifapjcif;/

3 jypfrItqifY (3)

Basic Salary \ 15% rS 20% Mum;yrmPcsif; nDrQaom'PfaMu;aiG 0efxrf;rS 

ay;aqmifapjcif; ESifY (3)vtwGif; vpmwdk;jr§ifYrIrjyKjcif;/

4 jypfrItqifY (4)

tvkyfrSacwÅ&yfqdkif;NyD;aemuf (8)vtwGif; vpmwdk;jr§ifYrI ESifY &mxl;wdk;jr§ifYrI 

rjyKjcif; (odkY) &mxl;avQmYcsjcif;/

5 jypfrItqifY (5)

tvkyfrSxkwfy,fjcif;/ aemifwGif þukrÜPD\ rnfonfYvkyfief;cGJwGifrS jyefvnf 

wm0efxrf;aqmifcGifY rjyKjcif;/ w&m;Oya't& ta&;,laqmif&Gufjcif;/

  

rSwfcsuf/ (1) ½kyf0w¦Kypönf;rsm; ysufpD;jcif;^aysmufqkH;jcif;rsm;twGuf xdkkufoifYonfYjypf'Pf 

   tjyif vpmrSay;avsmf&rnfjzpfonf/  

  (2) aiGaMu;aysmufqHk;jcif;^ uGm[jcif;rsm;twGuf aiGpm&if;XmeESifY ajyvnfonf 

 onftxd ajz&Sif;ay;NyD; xdkufoifYonfYjypf'Pftjyif vpmrSay;avsmf&rnfjzpfonf/ 
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3/ tvkyf0ifcsdef ESifY jyefcsdef 

wpfvvQif (10)rdepftwGif; (2)Budrfxufydk aemufrus&/ þtvkyfcGifpnf;urf;tcef;(2)ü azmfjyxm; 

aom oufqdkif&mtvkyfcsdefrsm;udk azmufzsufygu atmufygtwdkif; ta&;,lrIrsm;&Sdrnfjzpfonf - 

 
4/ aemufusjcif; ESifh Absence tBudrfta&twGufrsm;udk vpmwdk;jr§ifhjcif; (Increment) ESifY &mxl;wkd; 

jr§ifhjcif; (Promotion) ay;tyf&mwdkYwGif xnfhoGif;pOf;pm;oGm;rnfjzpfonf/ 

  

5/ em&D0ufxuf tvkyfcsdefausmfvGefí a&muf&Sdvmaom0efxrf;tm; oufqdkif&mXmerSL; cGifhjyKcsufjzifhom 

tvkyfqif;cGifhjyKrnf/ 4if;aeYtm; aeYwpf0ufcGifhtjzpfowfrSwfrnfjzpfonf/  

 

6/ tvkyfysufuGufrItwGuf ta&;,ljcif; 

vkyfouf (1)ESpftwGif;  Absence           (1) BudrfjzpfvQif (EIwftqifhowday;jcif;) 

vkyfouf (1)ESpftwGif; oD;jcm;(odkY)qufwdkuf Absence (2)BudrfjzpfvQif (aemufqHk;tBudrf owday;jcif;) 

 /  /   /      (3) BudrfjzpfvQif (tvkyfrS&yfpJjcif;) 

 rSwfcsuf/  EIwftqifhowday;jcif;wGifEIwfjzifhowday;cH&aMumif;rSwfwrf;wifonfhtaejzifh   

   Disciplinary Action Form wGifvufrSwfa&;xdk;&rnf/ 

 

 - (1)rdepf rS (10)rdepf twGif;  aemufusygu (odkY) apmjyefygu wpf&ufvkyfc\ (10) % ESifYnDrQaom yrmP

 - (11)rdepf rS (20)rdepf twGif;  aemufusygu (odkY) apmjyefygu wpf&ufvkyfc\ (20) % ESifYnDrQaom yrmP

 - (21)rdepf rS (30)rdepf twGif;  aemufusygu (odkY) apmjyefygu wpf&ufvkyfc\ (30) % ESifYnDrQaom yrmP

 - (31)rdepfxuffausmfí aemufusygu (odkY) apmjyefygu wpf&ufvkyfc\ (50) % ESifYnDrQaom yrmP

 - Absence jzpfygu wpf&ufvkyfc\ 
(200) % ESifYnDrQaom yrmP
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tcef; (9) 

EIwfxGufjcif; ESifY wm0efrS &yfpJjcif; 

1/ tvkyfwm0efrS&yfqdkif;jcif; 

 atmufyg tcsuf(5)csufjzifh tvkyf&yfqdkif;jcif;udk owfrSwfonf - 

 (u) EIwfxGufjcif; (GM (HR & Admin) rS cGifhjyKvufcHjcif;) (Resignation) 

 (1) tprf;cefYumv0efxrf;rsm;onf (1)ywfBudKwifívnf;aumif;/ 

(2) tNrJwrf;0efxrf; Rank-4 (Supervisor Level) ESifYatmuf0efxrf;rsm;onf (2)ywf 

BudKwifívnf;aumif;/ 

(3) tNrJwrf;0efxrf; Rank-5 (Asst. Manager Level) ESifYtxuf0efxrf;rsm;onf 

(1)vBudKwifívnf;aumif;/ 

rSwfcsuf/ (1) EIwfxGufvTmudk XmerSL;rSwpfqifY HR Manager odkYwifay;&rnf 

jzpfonf/ tu,fí XmerSL;udk,fwdkifjzpfcJYygu HR Manager odkYwdkuf&dkuf 

wifay;&rnfjzpfonf/xdkodkYr[kwfygu tvkyfrSxkwfy,fjcif; (Termination) 

tjzpf owfrSwfrnfjzpfonf/ 

(2) tvkyfrSEIwfxGufjcif;rjyKrD rdrdwm0ef,lxm;aomypönf;rsm; aysmuf&S 

jcif;? ysufpD;jcif; ESifh aiGaMu;udpörsm; &Sif;vif;NyD;rSom usoifhaomvpmudk 

xkwfay;rnfjzpfonf/ 

( c ) tvkyfrS&yfqdkif;jcif;/ (Termination) 

( * ) r½dk;om;rIaMumifh tvkyfrS&yfqdkif;jcif;/ (Dismiss) 

(C) tNidrf;pm;,ljcif;/ (Retire) 

(1) 0efxrf;wpfOD;onf touf(60)jynfhonfhv\ vukef&ufwGif 0efxrf;tjzpfrS tem; 

,l&rnf/ 

(2) Rank - 5 (Assistant Manager) ESifhtxufjzpfygu touf(60)jynfhNyD; 0efxrf;udk 

Top Management \ oabmwlnDcsuft& (1)ESpfpmcsKyfjzifY wpfESpfcsif;pD 

Extension ay;NyD; qufvufcefYxm;Edkifonf/ 

(3) touf (65)ESpfxufydkí wm0efxrf;aqmifcGifYjyKrnf r[kwfyg/ 

( i ) uG,fvGefjcif; (Decease) 
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2/ u&kPmaMu;  

taMumif;wpfpkHwpf&mr&SdyJ tvkyfrS&yfqdkif;vdkufolrsm;twGuf u&kPmaMu;cHpm;cGifYrsm;onf  

atmufygEIef;xm;twdkif;jzpfonf- 

vkyfoufESpfrsm;

vkyfouf (1)ESpfatmuf EdkYwpfaMu; (1)vpm

vkyfouf (1)ESpf ESifY (3)ESpftwGif; EdkYwpfaMu; (1)vpm  + u&kPmaMu; (1)vpm

vkyfouf (3)ESpftxuf EdkYwpfaMu; (1)vpm  + u&kPmaMu; (2)vpm

u&kPmaMu;

 

3/ u&kPmaMu;rygaom tvkyfrS&yfqdkif;jcif;/ 

atmufygtcsufrsm;aMumifh tvkyf&yfqdkif;jcif;cHxm;&olrsm;onf u½kPmaMu;cHpm;cGifh r&Sdap&/ 

 (u) rdrdqE´tavsmuf EIwfxGufol/ 

 ( c ) tusifhysufrI (odkY) pnf;urf;azgufzsufrI wpfckckaMumihf tvkyf&yfqdkif;vdkuf&ol/ 

( * ) ,m,D0efxrf; (odkY) oifwef;om; (odkY) tprf;cefY0efxrf; (odkY) pmcsKyfjzifhiSm;&rf;xm;ol (odkY) 

tcsdefydkif;rsm;rS owfrSwfumvukefqHk;ol/ 

4/ BudKwiftoday; tvkyf&yfqdkif;jcif;/ 

 tprf;cefYumvrNyD;ajrmufao;aom0efxrf;tm; ukrÜPDrS (1)ywfBudKwiftaMumif;Mum;ívnf;aumif; 

tNrJwrf;0efxrf;udk (1)vBudKwiftaMumif;Mum;ívnfaumif; tvkyfrS&yfqdkif;rnfjzpfonf/ 

 udk,fusifhpm&dwÅESifhywfoufívnf;aumif; ukrÜPDtwGuf BuD;rm;aomepfemqHk;½IH;rIudk wrifzefwD; 

vQifaomfvnf;aumif; rnfonfh0efxrf;udkrqdk (48)em&DtwGif; tvkyfrS&yfqdkif;Edkifonf/ 

 

5/ BudKwiftodray; tvkyfrSEIwfxGufjcif;/ 

 BudKwiftodray; tvkyfrSEIwfxGufolrsm;onf Recommendation Letter xkwfray;jcif;? Max 

Myanmar Group of Company \ rnfonfYvkyfief;cGJwGifrS tvkyfjyefvnfrcefYxm;jcif;? Notice Board 

(aMujimoifykef;) wGif xkwfy,fpm&if;rSmaz:jyjcif;cH&rnf/ 
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6/ tvkyfvTJajymif;vufcHjcif; 

 tvkyfrSEIwfxGufolrsm; (odkY) &yfqdkif;cH&olrsm;onf rdrdvkyfudkifcJY&onfY (odkY) vuf&Sdvkyfudkifae&onfY 

vkyfief;wm0efrsm;? vkyfief;wm0efESifYqufpyfolrsm;? qufpyfvkyfudkif&aompm&if;rsm;? qufpyftoHk;taqmif 

ypönf;rsm;udk vTJajymif;vufcHrnfYolxHodkY pepfwus BudKwifjyifqifvTJajymif;ay;jcif;? aiGaMu;udpö ESifY pm&if; 

Z,m;rsm;udk aiGpm&if;XmeodkY pepfwus&Sif;vif;aqmif&Gufay;&rnfjzpfNyD; vdktyfíukrÜPDrSqufoG,fac:,l 

yguvnf; tjrefqHk;vma&mufNyD; NyD;jywfatmif&Sif;ay;&rnfjzpfonf/ 

 

7/ axmufcHcsufay;jcif;/ 

EIwfxGufrnfY0efxrf;onf owfrSwfxm;onfYtwdkif; (EIwfxGufcGifYBudKwifjcif;? EIwfxGufrnfYowfrSwf 

&uftxdvkyfudkifjcif;? vTJajymif;ay;jcif;rsm;udkvnf; pepfwusvTJajymif;ay;jcif;) pepfwus EIwfxGufcJYygu 

oufqdkif&m GM rsm;\ axmufcHcGifYjyKcsuft& þukrÜPDwGif wm0efxrf;aqmifcJYrI? tusdK;oufa&mufrI? 

vkyfoufESpfrsm;tay:wGifrlwnfNyD; Recommendation Letter xkwfay;oGm;rnfjzpfonf/ 
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tcef; (10) 

tjiif;yGm;rIrsm; ESifh rauseyfrIrsm; 

1/ ajz&Sif;jcif; 

 ukrÜPDrl0g't& 0efxrf;rsm;\ rauseyfrIrsm;ay:aygufvQif csufjcif;w&m;rQwpGmajz&Sif;rnfjzpfonf/ 

jzpfay:vmonfh rauseyfrIrsm;udk 0efxrf;onf XmerSL; xHodkYwifjyNyD; XmerSL; rS (tvkyfcsdef) (3)&uf twGif; 

ajz&Sif;ay;&rnf/ XmerSL; onf HR XmeodkYvnf; wpfcsdefwnf;wGif taMumif;Mum;&rnfjzpfonf/ tu,fí 

ESpfOD;ESpfbuf ajyvnfrIr&dScJYaomf HR Manager onf GM (HR & Admin) ESifhnSdEIdif;NyD; GM (HR & 

Admin) \ qHk;jzwfcsufonf aemufqHk;twnfjzpfonf/ 

2/ wdkifMum;pmay;ydkYjcif; 

 ukrÜPD0efxrf;tcsif;csif; rauseyfrIrsm;? tusifhpm&dwåysuf0efxrf;tm; awGU&Sd? odjrifygu XmerSL; (odkY) 

HR Manager (odkY) GM (HR & Admin) (odkY) oufqdkif&m GM (odkY) Executive Director xHodkY pmjzifY 

wdkifMum;ol\ trnf? &mxl;? Xme? vufrSwf? &ufpGJ tjynfYtpHkjzifY taMumif;Mum;Edkifonf/ tcsuftvuf 

jynfYpHkpGmraz:jyygu wdkifMum;csufudk xnfYoGif;pOf;pm;rnfr[kwfyg/ 
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tcef; (11) 

twnfjyKoufa&mufjcif; 

1/ jy|mef;csufrsm;udk ukrÜPDrS ajymif;vJjyifqifjcif;? jznfhpGufjcif; (odkY) tm;vHk;udk&kwfodrf;jcif; (odkY) 

wpfpdwfwpfydkif; &kwfodrf;jcif;rsm;udk  Top Management rS avYvmoHk;oyfNyD; jyKvkyfEdkifygonf/ 

2/ þjy|mef;csufonf 2014ckESpf? rwfv ( - -  )&ufaeYrS pwiftwnfjyKoufa&mufrI&Sdonf/ ynmay; 

umvonf 2014 ckESpf? rwfvukeftxdjzpfNyD;? 2014 ckESpf? {NyDv (1) &ufaeYrSpí twdtus aqmif&GufoGm; 

rnfjzpfygonf/   

   

  


