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 Embassy of Switzerland in Nepal 

 

 

JOB-DESCRIPTION -sfo{ ljj/0f_ Local Personnel 

Swiss office abroad in:   Date:  

Name  Degree of employment:  !))% 

First name (s)  Total subordinated Staff:  

Function clkm; lSng/ IPDM Number:  

Direct Supervisor:  Entry into function:  

Personnel category:  Local Staff 

Requirements 

 
 

k|fljlws bIftfM  

▪ sIff bz kf; u/]sf] 

▪ clkm; ;/;kmfO{ ;DaGwL /fd|f] 1fg ePsf]Ù  

▪ slDtdf @ aif{ ckmL; lSng/sf] lhDd]jf/L lnO{ sfd ul/;s]sf] cg'ej 

▪ ;fdfGo c+u|]hL tyf /fd|/L g]kfnL af]Ng / n]Vg ;Sg]  

▪ dfGotfk|fKt ;+:yfaf6 ;DalGwt laifodf tflnd lnPsf]  

 

;fdflhs bIftfM 

▪ c;n af]nLrfnL / ldng;f/Ù  

▪ cfkm\gf] lhDd]jf/L :jtGq ?kn] k'/f ug{ tyf kl/cfPsf] sfd ug{ ;SgÙ]  

▪ cfkm" ;+nUg ePsf] 6f]nLdf ldn]/ sfd u/L ;sf/fTds of]ubfg lbg 

;Sg]Ù  

▪ n}lËs tyf ;fdflhs ljljwtf ljifodf ;r]t / bIftf ePsf]Ù  

▪ ax'hftLo 6f]nL;uF ldn]/ sfd ug{ ;Sg] . 

 

Tasks and competences (activities in order of importance) in % 

job completion 
(independent or 
acc. to 
instructions) 

Purpose of job 

:jL; /fhb"tfaf; sfof{nosf] u|fp08 tyf laN8LË l6dsf] ;b:osf] 

?kdf clkm; lSng/n] :jL; /fhb"tfaf;sf] sfof{no sf]7fsf] ;/–

;kmfO{ ug{sf] ;fy} sfof{non] cx|fPsf] cGo sfd ug]{ 5 . 

clkm; lSng/sf] nuglzntf tyf ldng;f/ Jojxf/n] u|fp08 tyf 

laN8LË l6dsf] sfo{ pknAwLdf ;xof]u ug]{ 5 . 

 

 

  

!))Ü 

 

  

lgb]{zg cg';f/ 

sfd ug]{ ÷ 

:jtGq?kdf sfd 

ug]{ 
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lhDd]jf/L M 

 

clkm; lSng/n]] :jL; /fhb"tfaf; sfof{nosf]] dftxtdf /xL] xKtfsf] 

kfFr lbg sfof{non] tf]s]sf] ;dodf / x]8 clkm; lSng/n] lbPsf] 

lgb]{zg cg';f/ lgDg sfo{ ug{'kg]{ 5MM 
 

!_    /fhb"tfaf; sfof{nosf] ;a} sf]7fx? /fd|f];+u ;kmfu/L 

;fdfgx? hxfFsf] ToxL 7fp+df /fVg] . 
 

@_  /fhb"tfaf; sfof{nosf]] afy?dx? laxfg / lbp+;f] b'O k6s 

/fd|f];+u ;kmf ug]{ / ?dfn, ;fa'g / 6\jfO{n]6 k]k/ /fVg] . 
 

#_  /fhb"tfaf;  sfof{nosf] ;a} af6f]df / eof{Ë lt/ /fd|f];+u 

;/;kmfO{ ug]{ . 
 

$_ 7'nf] ldl6Ë xn / c? ldl6Ë  xnsf]  d]rx?, 6]anx? 

/fd|f];+u ldnfpg]] / slxn] sf+lx 7'nf] ldl6Ë ePsf] a]nf 

k'mnbflg klg ;hfO{ lbg] / lrof vfO;s]sf] yd{; / skx? 

eP p7fP/ ;lx 7fp+df /flvbLg] . 
 

%_   /fhb"tfaf; sfof{nosf]] sd{rf/Lsf] ;kmf vfg] kfgLsf] Joj:yf 

ug]{ . 
 

^_   slxn] sflx+ sfof{nodf sfd ePsf] a]nf al9 ;do;Dd klg 

sfd ug'{ kg]{ . 
 

&_  5'§L lng' kof]{ eg] cfk'm;+u sfd ug]{ ;flynfO{  hfgsf/L u/L 

ldnfO{ lng] . 
 

*_  cfkm\gf] sfo{ ;DaGwL rflxg] ;/;kmfO{sf] ;fdfg 5 5}g x]/L  

       cfjZos ;fdfgsf] cfk"tL{ ug{ cg'/f]w ug]{ . 
 

(_  clkm; lsRrg]6df lrofsf] sk ;kmf ug{], clg lrofkTtL, 

lrgL, slkm / b'w ko{fKt dfqfdf /fVg ;xof]u ug]{ .  
 

!)_  cGo sd{rf/Ln] cg'/f]w u/]df /fhb"tfaf;sf] 

kfx'gf÷cfuGt'snfO{ lrof jf slkm lbg] . 
 

!!_  clkm;n] cx|fPsf] cGo sfdx? . 

  

 

 

 

 

:jtGq?kdf sfd 

ug]{ 

 

Area of tasks changed                                   Yes         No     

  

Signature Superior -;'k/efO{h/sf] x:tfIf/_: 

  

Signature Employee -sd{rf/Lsf] x:tfIf/_: 

  

 


