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Annexure |

1* Efficiency Bar Examination (Grade III)

X. Programme of work

| 1. Office Systems, and Office Procedures Sub. No (01) :Ilol?lis_ 2 100 Marks
o . L Time — 02
( 2. Financial Regulations of Local Authorities | Sub. No (02) Hours 100 Marks
4-" Office systems, and Office Procedures
1: Importance of office system
i Principles of office system
iii. | Essential factors of filing
v, Preparation of index
:i ; System of storing and protection of documents
Vi Equipment required for filling
| vii. | System related to protection of documents
viii. | Action on incoming and outgoing letters
- ix Management-of registration of correspondence and follow up action

Writing of minutes

Writing of reports

Lists of reports

| xiv. | Stepsregarding writing of reports

| xv. | Revision of Forms

| xvi. Simplification of office procedure

. | xvil. | Writing of letters

:

xviii | Maintaining good public relations.

2. | Financial Regulations of Local authorities
- i Cash book of local authorities
i Rates and connected procedure
’ iii. Valuation of properties
| v Industries tax, trade license fees, tax on land sales
B2 Paying in voucher and payments

Deposits ledger

Monthly receipts and recovery of arrears

Classification of combined expenditure

Fx Tendering of Security by officers
X Inventory of articles - Store activities

| xi. Inventory of lands and buildings
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Annexure 11

1. Laws Related to Local Authorities Sub. No (03) | Time — 02 Hours 100 Marks

* Efficiency Bar Examination (Grade II

| 2. Government Financial Management | Sub. No (04) | Time — 02 Hours 100 Marks

| Laws related to Local Authorities

2

i

1.

Acts, Ordinances and Laws relating to Local Government.

Powers delegated by the Provincial Council of the Northern Province in terms of the Provincial
Councils Act.

| il

Drafting of By-Laws and implementation of same

1v.

Drafting of charge sheets, filing of cases in court conducting of cases in Courts and
knowledge about adjournment of Court proceedings and postponements of cases.

1.

| Government Financial Management

Experience in maintaining of accounts and observance of financial regulations.

Maintenance of Bank Accounts (Responsibility of handling Government funds and maintenance
of imprest accounts)

Basic knowledge of auditing

| v,

Losses and write - offs (from books)




