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Managing Staff for goal achievement

[Rung masha ni hpe up hkang hpareng ai ladat ni]

GaHpaw

(Introduction)

Pandung du namatu rung mashani hpeHpareng ai lamlaikaagabaw | de hkap tau hkalumla
gaa. Nda gabaw gaw rung mashani hpehparanlgangai ladat ni ngu shamyinga. Nda gabaw hta
aten kadun bungli pandung hte aten galu bungli pandung ni alam jawm myit yu nna, bungli pandung
hpe du dep hkap lu naaten jahpan ni hte pandung masat namatu Hpareng wahku nnarung mashani
hpebawngbanjahkrupai lamni lawvmngaai. Bungli pandung du dep namatu amu bungli hprai garan
al lam mungjawm sharinlanare.

Rung mashani bungli galaw ai hpe manu masat dawdan ai lam mung myit shalawm narai ngaai.
Pandung den du lu hkrajebat shing dang ai manghkang ni htedai dingbai dingnani hpetawt lai luna
lam ni mung myit yu nagaai. Hpang jahtum rung mashani hpe bungli kaw najahkring kau ai lam
hpemyityunagaai.

Bungli Pandung Ni
(Work Goals)

Pandung ni gaw anhte galaw shangut lamayu ai mahtai ni rai ngaai. Dal pandung ni gaw
shadawn shadang hte shadawn lu mai ngaai. Dal pandung ni gaw anhte hpe anhteabungli sawaai
lamdemadunyangaai. Dai pandung ni gaw anhte shakut shgjasawanashawnglamdengangaai.
Dai htaanthe du dep lanapandung hpe garaaten shabyin lu nangu a mung lawvm ngaai.

Dai pandung ni gaw tinang amarai hkum hte seng ai pandung ni mung rai ngamaai. Tinang
amaral hkum hte seng ai pandung kanan langai mi gaw, “ Du nalahkawng ning hta English hte seng
a jawng yu lakmat langai lulana,” ngu ai re. Hpung hte seng ai shing nrai bungli hte seng al
pandung ga shadawn kasi langai mi gaw- “Du naraai Shata12 htamarem jawng amatu karum
gumhpraw lulana’ ngu ai re.

Pandung Du NaMatu Rung Masha NI HpeHparengAil Lam Sawk hkajalaka

®

7 9/14/2005, 2:39 PM



‘ MSGA.pmd

Bugaginrahpareng hpaji ginlen wunkat

Aten Kadun Hte Aten Galu Pandung Ni
(Short and longterm goals)

Pandung ni gaw aten kadun pandung shing nrai aten galu pandung mai byinai. Atenkadun
kun, aten galu kun?ngua gaw pandung ni hpedu dep hkap lanaaten htamadung ngaai. Gashadawn
aten kadun pandung kasi ni gaw- “Dai ni htum ai shaloi nye sarahpelaikalangai kayana’ “Bat
lahkawnglaman komiti zuphpawng langa mi ba hpawvngna,” “Nda Shatahtum yang karum gumhpraw
hpyi shawn ai laikaproposal langai mi kana’ nguaai re.

Atengdu pandungkas ni htandal lam ni shalawmdachyeai- “Ndai shaning htum yang mare
bugabungli Hpareng sharinmasinglanga shabyindana.” “Dunamanganing hta(manager) Hpareng
walanga mi hpeluwunkat shalat shapraw na,” “Du naraa masum ning htahkali byina makaji ka-
ang hkup shabyinna,” nguai re.

Aten Jahpan Mahkret Ka Lajang Ai

(Drawing up thetimelines)

Aten jahpan mahkret (Timeline)gaw pandung ni hpe du dep hkap lalu hkragarabungli hpe
gaoi gdaw nangua lammadundaai. Dai atenjahpan mahkret ni gaw aten kadun pandung de madi
madun ai ral yang rai na, aten galu pandung de madi madun ai rai yangrai na.

Aten galu pandung langai mi gaw aten kadun pandung law law du dep lu ai antsae shamyet
shanat nganare. Aten kadun pandung ni pyi dai pandung ni degrai ndu dep luyang ngut krelaai
bungli kaji law law htamadung shamyet shanat ngachyeai re.

Gashadawn— Aten kadun pandung langai mi gaw laban bat |ahkawng laman htakomiti hpawng
langali mi hpawng nangu ai rai na. Lai wasai komiti dawdan minute hpegarai nkanna, hpang na
komiti hpawng htabawngban nagabaw jahpan gara nlukadayang kagakomiti hpawnglanga mi bai
hpawng nangu ai pandung dendudepluai. Rungamu galaw mashani hku nnazuphpawng hpawng
nagabaw htesengai shigani shinggyimraai. Zuphpawng ten htagalaw ngut raai bungli ni htegara
bungli ngut nangu komiti hpetang dan naaten jahpan mahkret (timeline) kalgangraai.

Dai aten jahpan mahkret gaw lawu de madun da ai zawn rai na—

Pandung: May 18, 1998 (Bat masum ya) K omiti hpawng langai alak mi bai hpawng na.

Bungli Galoi Kadai Galaw Na
Dawdan minutekana May 3,1998 (Bat2ya) Saw Wah
Zuphpawng agendagabaw
jahpankalgang na May 4,1998 (Bat 3ya) Naw Htoo
Shigashinggyinna May 9, 1998 (Bat 1ya) Naw Htoo
Masing kalgangna May 10, 1998 (Bat 2 ya) Saw Wah yan Naw Htoo
Hkrat ang ai gumhpraw sawn na May 12, 1998 (Bat 4ya) Saw Eh Na
Agendazuphpawng gabaw jahpan
shagunjaw na May 13, 1998 (Bat 5ya) Saw Wah

Pandung Du NaMatu Rung Masha Ni HpeHpareng Ai Lam Sawk hkajalaika
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Aten jahpan mahkret hpelahtade maduntawn al kas zawnrai rai, kagalam amyu myu hku
rai ral kalgjangmai ai. Atenjahpan mahkret hpelailkaman andamagahkugaluyang di nnakalgang
damai ai. Shingnrai, latkaman htadingdung hku kannamakau de mying hte nhtoi ni kamai ai.
Atenjahpan mahkret garahpan lang nangu a gaw, dai aten jahpan mahkret htakabang nashigahta
hkan nare.

Pandung Masat Na Hte Seng Nna Rung Masha Ni Hte Bawngban Jahkrup Ai Lam
(Consulting Staff About Setting Goals)

Bungli ginrahta, pandung hpe du dep hkragalaw namatu lit lua bungli mashani gaw, dai
pandung ni hpedu dep lu hkragalaw nakadeloi ai, shing nrai, kadeyak ai, ngu ai hpechyeai ni rai
ngaai. Pandung du lu namatu kade shanut ai, kade aten galu ranangu ai hpe shanhte chye nare.
Bungli pandung hte seng nnamung dai pandung ni hpe du dep lu naaten jahpan hte seng nnamung
Hpareng wagaw shi arung mashani hte bawng ban jahkrupraai.

Hpareng wa(manager ) hku nnagaw bungli mashani gaaw lunareai ngu shi myitnawnai
pandung ni hpe masat yatim, ggjawagaw, rung mashani ndu dep luai majaw tatut n mai byinal
pandungrai chyeai.

Rung mashani hte bawngban jahkrup yang ndai manghkang hpetawt lai awng dang lu nna
pandung hpe du dep hkap lashangun ngaai. Rung mashani hte bawngbanjahkrup a gaw shanhte hpe
pandung masat al |lam htadaw chyen hku shdawmlaai rai nna, shanhte mung hpung abungli masing
htashang lawm a lam hpe myit htahkam shanarai ngaai.

Lam kagahku tsun gangayang, rung mashani gaw nauloi a pandung masat yang shanhte hte
Hpareng wahku nnadai pandung hpe
amal mai shadudeplua majaw nau
waarawnglasharannganare. Dal
majaw bungli byin shangun mayu
yang, rung mashani hte hparengwa
jawm jahkrup nna htap htuk ai
pandung hpemasat raal.

Pandung hpemasat a majaw
hpung kata na rung masha ni gaw
shanhte a bungli hta hpa baw hpe
galaw raal hgu ai hpeasan shachye
luai. Pandung n masat dayangrung
mashani gaw tinang hkra anunchye
gdaw sawaa mgaw Hparengwahku
nnatut e bungli matsunngaranara ngaai.

Pandung Du NaMatu Rung Masha NI HpeHpareng Al Lam Sawk hkajalaka
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Bungli Ninghtan Shinggyin Nna Lit Garan Ai Lam

(Organizing and allocating work activities)

Pandung dedu lu namatu galaw raai bungli ni hpehpai garanai ladat anyu myungaai. Ndai
bungli ni gaw- rung masha ni a zuphpawng ni (staff meetings), uhpung hku galaw ai bungli
(teamwor k), lit hpai garan ai (delegation), jahkrup htingrat ai (negotiation) rai ngaai.

Rung Masha Ni A Zuphpawng Ni-
(Saff M eetings)

Bungli pandung langai mi hpe du dep hkap |u namatu rung mashalaw law gaw rau shaamu
jawvmgaaw ranare. Rung mashani hpebungli hprai garanyaai ladat amyu mi gaw rung mashani
azuphpawng staff meeting htabawngban jahkrup ai ladat rai ngaai bungli gaw galaw mashani gaw
tinang gaaw ngut nazawn reai bungli hpe galaw namatu tinang amyit htehkaplanamaai. Shanhte
galaw na bungli hpe aten kade laranahte, galaw sawaai bungli yi nhgam hpe rung mashani a
zuphpawng staff meeting de galoi tang madun lu nahpejawvm myit hkrumnamaraal. Kaanglang
bungli langai mi hperung mashalangai htajan nnamung galaw namyit hkrum hkap lachyenna,
shigashinggyinai bungli shingnrai shigakaai bungli ni htamu galaw mashagrau law law rachye
a.

N-gun Gumhpawn Bungli

(Teamwork)

Bungli galaw ai mashalaw law bungli langai mi hpejawm galaw yang shanhte gaw hpung
langai mi hku nnagalaw narai maai. Ndai lam gaw, uhpung zuphpawng team meeting htabungli
jawmgaran hprai lanna, kadai hpabaw galaw nangu ai hpechyeshangunai rai ngaai. Bungli galaw
uhpung gaw rau shasannagaaw narai maai. Gashadawn— Sun galaw ai uhpung gaw tsing dan,
tsing shawt, gahtu gachye, hka hkai ai bungli ni jawm garan hprai galaw narai ngaai.

Bungli Hprai Garan Ai Lam
(Delegation)

Hpareng wa(manager) gaw garabungli hpekade grau kgjadik galaw lunangu ai hpedaw
danraai. Hpareng wa(manager) gaw dai bungli ni hpe garan hprai yanna, shi hpang derai rai,
uhpung zuphpawng team meeting derai rai, bungli galaw ai report hpe galoi bai tang danraai lam
atsawm chye shangun narai ngaai. Ndai gaw bungli lit hprai garanyaai lamrai ngaa. Hpamagaw
ngayang bungli galaw a rung mashani gaw tinang galaw ang waai bungli hpekabu garagaaw tim,
tinang myit htelatalaai nrea majaw bungli hprai garanai ngu ai re.

Galaw raai bungli naulaw ai shaloi shingnrai, marai langal amatu aten nau galu hkragalaw
raai shaloi, pandung de du lu namatu bungli hprai garan ai lam galaw nagrai raahkyak ai. Bungli

Pandung Du NaMatu Rung Masha Ni HpeHpareng Ai Lam Sawk hkajalaika
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pandung amatu lit ngaai lit hkam Hpareng wa(manager) gaw galaw shangut raai bungli hpe daw
hte daw garan na, kung kyang ai htahkan nnabungli hprai garan shangun chyeraai. Pandungdundu
hte, hpai garan yadaai lit ni hpe galaw ang ai ni n shangut kun? jep yu nalit gaw Hpareng wa
(manager) alit naw rai ngaai.

Htingrat Ai Lam
(Negotiation)

Bungli galaw mashalangal mi gaw pandung langai mi hpe dep hkap hkragalaw rannashi hpe
karum nakagaamu galaw masharayang, shi nan gaw Hpareng wa(manager) nrai yang, kagaamu
galaw a bungli mashani hpekarum hpyi mai ai. Kagabungli mashani hpetinang abungli htashang
lawm namatu tsun yang htingrat ai lam galaw ranare. Shanhte gaw kadai hpabaw bungli galaw lua
hpetsunjahtannahpang jahtum lahkawng magabungli hte seng nnamyit hkrumlamlulamai ai. Ga
shadawn— Bungli mashani htanalangai mi gaw yayang kagabungli grai kyinai rai tim, hpang na
bat htagaw galaw karum lu nare ngannahtingrat mai ai. Ndai hpe myit hkrumlamladamai ai.
Ndai zawnreai htingrat lam ni gaw pandung ni hpedudep luna, shingnrai, ndudeplunangua hpe
shabyinyalual.

Pandung Du Dep Ai Hpe Manu Masat Maram Yu Ai
(Evaluating Goal Achievement)

Pandung dedu dep lu, nlu, ngu a hpe bungli galaw a sharahta shadawn yu yang sha, rung
mashani gaw pandung ni dedu lu namatu tinang galaw ang a amu hpetang du hkragdaw, ngaaw lu
Hpareng wahku nnajep sagawn nara ngaai. Hpareng wa(manager) gaw aten kadun pandung ni
hpe evaluation manu masat maramyunnajep sagawnluai.

Hpareng wagaw rung mashani hpelawu de nalam ni galaw namatu evaluation manu masat
maramyangaal.

* Bungli mashagalaw a lam kgja, n kgadawdan namatu,

¥ Bungli mashalangai mi bungli kade daram galaw [u ai hpe shadawn na,

* Bungli mashani hperung mashani chye nawanamatu karumyaai,

¥ Bungli mashani hte hku hkau kanawn mazum ai lam grai hkrak wanamatu,

* Bungli mashaagawng kyaai lam ni hten-gun rawng ai lam hpe dawdan namatu,

¥ Bungli mashani tinang galaw ang ai amu htamaju jung nna, shanhte galaw ai lam ni grau
hkrak jat wahkrakarumyana

Pandung Du NaMatu Rung Masha NI HpeHparengAil Lam Sawk hkajalaka
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* Bungli nlugaaw ai bungli mashani hpejahkring kau, shapraw kau namatu,

¥ Bungli kang kannakyet ai bungli mashahpe shabral jat yannarai rai, ayasharawt yannarai
rai shagrau masat n-gun jaw namatu

¥ Bungli mashaamatu grau kgjaa pandung hte magam lit jahkrat yanamatu,

¥ Bungli mashahpabaw wunkat sharinjat laraa hpedaw dannamaturai ngaai.

Rung Masha Bungli Galaw Ai Hpe Jep Maram Nna Bungli Report Tang Na
(Saff PerformanceAppraisal and Work Reports)

Hpareng ni gaw staff per for mance appraisal rung mashabungli galaw ai hpejep maram
nnawor k repor tsbungli lam tang dan ai laikakanna, rung mashani pandung de kade du dep lu hkra
bungli galaw ngaa hpe manudanmaramluai.

Nda gaw Hparengwa(manager) hte bungli mashani alapran lahkawng magabungli shabyin
a masalamrai ngaai. Da gaw bungli mashagalaw ai amu hpe Hpareng wamung, bungli masha
mung jep maramlu ai ladat rai ngaai. Du naraail ten htabungli mashawahku napandung degara
hku matut galaw sawanalam shanhte hpemasing lgjang shangunlua. Hparengwa(manager) hte
bungli mashayan appraisal bungli maram ai hpe kalgjang ai re. Shi htung hte maren ngayang,
bungli ginrakaw, appraisal meeting bungli maram ai zuphpawng garai n galaw yang appraisal
bungli maram laika kalgjang namatu kajahpring raal laikahkrang (form) ngachyeai. Work
report bungli report mung bungli mashaamagam hpejep maram yu ai ladat amyu mi rai ngaai.
Bungli report (work report) htagaw, bungli galaw ai aten kade naai ngu ai hte, bungli amahtai
kaning reai shapraw ai lam ni lawm nare. Da htan gabungli galaw ai mahtai hte dai pruwaai
mahtal gaw shawng eyaw shadatawn ai shingte masat de du dep lu kun? N dep lukun?ngu ai hpe
mung tang madun narai ngaai.

(Appraisal) manu masat ai dawdan masa gaw lawu denalam ni nre—

¢ Bungli mashaahkummarai atsam (per sonality) hpegasat a nrai na.

e Hpareng wa(manager) hku nnabungli galaw ai mashahpe marashagunai atennrai na.

e Hparengwa(manager) lagyim makoi tawn ai shigareport nrai na,

e Bungli mashani tinang abungli hte seng nnahkrit tsang a tennra na.

(Appraisal form) manu masat dawdan ai laika hkrang gaw ndai lam ni hpe san nare: bungli
mashaga aw ngut dep lu sai bungli pandung madung hparai ta? Bungli mashani nlugaaw ngut dep

a pandung gaw hpata?yak dik ai bungli daw chyen ni gaw garamahtang rai ta?bungli hpegrautang
du hkragraukgahkragaaw a htadingbai dingnabyin shanguna gaw hparai ta?bungli htagarahpe

Pandung Du NaMatu Rung Masha Ni HpeHpareng Ai Lam Sawk hkajalaika
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mahtang shanhte galaw pyaw dum mata?kaning reai galai shai ai |lam hpe shanhte mu mayu maai
kun? Kaning reai masaningnan hpaji ningnan hpe shanhte sharinlamayu mata?ngu ai re. Hpareng
wa (manager) hte bungli mashayan gaw laikahkrang appraisal form hpe appraisal meeting
gara nduyangtinang hkral kagagakajahpringmuga.

Hpareng wa (manager) hte bungli mashayan hkrum nna shan lahkawng amahtai ni hpe
jahkrupa shaoi, action plan amu bungli masing hpe kalgang nnadai masing htagaw Hpareng wa
(manager) hte bungli mashayan dunaraai ten e, raurai rai, kagagarai ra galaw sawanamatu
myit hkrum al lam ni hpeshaawm narai maai. Shanlahkawng myit hkrumdaai bungli pandung
ningnan ni mung shalawm nara maai.

Appraisal bungli jep masat ai lam hpe man man galaw nna, madi shadaw a hku kgjaa maga
desagawn ai rai yang, bungli pandung ni majaw ndep hkap lu al lam ni hpemu tam namatu karumla
nare. Hpareng wa(manager) hku nnamung bungli mashani hpe shan hte galaw shangut [u ai lam
amatu kumhpashagrau masat naahkaw ahkang shapraw yalua.

(Appraisal form) bungli jep masat laika hkrang gaw lawu demadu daai kas htebungnarai
ngaai.

Bungli Galaw Ai HpeJep Masat YaAi LaikaHkrang
(PerformanceAppraisal Form)

e Ndai bungli alit ni htemagam ni hparai ta?

e  Hpabaw pandung ni hpe dep hkap shangut lu sata?

e Kagadkgaawluai hparai ta?

e  Hpabaw pandung ni hpegaw garai ndep hkap luata?

e  Pandung hpendu dep lu namatu kagamashani galaw a pat shing dang lam ni gaw hparai
ta?

e Bungli hpegrau hkrak hkrasharawt namatu hpabaw hpegalai shai kauraata?
e Bungli hte seng nnanang radik gaw hparai ta? (Bungli mashaamatu sha)
e Bungli hteseng nnanang nradik hparai ta? (Bungli mashaamatu sha)

e Bungli htamyit lawm hpa, myit shamu ya na zawn re ai kung kyang lam hte machye
machyang ni hpe bungli amatu ngangamani?

e  Bungli pandung hpe du dep lu namatu garamachye machyang ningnan gaw karum ata?

Pandung Du NaMatu Rung Masha NI HpeHparengAil Lam Sawk hkajalaka
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e Bungli gaaw a hpegrau kgahkragarawunkat hpan gaw grau kgjahtap htuk ata?
e Bungli amatu kaning reai madi shadaw lamraai kun?

e Nda bungli (hpagahpung) htakagahpabaw ahkaw ahkang naw mai lunakun?(Hparengwa
manager amatu sha)

Manghkang Hpe Madi Madun Ai Lam
(Identifying Problems)

Appraisal bungli jep dawdan ai htewor k report bungli jahpan langai gaw bungli mashani
pandung du dep namatu shakut ai hta hkrum ai manghkang ni hpe madun dan ngaai. Dai mayak
manghkang byin ai gaw lawu denalam ni amagaw mai byinai—

+ Bungli matsunai lam asan n sang lang ai

+ Bungli galaw shangut namatu kung kyang ai lamnngaai.

o

%

Hkumtingdek amanghkang htemyit mgjujung ai lam.
+** Rung mashashadalapran hpai shai hkat ai.
% Myitnpyaw nngawnlam(Masinns ai)

o

%

Rung mashahku nnashanhte abungli ntsae mumadaai ningmu, ndai ni amajaw rai ngaai.

Bungli A Lam Asan Sha N Sang Lang Ai

(Unclear job description)

Bungli galaw ai rung mashalaw maawng hpe shanhtegalaw raai lit bungli jaw datim kadai
hpabaw hpe garahku galaw nangu nnaasan shan sang lang ai byin chyeal. Kadedaram madang
galaw yang kgasal hgu nnamasat daai lam (perfor mance standards) njaw ai byinchyeai.

Hpareng wahku nnashi abungli mashashagu hpetinang galaw raal bungli htakaningreai
lam ni lawm ai hpe asan shatsun dan nna, shi kaw nahpabaw kade daram myit madaai lam chye
shangunraai. Bungli nnan galaw hpang waai ten kaw na, ndai hku hkrak sang lang yang, pandung
ndu a manghkang ni pruwanahpekoi yenkau lunarai ngaai.

Pandung Du NaMatu Rung Masha Ni HpeHpareng Ai Lam Sawk hkajalaika
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Bungli Shangut Na Satu Kung Kyang Ai Lam N nga Ai
(Lack of skillsto completetasks)

Kaang lang rung mashani gaw bungli lamamahpe galaw shangut namatu raa kung kyang
lannngaal sha, dai bungli hpegaaw lunamyit madannagaaw shanguna hkrumchyea. Hpareng
wagaw hpabungli amatu kaning reai atsam kung kyang lamluraai hpechyedanna, bungli garai n
garanyayang kadai gaw kaningreai atsamrawng ai lam chyehkradi raai. Rung mashagaw kung
kyang lam n ngayang galaw shut nnapandung du nalam htagrai lgalanahku machyi sum hkrum
chyeal.

Tinang Hkum Tingdek Hte Seng Ai Manghkang Hte Myit Maju Jung Ai Lam

(per sonal problemsand commitment)

Kaang lang rung mashani htatinang hte shaseng ai manghkang ngaa majaw galaw luna
daramamungaaw ai bungli hpejebat a myit magju jung hpalamamapru a majaw bungli htahkra
chyeai. Gashadawn- bungli mashaantadinghku mashani gaw, bungli tenlaman shi kaw nakarum
namyit madaai lam pruwachyea Hpareng wa(manager) gaw dai zawnrea hkumtingdek hteseng
a myit majujung hpalam ni amajaw bungli htahkrawachyeai hpe chye natawn nna, dai lam hpe
koi yenlu namatu bungli mashawahte bawngban jahkrup raai.

Rung Masha Shada Da A Lapran Na Hpai Shai Hkat Ai N ru N ra Lam
(Conflict between staff)

Kaang lang rung mashashadan ram hkat chyeai. Shanhte gaw mashalangai ngai nganga
yang sat lawat amyu mi madun chyemaai. Da zawnrea gaw shanhte hpebungli pandung du nakaw
najahkring kau shangun nna, kagamashani hpe mung bungli ginrahtamyit daw hten shangun chye
ngaai. Hpareng wa(manager) gaw rung mashashadadaalapran nahpai shai hkat ai nrunralam
ni hpe hparan kau yalu namatu dai lam ni hpechyemutawnraai.

Myit N pyaw Myit N dik Ai Lam Ni

(Grievances)

Bungli mashani gaw madat yannahpyan kau yaraa myit n pyaw myit ndik ai lamni ngachyeai.
Shanhte gput angun ngaa lamlamamaamajaw bungli pandung ni den mai du mat chyengaai. Myit
npyaw nngawn ai lam ni hpe madat layannahparan yaai ladat hpe Hpareng wa(manager) chyeda
raal.

Pandung Du NaMatu Rung Masha NI HpeHparengAil Lam Sawk hkajalaka
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Myit Masa
(Attitudes)

Bungli pandung du nahpeding bai dingnashabyin
a bungli ntsae amu galaw mashani tawn daai myit masa
bungli mashani htarawng chyeal. Ndai zawnreai myit
masagaw kagabungli mashani amatu mung shanhtegaaw
a bungli ntsaekgaa magahku mu nayak shangun chye
ai. Lahtadetsunai hkum tingdek nani hpe manghkang
langal mi reai ngu n mu namatu Hpareng ni (manager s)
sadi mgaraa manghkang byinwayang mung manghkang
byinsai lam chyeyuraai. Bungli mashahpekagabungli
shangunyang kgjaa magahku mu madachyewanakun?
nguai chyeluhkraHparengwa(manager) gaw dai bungli
mashahte bawngban jahkrupyuraai.

Manghkang Ni Hpe Hparan Awngdang Ai Lam

(Over coming problems)

Bungli pandung de du dep lu hkramanghkang ni hpe hparan awng dang ai ladat amyu myu hpe
Hpareng wa(manager) jai lang mai ai. Hpareng wa(manager) gaw (appraisal) bungli dinglun
lailkahpe rung mashani hterau gaw kalgang ngut nnamanghkang gaw garamahtang reai ngu nna
madi madun lujang, shanhte gaw manghkang ni hpe hparan kau lu nakgadik |adat gaw garamahtang
rea hpejawmdawdanlunarai ngaai.

Wunkat
(Training)

Bungli mashani hku nnashanhte galaw ang ai magam it ni hpegaaw lu naatsam kung kyang
lam nngayang, wunkat sharinjahpat lamai ai. Ayakabaa rung mashakaw nahkawt bungli masha
yawng gaw wunkat sharinjahpat hkamai kaw naakyu hkamlamai ai.

Wunkat hpe sharin hpawng langai ngai desalunglannarai rai, bungli galaw ai kaw nasharin
hkam lannami rai rai, sharinjahpat lamai ai. TAFE College htahpaji hpungjat sharinlaai mung
wunkat amyumi ral ngaa. Wunkat sharin hkam lannacomputer kung kyangjat walual, lakakaai
htagrau kung kyangwalu ai, tsun shagaal lam htakung kyang jat walual, htingral htingrat lam hta
grau chye chyang kung hpanwaluai, jak arung arai ningnan ni hpejumtek lang ai htakung jat walu
a.

Wunkat hte seng nnaGaBaw-3 htakatalam azin ayang sang lang daai.
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Hpaji Jaw Lanu Lahku Ai Lam
(Counsdlling)

M ashahkum tingdek amanghkang ni (Per sonal pr oblems) hterung mashashadadaalapran
nahpai shai hkat ai lam ni amaaw bungli pandung ni de ndep hkap luai lam Hparengwa(manager)
mu madajang, hpgji jaw lanu lahku ai (counsalling) gaw akyu rawngai ladat mai byinai. Hpareng
wa(manager) gaw bungli galaw mashani hte hkrum shaganna, byin ngaa manghkang hpehpyanna
myit hkrum, n hkrum chyelu hkrabawngban hpgji jaw lanu lahku a lam galaw namatu dawdanrana
re. Hpareng wa(manager) gaw bungli mashahpekagagrau hpgi jaw karumlu namashahte hkrum
shagayu namatu shadut mai ai. Hparengwagaw bungli mashani hpehpabaw galaw raa lamnmai
tsuna. Manghkang gaw hpabaw rea ngua hte, hpamgaw da manghkang byinwaai, da manghkang
hte seng nnahpagalaw lu a ngu bungli mashamyit ai hpe bungli mashani hte bawngban jahkrup ra
a.

Bungli Pandung Ni Hpe Bai Htingrat Ai Lam
(Renegotiation of Work Goals)

Bungli garahku galaw raai hgu sanglang ai lamjob description asan shanjaw daa maaw,
bungli pandung de n mai du dep hkraw ai hpe Hpareng wa (manager) hkrak mu madajang, dai
bungli pandung ni hpegalai kau na, myit hkrumlamlanangunnabai htingrat mai nga ai. Ndai hku
galaw ai shaloi Hpareng wa (manager) hte bugnli mashani gaw rau sha, mi myit hkrum masat
jahkrat dasal bungli pandung ni hpe bai yu yu nna, garahku bai galai nangu ai hpe dawdanraai.
Bungli mashalangai mi shan dang galaw nadaram pandung masat dayaai ral yang rai na, masat da
yaal aten nau kadun yang kadun na, (bungli langai hpraamatu galaw shangut naaten naunlaw ai),
bungli galaw mashahpe hpabaw ga aw shangun namyit madaai lam bungli mashawachye namatu,
bungli pandung ningnan ni gaw mi shawng nahtagrau masan sasanglangraai.

Hpai Shai Hkat Ai Manghkang Hpe Hpyan Ai Lam

(Conflict resolution)

Rung masha shada daalapran namanghkang amajaw bungli pandungdenduluai lam hpe
Hpareng wa(manager ) mumadaail hterau dai hpa shal hkat a manghkang hpe hparankauyaraai.
Hpareng wa(manager ) gaw dai hpai shai hkat ai lam hpe dai htalawm ai rung mashani hte kaga
shingan namashani hpetsun bawngban raai. Hpareng wa(manager) gaw bungli mashani hpe
tinang ahkum tingdek manghkang amajaw bungli galaw ai htan mai sum hkrashangunai lamtsun
danraal. Dal hpai shai hkat ai manghkang hpe garahku hparan kau nalam bungli mashashagu hpe
sanjahkrupyuraai. Hparengwagaw hpai shai hkat ngaai rung bungli mashalahkawng maganatsun
al hpemadat yaai shinggan mashalangai mi hterau, bungli mashayawng hte hkrum shagaraai.
Ndai shinggan mashagaw lapran nahtingrat yaa wa(mediator) rai ngaai.

Pandung Du NaMatu Rung Masha NI HpeHparengAil Lam Sawk hkajalaka
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Laprankasa(mediator) gaw hpai shai hkat a mashalahkawng yan amatu manghkang hparan
yalu nalam hte seng nna Hpareng wa (manager) hpe hpgji jaw lu narai ngaai. Lapran kasa
(mediator) tai a wagaw manghkang byin ai lahkawng yan myit hkrum hkap lalua mashara nna,
dai wagaw dai bungli hpun ghtaamu galaw ai kagamashashing nrai, dai bungli hpung htenseng ai
shinggan de namashalangai ngai mai byinai.

Hpareng wa(manager) hku nnamanghkang hparan namatu galaw lu ai lam amyu myu nga
al. Hparengwa(manager) gaw dai mashayan hperau shabungli ngalaw ranahku, bungli kagaga
garanyamal ai. Rung katanadung sharahpe Hpareng wa(manager) hkunnabai gala Ilgangmai ai.
Da mashayan hpe shadadashing jawng hkat n raai lam hte shadan mai hpal shai hkat sai lam
Hpareng wa(manager) hku nnatsun danmai ai. Hpareng wa(manager) gaw shan lahkawng yan
hpemyi mannlataa sha, maren marakanawn mazumraai.

Myit N pyaw N ngawn Ai Lam Hparan Lai Masa

(Grievanceprocedur es)

Bungli galaw ginrahtabyin ai manghkang ni hpe hpai shai ai lam hparan ai ladat (conflict
resolution) htenlu hparan yang shing nrai, myit npyaw nngawna bungli mashalanga mi hkunna
hparan yanahpyi shawnwayang, ndai myit n pyaw lamhpehparanai la masa(grievancepr ocedur €)
hte manghkang hpyantawt lai luai. Myit npyaw a hpehparana lai masa(grievance procedur €)
gaw bungli mashani shawk shawn ai Iginlaroi lam hpehparanyaai ladat rai ngaai. Ndai ladat gaw
myit n pyaw ai lamngaai bungli mashashing nrai gat mari a mashalgjinlaroi mayu ai lam hpe
kadal kaw shawk shawntang danraa ngu nnamatsun danganna, Hparengwa(manager) wahku nna
da zawnreai lginlaroi ai lam ngawayang garalahkam hku hparan sawanahpe mung matsundaai.

Hpung langai ngai htagaw Iginlaroi ai lam ni hpehparanyaai |i hkam du hpesandachyeai.
Rung mashahtekagamyit lawm a mashani lawmai Igjinlaroi lam hparan ai komiti hperai rai hpaw
ninghtan dachyeai. Da komiti gaw, rung mashalapran namyit n pyaw lam shing nrai, rung masha
ni hpemyit n pyaw a lam ni lawvm a hpung hte seng ai myit npyaw nngawn byinai Igjinlaroi lam
hpe madat yanarai ngaai. Rung mashani shing nrai hpareng ni(manager s) galaw sawanalahkam
ni hpeda komiti kaw nnadawdanyanara ngaai.

Bungli Jaw Chyam Yu Ai Lam Hte Sadi Jaw Ai

(Probation and war nings)

Kalang lang hpareng wa(manager )hte bungli masha ni rau sha, performance
appraisal(galaw ai bungli jep sagawn ai) galaw tim, hpareng wa(manager ) hku nnabungli masha
wagaaw a hpemyit garai ndik lua lambyin pru chyeai. Bungli mashaamu atsawm nkam galaw
ai ngu nnahpareng wamyit laai majaw shi hpe bungli shangun chyam yu ai madang (pr obation)
kaw tawn dachyeai. Dai gaw bungli mashagaaw ai |lam myit dik namadang n ngaai majaw aten
kadun laman shi abungli galaw ai hpebai dinglunnangu ai re. (bat 2-3 laman).

Pandung Du NaMatu Rung Masha Ni HpeHpareng Ai Lam Sawk hkajalaika
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Matut nnamung bungli galaw ai lam grau kgjajat waa nmuyang, bungli kaw najahkring kau
a duhkraahkyak lamat wanangu sadi jaw ai re. Chyamyu a hku bungli galaw shangun nnasadi jaw
a masagaw, bungli galaw ai lam htalgjalanamanghkang pru sai ngu ai hpe bungli mashahpe chye
shangunai lamrai ngaai. Da hku galaw ai gaw shi hpegrau kgahkragaaw naahkaw ahkang jaw ai
rai ngaal.

Bungli Masha Langai Mi Hpe Jahkring Kau Ai Lahkam Ni

(Processfor dismissing an employee)

Bungli galaw ginraebyina manghkang hpelahtade madun daai ladat ni htanagaraladat hte
mung n hparan lu ai aten ngachyeai. Bungli mashagaw shanhte galaw ngaai bungli hte n htap htuk
a lammai byinai. Shingnrai, bungli ginrahpelagalanahkrit tsang hpa, shingnrai, taranshang a
amu lamama, shing nrai, hkrit tsang hpajahten sharun amu galaw ai mung mai byinai. Yabungli
madu hku nnagaw bungli mashahpeamu kaw nashapraw kau nalammyityuwarasai. Bungli kaw
najahkring kau namatu lam htelam, lahkam langai hpang langai hkan saraai. Ndai hku hkansaai
gaw mgjoi mi ntaraal hku bungli shapraw kau ai lamnbyin namaturai ngaai.

Bungli Kaw Na Shapraw Kau Na Mabyin Masa Ni
(Conditionsfor dismissal)

Bungli atsawm n chye galaw ai bungli masha hpe bungli kaw najahkring kau mai ai byin
masani hgaai. Bungli madu gaw bungli mashahpeamu garai n shapraw kau yang ndai lam ni hpe
galaw raali. Bungli madu gaw bungli mashani hpe bungli grau kgjahkragalaw shakut raai lam
shawngtsundanraai. Bungli madu hku nnabungli mashahpebungli grau kgjawahkragaaw naaten
jaw daraai. Bungli mashagaw bungli graukgaa hku galaw wayang, shi aamu htamatut galaw lu
nara ngaal

Bungli madu gaw masat daai manghkang ni hpe hparan awng dang lu naladat ni hpelang
chyamyuranare. Ndai hku galaw yang atenlaranara ngaai. Bungli mashahpeshi galaw angai
amu hpe asan sha ka sang lang dan ai laika job description jaw daraai. Bungli madu mung
per formanceappraisal (bungli galaw ai hpejeptang dan ai laika) kalgjangraai. Dal laikani hta
bungli mashahpe sadi jaw ai lam, shing nrai, bungli galaw shangun chyamyu ai aten (probation
period) kashadawmdaranara ngaal.

Ndai lamni yawng gaaw tim bungli mashagaw graukgaai hkungaaw wayang bungli madu
hku nnagaw, manghkang byin ngasai lamdai bungli mashahpe chye shangun sai lam hkrak chyera
sai. Bungli mashahpemung tinang galaw ang ai bungli hpegrau kgajat wahkragalaw raai lamtsun
shanangut chyalurai nasai.

Bungli ginrakaw naup hkang a mashani hte sub-komiti hpaw nna, dai bungli mashahpe
manghkang alamtsundanrasai. Sub-komiti myitsu ni gaw dai bungli mashahpe hkrum shaganna
shi magade namu madaai lam tsun shapraw dan naahkawng jaw raai. Sub-komiti hku nnagaw dai
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bungli mashahpe manghkang alam tsun dan nnabungli hpe grau kgjahkragaaw raa lamtsundan
nara ngaai. Bungli galaw shangun chyamyu ai aten ladaw laman bungli hpe grau kgjahkranlu
galaw yang amu shapraw kau lu ai lam bungli mashahpe asan shatsun sanglang danraai.

Ndal tsun shagaai |lam yawng hpelaikahtagasadi laikahku hkrak ngangalu namatu komiti
hku nnakamatsing tawn daraai. Bungli mashagaw bungli mashahpung Wor kers Union kaw na
kasalanga ngai, shing nrai, shinggan mashalanga ngal hpe saw shagannadai zuphpawng htamadat
lawm shangun mai ngaa.

Bungli mashahpe bungli galaw shangun chyamyu ai (probation period) laman bungli hpe
grau kgjahkragalaw namatutararap raa ahkaw ahkangjaw raa. Bungli mashahpemyit adip arip
n byinshangun naahkyak ai. Bungli galaw shangun chyamyu ai atenladaw htum ai shaol appraisal
dinglunlaikalangai ba karaa. Bungli mashahku nnagraukgawaai lamnngayang gaw, byinmasa
dai hkurai sai hpe sub-komiti myitsu ni hkrak htalannashanhte dawdan ai lam gaw tararapraai
daw danlamrai sai hpechyelusanarai ngaai. Sub-komiti gaw bungli mashahpeamu shapraw kau
nakun?shing nrai, matut galaw shangun nakun?ngu ai langai ngal hpedawdan narai ngaai.

Dawdan Ai Lahkam Lam Hte Lam

(Decision process)

Komiti myitsu ni gaw shanhte hku nnabungli shapraw kau nadawdan ai hpe yawng myit
hkrumai lamlulanamatu, dai bungli mashan lawm ai shazuphpawng ni hpawng sanarai maai.

Shanhtedawdan ai lamtararap raa hpehkrak chyetawn nna, bungli mashaamatu jahkrat da
yaai tarani shadawn shadang ni mung jaw hkrak ai lambyinraai. Shanhtelulamai ai ladat yawng
hpejai lang ngut sai rai nna, kagaladat nmai lu sai lam mung hkrak chyechyalurai raai.

Komiti myitsu ni hku nna dawdan ngut sai hte gaw dai bungli masha hpe bungli kaw na
jahkring kau sai lamtsun danraai. Bungli mashahpebungli kaw najahkring kau ai laikakajaw ra
al. Hpangjahtum bungli sananhtoi mungtsundanraai. Dai hpangjahtum bungli sananhtoi gaw,
bungli shapraw kau ai laikakayaai hpang bat mi hte bat |lahkawng htarai narai ngaai. Dai gaw
bungli masha hpe kumhpa shagrau na hte myit hkrum tamasat htu daa myit hkrum masat laika
(contract) htahkan narai ngaai.

Bungli Jaw Ai Myithkrum Masat Kata Na Galaw Ra Ai Lam Ni

(Requirementsunder theemployment contract)

Bungli mashahpe bungli kaw nashapraw kau ai shaloi kayaai laikahte shabrai jaw ai gaw
shi bungli shang a shaloi myit hkrum tamasat htu daai laika (contract) htarawng a htemarenrai
nare. Bungli mashaamu shapraw kau hkrumyang nhtoi aten kadetau hkrau shanaraa ngu nnamyit
hkrum gasadi laika(contract) htarawng narai ngaal. Dai lailkahtagaw bungli mashahpejahkring
kau yang gumhpraw kadejaw nangu a kadangaai. Da myit hkrum masat laikahta, bungli jahkring
a lam galaw yang hkan saraai lahkam ni mung rawng ngaai.
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Bungli mashagaw myit hkrum masat laikahtarawng ai hte n seng yang, shi shabrai htuk ai
ten htahkringranara ngaa. Gashadawn- Bungli mashagaw bat 2 htakalang shabrai htuk ai rai
yang, bat 2 laman shi abungli yawng hpe shangut ranalamtsundandaraai. Da maaw bungli
jahkring kau naaten gaw bat 2 rai ngaai. Lamawa, bungli mashagaw bungli shapraw kau hkrumai
shani jang nan shi abungli hpe galaw shangut mayu ai ngayang, dai shani kaw nabat 2 hpang jahtum
shani du hkraamatu shabrai htuk lashangun narai ngaai.

Bungli jahkring kau hkrum ai bungli mashahpelawu de nalam ni hkam shashangun narai
ngaai.

e Hpungjahtum bungli galaw ai shani du hkranashabrai hpe dai shani htuk jaw raai. Dai ten
htashi hkam laging a rung pat nhtoi nashabrai hte kagashabrai ni hpehtuk yaraai. Bungli
ginrahtabungli shang hpang ai shani kaw nahpang jahtum shani du hkraamu galaw ai lam
sakselaika(lakmat) kayaraai.

e Myit hkrum masat laika(contract) nkau mi htagaw, dai mungdan abungli galaw mashani a
hpung (L abor Union) tarahte maren bungli mashamagahku tarahte maren hpyi lamai ai
ahkaw ahkang ni lawvm ngaai. Bungli mashagaw, shi hpentaraai hku, sheng marengrai,
gumshem ai ladat hku bungli shapraw kau hkrumal lamtararung detang shawnmai a. Tara
rung gaw bungli madu ni hpe dawdan ai lam bai lai shangunluai. Tsunmayuai gaw, bungli
mashahpebungli bai shang shangunnaaming jahkrat luai. Bungli madu kaw nagumhpraw
graujat hpyi naahkang bungli mashahpejaw namatu tararung kaw naamingjahkrat yalu al.
Bungli shapraw ai lamtararap raai majaw bungli mashagaw amu shapraw kau ai lam hpe
hkap laraa ngutararung hku dawdanyaluai.

Taranrapraai hku bungli shapraw kau ai lam hpe hkang ai taragaw Asuyahku nnalang mi
htelang mi galai ngaai. Bungli mashahpe shapraw kau namyit ngaa bungli madu gaw taralam hte
seng nnahpgji jaw natarakasahte bawng banjahkrup ai lamgalaw raai.

Ga Ginchyum
(Summary)

Ndal gabaw htaaten kadun hte aten galu bungli pandung ni alam myit yuwasagaai. Bungli
pandung hpe du dep hkap lu naaten jahpan mahkret timelines hte Hpareng wa(manager ) hku nna
bungli pandung masat namatu rung mashani hte bawngban jahkrup a lam hpe mung jawvm myit yu
sagaai. Bungli pandung de du dep lu hkragarahku bungli garan hparan yanangu ai ladat ni hpe
mungjavmmyit yusagaa. Bungli mashani gaaw a bungli hpegarahku manu dawdan jep dinglun
nangu a hpemung myit yula wasagaai. Bungli pandung dendulunamatu dingbai dingnajaw ai
manghkang ni hpemung jahpan galaw yu sagaa. Hpangjahtum daw hta, manghkang ni hpegarahku
mung nluawng dang lai luyang rung mashastaff hpe garahku bungli jahkring kau nangu a mung

tangdansagaai.
SRR
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[ Up hkang masa ni ]

GaHpaw

(Introduction)

Pandung du namatu rung mashani hpe hpareng ai lam laikabuk a(second topic) gabaw 2,
dehkalumlagaa. Nda gabaw gaw up hkang masa(Administration System) ngu shamying ai re.
Ndal gabaw hta, shabrai alam katalam azin ayang kamatsing ai uphkang hparang masahpejawvm
myityunagaai. Ndai gaw, rung mashani bungli galaw ai ahkying hkum hpekamatsing ai, rung
mashalangai hpra hpe shabrai htuk jaw ai kamatsing ni, rung mashani hkam shamai ai ahkaw
ahkang ai hpe kamatsing da ai, (records of staff entitlements) machyi yang hkam shamai ai
shabrai hterung pat nhtoi ni amatu hkam shaging ai shabrai ni lawvmai. Rung mashani alamka
matsing hpekyem zing ai lam, ndai kamatsing ni hpe kadai mai hti ai nguai lam ni, machyi shimra
ai lam(confidentiality) aahkyak a hpe mung shalawmdaai. Rung mashani hpe garahku shabrai
jaw a myit dum namatu gumhpraw hpe hpareng ai lam financia management laikabuk kgji hpebai
nhtang hti mayu yang hti mai ngaal.

Bungli Galaw Ten Hpe Ka Matsing Ai

(Recordingwork hours)

Rung mashalaw maawng gaw tinang shani shagu bungli galaw ai hkying hkumkadengu a ka
matsing raai. Shabrai htuk yaai lit hkam du gaw ndai kamatsing hpe yu nna, bungli mashani a
shabrai htuk yaai shaloi nagumhpraw sawn narai hgaai. Kalang lang rung mashani gaw shani
shagu nabungli galaw hpang ai aten, shani shat shahkring saten, hte bungli jahkring rung yu ten ni
hpekamatsingraai. Kaanglang gaw shani shagu bungli galaw ai hkying hkumyawng hpawn kade
reai hpeshakamatsingraai. Shi ahtung hte maren ngayang ndai bungli galaw ten ni hpe (time
sheet) aten jahpan laikashing nrai (timebook) aten jahpan laikabuk htakamatsing dachyemaai.
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Ga shadawn time sheet aten jahpan laika gaw lawu de na kasi zawn rai na re.

Bat Shagu NaAten Jahpan Laika

Mying Naw Irene

Nhtoi Hpang ten Ngut Ten Hkring sa Bungli ten Ta
hkying hkum M asat

12 May ‘97 9:00 am 5:00 pm 1 7 Irene
13 May ‘97 9:30 am 5:30 pm 1 7 Irene
14 May ‘97 9:00 am 4:30 pm Yo 7 Irene
15 May ‘97 9:30 am 5:30 pm 1 7 Irene
16 May ‘97 9:30 am 5:30 pm 1 7 Irene
Bungli galaw ten hkying hkum yawng- 35. Bat jahtum 16 May 1997
Renghkangal Waatamasal .........ccccoveeirrnenninieeses st

Lahtademadundaai bungli galaw aten jahpan htabat mi namatu kas madundaai zawnreai
laika hkrang hpe shani shagu jahtum bungli hkring ai shaloi rung masha shagu kajahpring nnata
masat hturaai. Nhtoi hpegaw mi nakabang dachyalurai yangrai na, shing nrai, rung mashanan
kabanglaraai. Rung mashabungli galaw hpangwaai aten, bungli hpung dim daai aten, shani hkan
shat shahkring saten, rung shinggan de pru hkawm ten, lahtanalit hkam waahkang jaw shagrinya
sai ahkang hpyi laten ni hpekabangraai.

Rung mashagaw lani mi tup amu galaw ai hkyin ghkum yawng hpawn hpe, tinang bungli
hpang al ten kaw nabungli tawndaai atenlaman hkring sakaua hkyin hkum hpe shaw kau a hpang
ngam ai hkying hkum hku sawn bang laraai. Rung mashagaw laikahkrang ahkramagade shani
shagu nakamatsing hpetamasat hturaai. Bat mi htumai shani gaw dai aten jahpan laitkahpereng
hkang lit hkam wahpe ap yanna, reng hkang wa (supervisor) gaw dai aten jahpan laikashingnral
aten jahpan laika buk hta ta masat htu ya ai hte, bungli masha hpyi a bungli galaw shabrai hpe
shagrinyalunara ngaai.

Bungli masha gaw machyi makaw ahkang hpyi ai rai rai, rung pat nhtoi ang yang rai rai,
bungli shang ten hte bungli hkring ten hpekanamalai hkring saten ngu kajahpring bang ranare.

Pandung Du NaMatu Rung Masha NI HpeHpareng Al Lam Sawk hkajalaka
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Ga shadawn-
Bat Shagu NaAten Jahpan Laika
Mying Naw Irene
Nhtoi Hpang ten Ngut Ten Hkring sa Bungli ten Ta
hkying hkum M asat
27 May ‘97 Machyi ai shani Irene

Rung Masha Ni Hpe Shabrai Jaw Ai Lam
(How gtaff arepaid)

Shabrai htuk jaw lithkam wagaw rung mashani yawng abungli galaw atenjahpan laikapani

hpe shabrai htuk jaw ai aten jahtum nanhtoi (bat mi kalang shing nrai bat 2 htakalang) lahkawn
shnggyinlanarai ngaai.

Shabrai htuk jaw lit hkam wagaw rung mashashagu ashabrai jahpan hpekamatsing bangya
nara ngaa. Dai gaw bungli galaw ai hkying hkum hte htuk yaa gumhpraw hpemadun narai ngaai.

Ga shadawn-
Bungli Masha Shabrai KaMatsing— Naw Irene

Nhtoi Hkying Hkying Ahkang |[Shabrai | Hkanse Shabrai
hkum hkum hpyi yawng yawng
hku hpawn
shabrai

16 May ‘97 | 20Ks 35 700Ks | 150Ks 550Ks

23 May ‘97 35 122 Ks 822Ks | 150Ks 672Ks

Shabrai htuk jaw ai ten jahtum shani shagu shabrai htuk yaai lit hkam wa gaw, mahkret
hkrang nnahtakabang jat ai hpemulunare. Shatahtum shagu mung shabrai htuk jaw lit hkamwa
gaw rung mashaamatu htuk yaal bungli mashangamu ngamai gumhpraw hpekabangjat yanarai
ngaai.

Shabrai htuk yaai shani shagu, shabrai htuk jaw lit hkam wagaw, shabrai htuk laai bungli
mashayawng ashabral kamatsing maisau pahtagaw dai shani shabrai htuk laai bungli masha, rung
mashani amying jahpan, shabral yawng, hte htuk yaraai gumhpraw yawng hpawn, ahkun hkanse
gumhpraw shaw kau nnangam ai shabrai gumhpraw ni lavmngaai.

Pandung Du NaMatu Rung Masha Ni HpeHpareng Ai Lam Sawk hkajalaika
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Ga shadawn-
Shabrai Jahpan Ginchyum —-23May ‘97
Mying Shabrai Ahkun Shabrai Cheque
Yawng Hkanse Yawng Lakmat Hti
Hpawn Hkum
Naw Irene 700Ks 150 Ks 550Ks 385421
Eh Paw 500Ks 80Ks 420 Ks 385422
Yawng Hpawn 1,200Ks 230Ks 970Ks

Rung Masha Ni Hpe Shabrai Htuk Jaw Ai Ladat Ni
(Waysof paying staff)

Shabral htuk yaai lit hkam gaw rung mashaamu gdaw a hkying hkum kade, shabral gumhpraw
kade htuk yaal ngu al shabrai htuk maisau pa(pay dips) ni htakajahpring bangraai. Ndai shabrai
htuk ai mai sau pahpe shabrai gumhpraw bang ai maisau sumbu (pay envelope) htashaavmyara
al

Shabrai htuk maisau pakas gaw lawu denahtemarenrai ngaai.

Bungli MashaMying Shabrai Htuk Ai Aten Jahtum Shani 23 May 97
Irene Masa Hku Nna Aten AhkangLa Ten
Shabrai Shajan
Hkying Hkum | 20 700 Ks - 122
35 Ks/hkying
Shabrai Yawng| 822 Hkanse 150 Ks Yawng hpawn 672

Rung mashani hpe chequelakmat hte shabrai htuk jaw ai rai yang, shabrai htuk jaw ai lit
hkam wa (pay officer) gaw chequelakmat ni hpe kannatamasat htu ai hte rung mashani hpejaw ya
narai ngaai. Shabra hpegumhpraw hkujaw ai rai yang, shabra htuk yaai lit hkamwagaw cheque
lakmat hpe gumhpraw dum (bank) delasanna, gumhpraw shaw langut jang, mai sau sumbu htabang
nnarung mashani hpe shabral htuk jaw narai ngaai. Rung mashani agumhpraw mahkawng al
gumhpraw dum jahpan (bank account) hku shabrai htuk jaw ai rai yang, gumhpraw htuk jaw ai lit
hkamwagaw chequelakmat hpe gumhpraw dum delasanna, rung mashani agumhpraw mahkawng
jahpan laika hkrang hta shanhte a shabrai kabang ngut jang cheque lakmat ni hte hpawn maisau
sumbu htasha awm nnagumhpraw dum chyere (bank clerk) hpejaw narai ngaai.

Pandung Du NaMatu Rung Masha NI HpeHpareng Al Lam

25 9/14/2005, 2:39 PM

Sawk hkajalarka



‘ MSGA.pmd

Bugaginrahpareng hpaji ginlen wunkat

Hkum Tingdek Ka Matsing Maisau Pa

(Personal record card)

Rung mashani ashabrai jahpan kamatsing hpe kabang ai zawn, shabrai htuk yaai lit hkam
wagaw rung mashani ahkum tingdek kamatsing maisau pani hpe mung kajahpringdaraai. Dai
maisau pahtakadaai galami ni gaw shabrai htuk ai shani shagungalai nare.

Rung mashannan shang jang kamatsing maisau pannan bai kalgjang daraai. Shabrai htuk
yaai lit hkam gaw, dai jahpan kamatsing maisau hpeyu nnashabrai sawnyanarai ngaai.

Ga shadawn- Ka matsing maisau pa (record card) gaw lawu de na kasi zawn rai nare.

Bungli masha mying Naw Irene
Shangai nhtoi 13 May 64
Hkringdat 2 PagodaRd. Yangon
Phone -

Bungli madung Makaji tsi sarama
Hkying hkum mi lu ai shabrai 20

Bungli hpang a shani 1 Feb. 96

Bungli pruai shani -

Ahkun hkanseshaw Jaw raai

Shamyet shanat ai masha 1

Aluatandi a (bungli mashahpung, hkam kajahpung) -

Shabrai htuk yaai lik hkamwa (pay officer) gaw dai kamatsing laikapahpeyu nna, hkying
hkum mi shabrai kade shadang hku htuk jaw ranahte ahkun hkanse garashadang hku sawndi laraa
hpechyelunarai ngaai.

Ahkang Hpyi Ai Nhtoi Ka Matsing Ni

(LeaveRecords)

Shabrai htuk yaai lit hkam wa (pay officer) gaw rung mashalanga hpraamatu rung pat
nhtoi annual leave (holiday) hterung mashahpejaw a machyi ahkang nhtoi shani ni hpekamatsing
pa(record car d) ashingdu magadekadayanarai ngaai.

Bungli mashalanga mi laning mi laman ahkanglu ai nhtoi shani nau nlaw ai magjaw, ndai lam
hpeazin ayang kamatsing dayaraai. Bungli mashashagu gaw dai bungli hpung amatu amu galaw
nnadai ahkang nhtoi shani ni hpelu hkam laai rai ngaai. Bungli galaw ai mashahpedai shani du
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hkra (yadu hkra) ahkang nhtoi kadelulaging sai ngu ai hpe sawn yalu nahkra, shabrai htuk yaai
lithkam wagaw ndai bungli hpung amatu dai bungli mashagaloi kaw haamu shang ai, kade nasal
ngu ai jep sagawnyurangaai.

Ga shadawn- ndai lu la ging ai ka matsing laika maisau pa gaw lawu de na hte maren rai na
re—

Bungli MashaAhkangHpyi Akyu Hkam Ai Mying: Naw Irene

Rung Pat Nhtoi Ni Machyi Ahkang Na Shabrai
Nhtoi +lula -hkam | Ngam Nhtoi +lula -hkam | Ngam

mai ai sha ai nhtoi mai al sha ai nhtoi
1896 | 10 10 20496 | 2 1 1
11196 | 15 5 10 489 | 4 1 3
1297 | 15 15 10.297| 8 5 3
1597 | 20 5 15 10597 6 1 5

Rung Masha Ni A Ka Matsing Ni Hpe Kyem Ai Lam
(Soring Staff Recor ds)

Shabrai htuk jaw lit hkam wahku nnaaloi shajahpan yu lu namatu lahtade nahkrang kas
zawn kamatsing ni yawng hperau shakyem danaahkyak ai. Shabral hte seng al kamatsing yawng
hpe rau kyem daraai. Masha hkum tingdek alam ka matsing (per sonal records) yawng hte
shabrai yawng hpawn kamatsing hperau shamazing tawnraai. Kamatsing ni hpewan n hkru ai
sadek htarai rai, zaw atsawm laa maisau dum filing cabinaet htarai rai zing danaahkyak ai.
Mashahkum tingdek alam mashashagu nchyemai ai katalamrawnga kamatsingmaisauni reai
magjaw shima sharakaw kyem danaahkyak ai re. Bungli hpung (or ganization) hku nnamung rung
mashani hpe shabrai jaw ai lam hte shanhte akamatsing ni hpe ndai hku kyem dayannatararapra
a hkukanawn ngaa lanmadunraai.

Dai kamatsing ni hpelahti mai ai mashani gaw, gumhpraw htuk yaai lit hkam hterung up
hkang lit hkam ni raahkyak ai shaloi shamai layu ai re. Rung mashalangal ngai hku nnashi alam
kamatsing maisau ni hpelahti mayuyang, gumhpraw htuk yaai lit hkam wahpe ahkang hpyi nnasha
shaw madun shangun lu ai. Kamatsing laikamaisau ni hpe zaw lannakyem daai lam gaw rung
bungli hte seng nnaraahkyak a shaloi sha shaw yu namatu shim ai kaw zaw lannazing daai
lachyumral ngaai.

Rung up hkang lit hkam ni hte shabrai htuk jaw ai lit hkam wagaw shanhte hti laai kamatsing
ni hte seng nnantsun shabrawng ai shamachyi shimraai hpedum chyeraa. Rung mashani hku nna
mung dai kamatsing ni gaw bungli hpung (or ganization) hte shaseng nnamadu ai lamchyedaraai.
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Dai kamatsing maisau hkrang htakajahpring ai rung mashamadu a nrai ngaai. Shimdaraai lam
hpe shabrawng kau dat yang dai shabrawng dat ai rung mashahte bungli hpung (or ganization) hpe
lgalanataralamhkulginlaroi ai lambyinwaluai.

Ga Shagyin
(Summary)

Nda gabaw htashabrai hte seng nnakamatsing narung up hkang masani hpetsun bawngban
lal wasagaai. Dal htalawvm al lamni gaw, bungli mashaamu galaw ai hkying hkum ni hpekamatsing
ai, rung mashahkum tingdek hpe shabrai htuk yaai ka matsing rung mashani hkam shaging ai
ahkang, machyi nhtoi ahkang hte rung pat nhtoi ni amatu shabrai ni hpe sawn matsing ai lamni rai
ngaal. Rung mashani alam kamatsing ni manang kaw, garahku kyem mazing na, dai kamatsing
maisau pani hpekada mai yuai, nguai hte shigamachyi shimai lam ahkyak ai hpejawm sang lang
sagaai.

Pandung Du NaMatu Rung Masha Ni HpeHpareng Ai Lam Sawk hkajalaika

@)

28 9/14/2005, 2:39 PM



Bugaginrahparenghpaji ginlen wunkat

[ Rung masha ni hpe wunkat jaw ai Iam]

GaHpaw

(Introduction)
“Pandung de du namatu rung mashani hpe hpareng ai lam” laikabuk htanadaw-3 de hkap
hkalum lagaai. Ndai gabaw hpe gaw rung mashawunkat (staff training) ngu shamying gaai.

Wunkat amatu raai hpemadi madun ai lahkam ni hpe sanglang dannagaa. Rung mashani amatu
wunkat galaw yaraai hpelu jahkum shatsup naladat ni hpe mung myit yu narai ngaai.

Wunkat Ra Ai Hpe Madi Madun Ai Lam
(Identifying Training Needs)

Hpareng ni (manager s) gaw rung mashani amatu wunkat sharin hpawn shabyin yanahpe
myit madahkrummaai. Rung mashani hpewunkat sharinjahpat yaai lam gaw, bungli galaw ladat
kung kyang al lam nnan lulashangun ai, chyegalaw ai kung kyang lam hpe mung grau kung kyang
shangun ai, shanhte abungli hpe grau nnahkrak ai hku lu galaw shangun ai. Rung mashani hpe
wunkat sharin hpung jat yaraai aten ni yasha, yasha, pruwachyeai. Dai gaw-

* Bungli ginrakaw bungli masan saang ai daram n byin ai ten
* Rung mashannan bungli shang ai ten

% Computer zawnreai jak arung arai nnan lashakap tawn ai ten

* Bungli shang —pru matsing jak nari (timeclock) zawn reai lang nnabungli ladat nnan woi
gdaw tenni ra ngaai.

Wunkat jaw ai lahkam ni gaw lawu de nahtemarenra ngaai —
1) Bungli langai hpraamatu raai kung kyang lam ni hpetam madi madun na
2) Ndai kung kyanglam ni hperung mashani lunlujep sagawvnyuna
3) Chyechyang kung kyang lam htararawng ndep n hkap rai byin, n byin htewunkat

sharin hpungjat ranra madi madun nara ngaai.
Pandung Du NaMatu Rung Masha NI HpeHparengAil Lam Sawk hkajalaka
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Bungli Kung Kyang Ai Hpe Madi Madun Ai Lam
(Identifying Competencies)

Gabaw- 1 htabungli pandung ni alam myit yunna, dai pandung ni hpedep hkap lunamatu it
garan ya al lam tsun bawng lai wa saga ai. Bungli masha shagu a lit sang lang ai laika (job
description)gaw, dai bungli galaw yang shangut raal magam lit ni ajahpan kadaal laikarai ngaai.
Bungli mashagaw shi galaw ang ai lit hpe galaw shangut lu namatu kung kyang lam (skills) hte
atsamni (abilities) rawng ranarai ngaai. Bungli kung kyang ai amyu hpan kamatsing daai jahpan
hpe (job and per sonal specification) bungli hte hkum tingdek atsam ngu shamying ai.

Nang hku nna, bungli shagu amatu ndai (job and per sonal specification) bungli hte hkum
tingdek atsam jahpan hpekalgang damai ai. Bungli mashalanga mi gaw kung kyang lam yawng
ngu nadaram lu tawn tim, mahkragaw nmai luai. Bungli mashahtarangaai kung kyang lam hpe
wumkat sharin hpungjat yaai gaw, shi hpedai bungli htagrau galaw awng dang shangun namatu rai
nna, dai wahpedai bungli jum shangun nahtap htuk dik, shing nrai dai bungli nnan jaw nahkrak dik
byinshangunngaai.

Bungli hte Hkum Tingdek Atsam Kamatsing Laika Kasi
(Job and Per sonal Specification)

Mali Hka Nu Hkam Kaja M agam Bungli L aklai M asa (Job Specification)

Ayameadang Hkam kgjalam ts magam gun
Litlua Lahtatsang tsi lit hkam hte hkam kajalam komiti de
Amyupang
Luraa hpaji madang
Luyangmai a madang (1) Hkam kgjalam wunkat ngut na
(2) Tsl saramawunkat ngut na
Luraai bungli Hkam kgjalam hte mare ninghtawn ts magam
mahkrum madup
Luyangmal ai Ndut ndang tsi magam dap hpung htamu gun lai wa ai
mahkrum madup
Kung kyang lam Matut mahkai tsun shagalam kung kyang ai.
(skills)
Machye machyang Tsi mawan hkam kajalam lahkam ni hpe chyenaai
Laksanmasa Amyu shani num ni sha
Pandung Du NaMatu Rung Masha Ni HpeHpareng Ai Lam Sawk hkajalaika
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Bungli hpan shagu amatu alak mi kung kyang ai lam ni hpejahpan galaw damai ai. Kung
kyang ai lamngua gaw bungli mashalanga mi amulanga ngai hpe galaw shangut namatuludara
a atsamrai ngaai. Ndai kung kyang lam ni hpe garagaw hparengu nnamadi madun dan lunamatu,
bungli hte mashahkum tingdek marai atsam (Job and Per sonal Specification) hpeyu nna, galaw
shangut raa magamlit langai hprahpelataa hte dai magam lit hpe atsawm galaw gun hpai lu hkra
bungli mashagalaw raai lamni hpelgangraai.

Ga shadawn— Tsang-2 na Hkam kaja lit hkam wa gaw lawu de madun da ai atsam ni hpelu
ladarangaai.

¥ Nmahkang hpe sumpan hte ahkyen hkayawp ai atsam

¥ Hkum kahtet dat hpe shadawn chyeal atsam

* Ts mawan ni hpechyejal lang hpgjang a atsam

* Myitkaji a machyi mashahpechyenem shazima atsam
¥ Ba dumwa hkrahsabanyachyeai atsam(r esuscitation)

¥ Byinwaa manghkang htahkan nnagaramachyi mashahpeshawnts ts gawnlgang nangu
a atsam

* Machyi mashani tang madun ai machyi anahpets sarawunwakaw tang shanadan chyeai
atsam.
¥ Motorcar (mawdaw) chyegau a atsam

¥ Reports(tang madunlaika) ni hpechyekaai atsam

¥ Galaw ngut sai bungli hte seng nnalahtade nalit hkam myitsu hpetang madun dan chyeai
atsam

¥ Td jepa mahta hpe, machyi mashawachyenahkrasanglang danlua atsam, ni ral ngaai

Rung Masha Ni Kung Kyang Ai Lam Manu Dawdan Jep Sagawn Yu Ai Lam

(Assessing staff competencies)

Mashalangai mi gaw bungli lamamaamatu luraa atsam rawng n rawng manu dawdan jep
sagawn yu namatu kung kyang lam manu dawdan laika hkrang hpelang mai ai. Mashani rung hta
amujaw sal mgaw ndai kung kyang lam manu dawdan ai hpebungli galaw a madang (per formance
appraisal) htekalangtamai gdaw ai. Laikahkrang htagaw lahtade madundaai kung kyang lamni
yawng lawm sal majaw bungli mashahtakung kyang ai |am garamadang kaw rai ngaai hpe chye
shangunnarai ngaai.
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Ntsanaup hkang ai lit hkam gaw, kung kyang atsam ni hpe matsing nnabungli mashalangai
shi gdaw anga bungli htamyit dik ram hkragaaw lu, ngalaw lungu a hpemadundanlungaai. Up
hkang ai lit hkamwagaw bungli mashani galaw ai amu kung kyang a madang kamatsing htamyit
dik mai a madang rai yang S(Satisfactory) ngu nnamung, myit dik nrama madang rai yang NS
(Not Satisfactory) ngukamasat danara ngaai.

Bungli gdaw ai kung kyang madang gaw myit dik nrama madang rai yang, dai bungli masha
hpewunkat sharin jahpat shaat nnashi akung kyang lam hpe madang shatsaw lamai al.

Wunkat sharinjahpat ai lam gaw dai bungli hpung htabyinngaal galai shai waai lam ni hpe
aten dep dep matsing lashangunlua. Bungli mashani hpe mung shanhtegalaw ai amu htagraukaa
grau hkrak washangunlua.

Wunkat sharin jahpat ai |lam gaw computer lang ai htakung kyang lam, shadamatut mahkai
lam, kunrai hkansayu ai lam, woi awn ladat, bungli ginrahtalang a arung arai hpehkangai lamni
htagrai kung kyangjat washangunluai.

Hkam kaja lit hkam wa a bungli kamatsing laika gaw ndai zawn rai nare—

Mali HkaHkam KajaMagam KungKyang L am Ni
Tsang-2Hkam KagjaLit Hkam Masha

Bungli mashaamying Myit dik ram/
myit dik nram

Nmaahkyen hkayawp atsam (dr essing wounds)

Hkum kahtet shadawn atsam (body temper atur €)

Ts jaw atsam (administering medicine)

Myit kaji ai machyi mashahpe shazim atsam (to calm
distressed patients)

Nsabal sashangun ai atsam (resuscitate)

Byin hkrumtsun daa manghkang htahkan nnashawngraai hpe
shawng aten jaw chyeal atsam (prioritize)

Machyi mashatsun dan ai lamni hpets sarawun kaw tsun shanaya
a

Motor car gau chyeai atsam

Tang dan (reports) latkani hpekachyeal atsam (report writing)

Galaw ngut sai bungli alam hpeup hkang lit hkam kaw tang dan [u
a atsam

Ts jep mahtai hpe machyi mashakaw tsun shanayaai atsam

Up hkang masha ta masat nhtoi

Pandung Du NaMatu Rung Masha Ni HpeHpareng Ai Lam Sawk hkajalaika
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Bungli Kung Kyang Ai Atsam Shada Da A Lapran Na Lam Hpe Tam Madi Madun
Ai.

(Identifying gapsin abilities)

Bungli kung kyang lam htamyit dik nram ai garadaw rai ngaai hpetam madi madun ai gaw
bungli mashaakung kyang lam htamaahkataw ngaai rarawng ai daw hpe chye mu madi madun
shangunyalua. Ndai malahkaning-rangaa daw hpejahpring namatu wunkat sharinjahpat ai lam
galaw yaranara ngaai. (Performanceappraisal) bungli galaw a hpejep daw dan ai galaw ngut
ai ten hta(competency assessment) kung kyang lam hpe manu daw dan sagawn ngut yang gaw
wunkat sharinjahpat yaraa daw hpedal (appraisal) jep sagawn laikahtamadi madun lungaali.

Ga baw-1 hta (performance appraisal) bungli galaw ai hpe jep daw dan ai lam a matu
mahtai jaw lunagasan ni hpejawm myit yu sagaai. Ndai lailkahtabungli pandung du dep lu namatu
kaning reai kung kyang lam nnanranangu ai gasan ni htebungli galaw ai mashahpegrau kgahkra
galaw yalua kaning rea wunkat sharin hpawng rai nangu a hpe madi madun ngaai.

Gashadawn— tsang-2 (pang-2) madang nahkam kaalamlit hkamwagaw report kaai hte
mawdaw gau ai htalai nnakagabungli yawng htamyit dik rama nguga. Ndai bungli lahkawng a
matu kung kyang lam jahkum yaai wunkat sharin jahpat ai lam rasai hpe madi madun lu nna, ndai
lam garahku byinwanangu a masing kalgjangranara ngaai.

Garamagadaw dewunkat ranangu a htebungli mashaamatu wunkat hpekaning di gdaw ya
nangu a gaw up hkanglit hkam wahte bungli mashawaraujavm daw danlaraai lamra ngaai. Jaw
htuk ai wunkat madang hte bungli amatu bung prea wunkat |u galaw yanamatu lahkam law law hpe
htawt nnagalaw sawaraai. Bungli mashawahpewunkat sharinjahpat yaal shaloi shi hpe shagrit
jahpoai kauai hku nrai nna, bungli amatu kung kyang lam sharinjat laai lam htalawm chyauamure
a lam chye shangun namung ahkyak ai.

Bungli mashahku nnawunkat lung ai shaloi shi abungli dum hprut nahpemyit tsangai lam
nngashangun namung ahkyak ai. Wunkat sharinyangaai tenlaman bungli matut managalaw byin
namatu bungli mashalangai mi malai bang dayaraai.

Bungli ginrahtawunkat jaw tim pyi gaw, bungli mashawahpe bungli htam lahkawng galaw
shangun ai zawn nbyin namatu up hkang lit hkamwalgang yaraai. Wunkat gaw bungli mashaa
matu n pyaw nngawnai baw, shingnrai, litli shangunai baw n byin namung ahkyak ai. Up hkang it
hkam gaw bungli mashawunkat langut ai hpeshi chyejat laa kung kyanglamnnahpejai langluna
matu bungli litlgang yaraai.
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Rung Masha Ni Hta Ra Ai Wunkat Lajang Ya Na Ladat Ni
(Strategiesfor meeting staff training needs)

Rung mashani raahkyak ngaa wunkat hpe garahku hkrak chyelunanguai ladat amyu myu
ngaai. Rung mashani hpekagadik a wunkat galaw up lu naladat, galoi, garakaw gaaw yanangu ai
htewunkat amatu hkrat ang ai gumhpraw hpegarahku jaw nangu ai ladat ni raahkyak ai. Ndai hku
kajadik galaw lu nalam gaw (training plan) wunkat masing kalgang ai lamrai ngaai.

Wunkat Masing
(Training Plan)

Wunkat masing gaw bungli htaraai kung kyang lam antsae shamyet shanat npawt nhpangla
ngaa. Wunkat masing kalgjang ai shaloi pandung masat namatu bungli mashaakung kyang lam hta
ning-ramalahkaa hpemadung shatai ai rai ngaai. Dai htawunkat pandung ni, kadai, galoi, kanang
kaw, garahku sharinjahpat yanangua ni lavmngaai.

Wunkat Pandung Hpe Wunkat Masing Hta Ka Shalawm Da Na Rai Nga Ai

(Thetraininggoal will bewritten intothetraining plan)

Up hkang lit hkam (supervisor) hta bungli masha (wor ker) lahkawng yan gaw wunkat
pandung hpejawm myit hkrum daraai. Gashadawn- hkam kajalam galaw a waamatu wunkat
pandung gaw, nmahpe ahkyen hkayawp a lammai byinai.
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Hpa Majaw Wunkat Galaw Ai Ngu Ai Gin Jang Hpe Wunkat Masing Hta Ka Bang
Da Na Rai Nga Ai.

(Thereason for trainingwill bewritten intothetraining plan)

Up hkang lit hkam hte bungli mashagaw hpamag aw wunkat pandung hpedu dep hkaplalura
a ngua hpemyit hkrumraal. Gashadawn- wunkat galaw yaai gaw- bungli mashawaabungli gdaw
a lam grau kgjahkrak wannashi a(competency profor ma) bungli kung kyang ai kamatsing laika
htaNS (not satisfactory) myit dik nram ai kaw na S (satisfactory) myit dik mai ai madang degala
wanamatu rai na, shing nrai, bungli mashahpe bungli nnahtaatsawm lu galaw gun hpai namatu rai
na, shing n rai, bungli masha hpe kompyuta (computer) zawn re ai arung arai ningnan jum nna
bungli shangun namatu rai na, rai ngaai.

Kadai Hpe Wunkat Jaw Na Ngu Ai Hpe Wunkat Masing Hta Ka Bang Da Ra Ai

(Whowill betrained will bewrittenin thetraining plan)

Wunkat masing htawunkat sharin jahpat hkam lanabungli mashaamying kashalawmdara

Galoi Wunkat Galaw Na Ngu ai Hpe Wunkat Masing Hta Ka Da Ra Ai

(When thetraining will happen will bewrittenin thetraining plan)

Wunkat nkau mi hpe gaw bungli htanakalang mi kachyi mi sharinyaluai. Wunkat nkau mi
gaw lani mi tup aten lannasharin mai ai. Wunkat nkau mi hpe gaw laning mi laman, shing nrai dai
htajan narai tim, bat shagu atenloi mi hpralannasharin shangut lamal ngaai. Galoi ten htawunkat
gdaw nangua gaw, kaning real wunkat naahkyak ngaal, kaningrea wunkat hpelatalaa nguai hta
madung ngaai. Wunkat masing gaw wunkat sharin ten kade galu na, garashani, garaaten htagalaw
nangu ai hpemadundangaai.

Kanang Kaw Wunkat Galaw Na Ngu Ai Hpe Wunkat Masing Hta Ka Bang Da Na
Rai Nga Ai

(Wherethetrainingwill happen will bewritten in thetraining plan)

Wunkat nkau mi gaw bungli ginra(work place) kaw gaaw mai ai. Wunkat nkau mi hpegaw
bungli ginranasharingawk kataegdaw mai ai. Shingnrai, kagasharalangai ngai kaw rai timgaaw
yamai ai. Wunkat nkau mi hpe gaw dum ntanhku egalaw mai ai. Kagawunkat nkau mi hpe gaw
hkawlik (college) zawnreai sharinjawng hkan galaw yamai ai. Wunkat hpe grakaw galaw nangu
a gaw, kaning reai wunkat hpe galaw rana, kaning reai wunkat hpelatadaai, ngu ai htamadung na
re.
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Wunkat Hpe Kaning Di Galaw Na Ngu Ai Hpe Dai Wunkat Masing Hta Ka Bang
Da Ra Ai

(How thetrainingwill happen will bewritten in thetraining plan)

1. Langai Hpra, Bungli Kata Na Wunkat Ndai Hpan Wunkat Wunkat Galaw Ya
Yang,

(onetooneon thejob training)

Up hkang lit hkam wa (super visor) wagaw, bungli mashawahpe hpabaw balaw nangu ai
lam azin ayang tsun dan nna, bungli mashahpetatut galaw dan ngut jang, bungli mashawada magam
lit hpegadaw ngaal shaloi sinyunganarai ngaai. Up hkang lit hkamwa (super visor) gaw ndai hku
nnabungli mashalanga mi hpe magam lit amyu myu galaw namatu wunkat sharin jahpat yalu ai.
Gashadawn- machyi mashani tsl gawk (clinic) desawajang, hkam kgjaamu gun mash a(health
wor ker) gaw sharin hkam lanawa (tr ainee) hpe nmaahkyen hkayawp ai lam, machyi mashahkum
kahtet shadawn ai lam, ts jaw ai lam machyi mashaba dumwahkragaaw ai lam ni (resuscitation)
sharinyamai ai.

2. Bungli Ginra Kaw Hkum Tingdek Langai Hpra Sharin Ya Ai Lam

(Onetooneclassesat theworkplace)

Ndai gaw up hkang lit hkam hku nnabungli mashalangai mi hpe bungli galaw ten laman
hkying hkum mi rai rai atenlannahpaji nnan lamamasharin yanamyit hkrumlet galaw ai ladat rai
ngaa. Gashadawn-Hkam kgjaamu gun mashalanga mi hpe machyi mashanngaai ten htakas
langai ngal hterai rai, shan lahkawng nan kasi tai nnarai rai, hkam kagjalam hpaji sharinyamai ai.

3. Bungli Ginra Hta Uhpung Hku Sharin Ai Ladat

(Group classesat theworkplace)

Ndai gaw up hkang lit hkam (super visor) hku nnabungli mashahpung mi hpe sharin jahpat
yaa lamrai ngaa. Bungli mashalaw law hpgji amyu mi hpeshajawm sharinlaraai shaoi, marai
langal hprahpe sharinyanamalai, ndai hpan uhpung hku sharin jahpat yaai ladat hpejai langraai.

4. Bungli Shinggan De Na Sharin Hpungjat Ai Lam
(Off thejob cour se)

Ndai gaw bungli mashahku nnamare bugashawahpawng hpe hpareng ai ladat (certificate
in community management) zawnreai hpgi lamamahpe sharinlahpang wayang naamurai nga
a. Nda zawnrea shakat laika(cour se) ni gaw laning mi shing nrai lahkawng ning aten galu sharin
hkam laraai baw rai ngaai. Nda hpan shakat laika (cour se) hpe gaw bungli ginrahtaamu n galaw
al mash ani sharinyaai rai ngaai. Dal zawnreal shakat laika (cour se) gaw sumtsan htinglet hpaji
(distanceeducation) shing nrai sharin gawk katanahpgji (classr oom cour se) mai byinai. Shawoi
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nahtung hku ngayang, bungli mashagaw bungli galaw let e, bat mi htahkying hkum 2 hte hkying
hkum 3 daram atenjaw nnasharinlamai ai re.

5. Bungli Shinggan De Lani Mi Sharin Hpawng

(Off thejob, one-day classes)

Ndai gaw, bungli mash ahku nnalani mi tup hkawlik (college) zawnreai sharin gawk langai
ngal desadu sharinlaai ladat rai ngaai. Gashadawn-Hkam kajadap magam gun mashalangai mi
gaw, tsi rung mawdaw htaamu galaw mashani (ambulancewor ker) sharinyaai ningshawng ts
mawan (fir st aid cour se) wunkat sasharinlamai ai.

6. Mungbawng Zuphpawng Ni

(Conference)

Nda gaw bungli masha hku nna kaga bungli ginra na bungli masha ni hte bawngban ai
mungbawng zuphpawng desalavmai lamrai ngaa. Gashadawn-Mon Mungdaw nahkam kgjadap
magam gun ni yawng M awlamyaing mare de mungbawng zuphpawng salawmai lamrai ngaal.

7. Bungli Kata Tatut Hte Laika Hpe Bungli Sharin Masha Langai Hpra Dek Dek
Wunkat Jaw Ai Lam

(Apprenticeshipswith onetooneon thejob trainingand cour sework)

Ndai gaw, bungli mashlanga mi hpehkatingrat (pipe) gram bungli myi hprap wan bungli,
laksamabungli zawnreai bungli ni sharinjahpat yayang, kungkyang a mashalangai ngai kaw tatut
sharinlannalaikahku mung sharinhkamlaai ladat rai ngaai.

Bungli masha gaw wunkat amyu mi htajan nnakagalaw law sharin hkam langaai. Ga
shadawn- hkam kagjadap magam gun mashajawng malangal mi gaw, hkumtingdek langai hkrai hku
nnamung, bungli katanawunkat hku nnamung, marai langai hprasharin gawk htasharinlaai ladat
hku nnamung, bungli shinggan de sasharin hkam laai hku nnamung hpaji hpungjat lamai ai.

Sharinlaai lam amyu myu amatu sharin ladat shagu gaw shi nashi grau kagjaa lamngaai.
L adat nakau mi gaw bungli mashankau mi amatu grau htap htuk manu ngaai. Up hkang lit hkam
(supervisor) hte bungli masha(wor ker) yan gaw wunkat masing (tr aining plan) hpekalgang ai
shaloi, garawunkat ladat (training method) gaw garabungli masha (wor ker) amatu grau hkrak
na, garabungli ginra(work place) amatu grau htap htuk na, garawunkat pandung (training goal)
hpe du dep hkap lunamatu grau kgjaai ladat rai na, ngu ai hpe bawngban jahkrup daraai.

Wunkat masing (training plan) htandai wunkat gaw, bungli mashabungli masing (worker’s
wor k plan) htagarahku akyujaw nangu ai hpemung kashadavmdaraai. Gashadawn- hkamkaa
dap magam gun langai mi gaw shani shagu, 4:00 pm hta hkum tingdek (oneto one class) sharin
gawk lung ranna, dai ten htanan machyi mashahpets ts lgjangraai lambyinchyeai. Hkamkaa
dap magam gun mashalangal mi awunkat masing gaw lawu nahte marenmai byinai-
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Wunkat Masin
(Training Plan)

Kadai (who) namatu ndai wunkat masingraai: Hser Nel

Wunkat pandung: Lawu demadun daai kung kyang lam ni hpelulanamatu:

Nmahpe ahkyen hkayawp chyeai atsam

Hkum kahtet ai madang hpe shadawn chyeal atsam

Ts chyejaw a atsam

Myit daw hten ai machyi mashahpeshazimlua atsam

Ba dumwahkragaaw ai atsam (resuscitate)

Byin waa manghkang hta hkan nna machyi masha hpe ningshawng jaw chye ai atsam.
(prioritize)

Machyi mashatsun dan a hpets sarawun kaw shanachyeai atsam

M otor car (mawdaw) chyegawt ai atsam

Up hkang lit hkam (super visor) kaw galaw ngut sai bungli

Report (tang danlaika) chyekaai atsam

Machyi mashahpebyin hkrumngaai anaakumlabyin masatsundan chyeai atsam.

HpaMajaw (why) Hser Nei Wunkat LaRaA Ta? Hkam kajadap magam gun mashatai wana
matu (bungli nnan)

Galoi? (when)

Hser Nei gaw 1998 ning January Shata htawunkat sharin hkam lahpang na.

Hser Nei gaw bat langal ya shani kaw nabat mangayashani du hkrajahpawt 9:00 am hte
shani 12:00 pmIagpran bungli sharinlaai hkam kgjadap magam gun mashahkuamu gaaw na
Hser Nel gaw, February Shatakaw nna, Bat langai yashani kaw nabat mangayashani du hkra
mare buga shawa masha daw jau bungli hte hkam kajalam hpgji lakmat sharin hpawng
(certificate in community services and Health) hpe 1:00 pm hte 4:00 pm lapran lung
na

Hser Nei gaw Bat langai yakaw nabat mangayadu hkra, 4:00 pm hte 5:00 pm lapran hkum
tingdek marai langai hkrai sharinai wunkat hpe hkam lana.

Hser Nei gaw January shatahtaBat langal yashani kaw nabat mangayashani du hkra1:00
pm hte 4:00 pm lapran motor car (mawdaw) gau sharin na.

Kanang kaw? (Where)
Marebugats gawk htasharin hkamlana
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Gara hku galaw na? (How)

e Hser Nel hpelahtatsang tsi magam gun Hser Paw yu up hkang yana. Hser Nel hpe Hser
Paw hku nnawunkat jaw ngaal atenlaman Hser Paw abungli yi ngam kaw Naw Wah yan Naw
Say lit shanglagun hpai yana

e Hser Paw gaw Hser Nel hpe hkumtingdek shi langai hpe hkrai sharinyaal wunkat htahkam
kajadap magam gun mashagaaw raai lit yawng tatut sharinyana. (Dai htanmaahkyen
hkayawp lgangal lam, hkum kahtet shadawn ai lam, ts jaw al |lam, machyi mashahpe shazim
a lam htebai dumwahkralgang ai lam ni ra)

e Hser Paw gaw Hser Nei hpetatut hkam kagjadap magam gunni alit yawng sharinyaai shaoi
hkum tingdek marai langai hkrai bungli katawunkat jaw na. (on thejob onetoonetraining)

e Hser Na hpehkam kgalamlakmat hpaji shawng nagabaw mangasharin yangut jang, Hser
Paw gaw Hser Nel hpebungli katahkum tingdek marai langai hkrai ts gawk hpareng ai hpaji
(onetooneon thejob training in clinic management tasks) bai matut sharin yanarai
ngaai. (dai htagaw machyi mashahpeningshawngjaw a lam prioritizing patients, machyi
mashatsun dan ai hpets sarawun kaw tang shanayaai lam, report kaai lam, up hkang lit
hkam hpang detang madun a lam, machyi mashahpe shi amachyi anaalam sanglangdan a
lamni lawvmnarai ngaai.)

e Hser Nei gaw sak kung ni hpe hpaji sharin yaai mashakaw motor car (mawdaw) sagau
sharinnarai ngaai. Hser Nel gaw sumtsan laikahtinglet hpaji sharin ai lakmat jaw wunkat
kaw jawng mying sabang nara ngaai. (certicicate asa distance education student).
Hser Nei gaw ts gawk rung katae hpgji sharinlanarai ngaai.

Wunkat Hta Jai Na Gumhpraw Tam La Ai Lam

(Accessingtraining funds)

Rung mashani hpewunkat galaw yayang gumhpraw hkrat raai. Bungli ginra(work place)
rung gaw, wunkat sharin jahpu, sharinsarani amatu shabral, laikabuk, sumlahkrung (video) lahkawn,
wunkat arung aral zawn rea manu, bawngban hpawng sanalamjarit htelani mi sharin hpawng lung
jarit zawnreai jai gumhpraw, rung mashawunkat lung ngayang bungli malai shang galaw ai masha
ni hpejaw nashabral ni hpehtuk jaw ranare. Hpareng wa(manager) gaw wunkat amatu gumhpraw
hpyi shawn al shaloi, ndai wunkat jarit ni hpe mung tang shalawmraai. Kalanglang bungli ginra
gaw, Magam Dap (Depar tment) jahkrat yaai gumhpraw htagrau jai rachyeai. Shanhtegaw, alak
mi gumhpraw tamjat ranare.

L ahtade madun tawn ni gashadawn kas htahpareng wa(manager) gaw, gumhpraw htawk ai
dap (funding depar tment) hte matut mahkai nna, jan jai raai gumhpraw hpe hpyi lalu nalamnga
a. Shingnra kagabungli dap demung mai hpyi ai.

Hpareng wa(manager ) gaw wunkat masing (tr aining plan) hpekalgjang nna, wunkat sharin
hkam lanamashasan danamatu jai gumhpraw hpe hkam kajahkringmang (Ministry of Health) de
hpyi shawnmai ngaai. Bungli ginra(work place) hku nnagaw, wunkat jaw narung mashaludasai
lam hte, wunkat sharin hkam lanamashahpe mung wunkat ngut jang bungli jaw lunareai lamtang
madundanraai.
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Nta Kata Kaw Wunkat sharin ai lam

(Runningin-housetraining)

Ntakatanawunkat gaw bungli htawunkat sharinai lamrai ngaai. Dai gaw bungli masha
langai mi amatu mung mai byinai. Bungli mashalaw law amatu mung mai byinai.

Bungli htawunkat galaw namatu bungli ginragaw wunkat jaw yanamashalangai mi hpe
bungli jaw daraai. Up hkanglit hkam wananwunkat sharinyarayang shi wunkat sharin yangaaten
laman, shi abungli yi ngam htamalai shang galaw yanabungli mash aamatu shabrai hpe buhgli
ginra(work place) hku nnahtuk jaw ranare. Lamawarai nna, up hkang lit hkam wagaw rung
mashahpewunkat njaw lu yang, sharin yanakagamashatam nnada wahpe shabrai jaw ranare.
Lani mi bungli dabang (one-day off wor k shop) shing nrai matut manoi sharinai lam (on going
classes) amatu sharin saratam lamai nare.

Hpareng wa(manager) gaw, kagabungli hpung ni (or ganizations) hpe matut mahkai nna
dai zawn reai sharin nanga, n nga, san sagawn narai ngaai. Bungli dabang (work place) gaw
wunkat sharin sarahpegarai ntam yang, wunkat pandung ni hpe chyetawn nna, rung mashaamatu
kaning reai wunkat hperaahkyak ngaal |lam hpe shawng asan shachyedaraal. Bungli hpung nkau
mi gaw, compyuta (computer) hpaji, up hkang hpareng hpaji (management) hte matut mahkai
hpaji (communication) hpelani mi sharina wunkat galaw yalunamaai.

Hpareng wa (manager) hku nna, wunkat jaw nasarawagaw bungli ginrahtakaawara
ahkyak ai mashara nahte, da wagaw rung mashani hpewunkat jaw yua mahkrummadup lusa wa
rai ngaai lamhkrak sagawndaraal.

Hpareng wa (manager) gaw wunkat jaw na sarawa hte hkrum shaganna, wunkat amatu
masing htesharin gawk amulamni kalgangraai. Shanlahkawng gaw wunkat pandung hpeasan sha
chyenatawnraa. Wunkat hpe garahku galaw na, galoi galaw na, kanang kaw galaw nangu al lam
shanlahkawng yan myit hkrumdaraa. Hpareng wagaw wunkat galaw yang lawu denalamni lavm
namatu lgang raai—

e Rungmashaamatu akyurawng na

e Wunkat pandung dedu dep hkap lu na,

¢ Rungmashaamatu maalasari yawmai baw nrai nahtenauyak ai nrai na,

¢ Rungmashaamatunauloi a nrai na,

e Rung mashahpe sari shagrit kauai lamnbyinna,

¢ Rung mashaaaten mgoi lahpawt kau a lam nbyin nahtenau n shatin na, hte

e Wunkat pri nenai hkugalaw lunara ngaai.
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Hpareng wa (manager) gaw wunkat jaw yanasara (trainer) hpe tam lgang dalu yang
wunkat galaw nasharahpebai jahkruprasai. Shanlahkawng gaw bungli dabang (wor kshop) amatu
gawk sharatam lgjang ranara ngaai. Kalanglang bungli hpung ni (or ganizations) gaw bungli
ginrahtahtap htuk ai gawk nluyang mungbawng gawk rai rai, lailkasharin jawng rai rai, hkawlik
(college) jawng gawk rai rai shap chyemaai.

Da hpang Hpareng wa(manager )gaw galoi wunkat galaw nangu ai nhtoi hpemasat rasai.
Shan lahkawng gaw wunkat sharin nanhtoi hpe kagarung mashani hte bawngban jahkrup narai ma
a. Shanlahkawng gaw, bungli ginrahtaamu nau nshuk a aten hpetamrangaai. Shanlahkawnggaw,
dai bungli hpung (or ganization) antsae shamyet shanat ngaa mashani machyi mashagat mari ai
ni hpemanghkang njaw naatenladaw hpetamranara ngaai. (e.g; patients, clients, customers)

Dai hpang Hpareng wa (manager) gaw, rung mashani bungli dabang (wor kshop) de sa
lawvm lu naaten hpetam lgjang ai lam galaw ranare. Shanhte gaw, rung hpe pat daranara ngaai,
shing nrai, rung hte matut mahkai ai shigani hpe hkap lanarung mashaloi mi hperung sin shangun
daranara ngaai. Shing nrai, rung mashani ni bai du wa yung hkrum shaga na aten jahpan
(appointments) lggang daranarai ngaai.

Rung Shinggan De Na Wunkat
(External training)

Rung shinggan de nawunkat ngu a gaw, bungli htetsan gang ai kaw galaw ai wunkat (off the
jobtraining) rai ngaai. Da gaw lani mi nasharin hpawng mung mai byinai, shingnrai, marebuga
hpareng hpaji lakmat wunkat (cer tificatein community management) zawnreai aten galu matut
manoi sharina wunkat mung mai byinai. Dai htasharin gawk katanawunkat (classroom training)
hte sumtsan laikahtinglet hpgji (distance education cour es) mung mai byinai.

Hpareng wa(manager ) gaw rung mashani amatu bungli shinggan de nawunkat tamyamai
al. Hpareng wa(manager) hte bungli mashagaw rung mashabungli masajep jahpan laika (staff
per formanceappraisal) hte bungli kung kyang lam jep sagawn laika (competency pr ofor mas)
hku nnakaning reai wunkat galaw yaraai |lam mu madatawn namasai. Hpareng wa(manager)
gaw wunkat sharin nashakat laika (cour ses) hte seng nnakagabungli hpung ni (or ganizations)
shaing nrai, kagamagam dap ni (depar tments) hpe matut mahkai nnatam san sagawnrangaai.
Ndal bungli dap ni gaw, sharin ai shakat laika(cour ses) law law hpelutawn maai. Dai dap ni gaw,
shakat lalkayawng alam katalam sang lang ai hpe azin ayang chyetawnmaai.

Hpareng wa(manager ) hku nnahtap htuk ai sharin shakat laika (cour ses) hpe mutamjang
bungli mashahtedal |lam bawngban narai ngaai. Shanlahkawng gaw, bungli mashahku nnahpaji
sharinlaai debat mi htakadelang lu sana, shingnrai hpgji sharinlet bungli kade galaw [una, ngu
a hpejahkruplaramaai. Shanlahkawngyan gaw, ndai wunkat sharinai lam hte shan lahkawng a
bungli garahku jaw ang nahpe myit hkrum tawnramaai. Shanlahkawng gaw, wunkat masing
(training plan) hpejawmkalgangramaai.

Pandung Du NaMatu Rung Masha NI HpeHparengAil Lam Sawk hkajalaka
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Bugaginrahpareng hpaji ginlen wunkat

Dai hpang bungli mashagaw wunkat lung namatu shawk shawn ai laitkakabang ranarai nga
a. Bungli mashahpe sharin hpawng htahkap lasal hte rau gaw, mying jahpan bang nnahkrat ang ai
gumhpraw mung bangrasai. Shaloi wunkat hpe sharin hpang walu narai ngaal.

Ga Shagyin
(Summary)

Ndai gabaw htarung mashani hpewunkat galayaai lamjawmmyit yu sagaai. Anhtehkunna
gaw, bungli hte mashalaksan jep sagawn ai lam (job and per sonal specification) hku nnamung,
bungli lamamaamatu kung kyang a lam jahpan lgjang ai (competency listsfor ajob) hku nna
mung, masha hkum shagu aatsam ni hpejep jen madun ai (assessing a per sonsabilities) hku nna
mung, bungli kung kyang ai hpejep yu ai laikahkrang (competency proforma) hpejai lang nna
rung mashalanga mi hpegalaw yaraa wunkat gaw kaning rea wunkat kun ngu ai hpe tam madi
madun ai hku nnamung, galaw raai wunkat hpe sawk tam ai ladat ni hpemyit yulal wasagaai.

Rung mashani hpegalaw yaraa wunkat amatu bungli ginra(wor k place) hku nnalgangya
[unalam amyu myu hpemung myit yusagaai. Bungli ginragaw, wunkat pandung ni hteda wunkat
hpekadai galaw yana, galoi galaw na, garakaw galaw na, kaning ral gdlaw nangaai lamni lavmai
wunkat masing (training plan) kalgjang ai hku nn adai lam shabyinlungaai. Anhte gaw wunkat
ladat amyu myualam hpemyit yugaai. Bungli ginrahku nna, rung mashahpewunkat galaw yana
ja gumhpraw garahkutamlamai ai hpe mung myit yusagaai. Nhku katawunkat sharinai lam hte
shinggan dewunkat galaw al lam hpe garahku hkyen lgjang namung javm myit yu lai wasagaai.
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