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Sl No.

Deptt/AREA 
OF 

DEPLOYMENT

Activites to be carried out Skill Requirement & 
Qualification 

Manpower 
type ‐ 
skilled/unskill
ed

Category of Work ‐ NON 
TECHNICAL

Unit of 
Measure 
(UOM)

Tentative 
annual Work 
Load in UOM

Approximate 
Monthly 
Manhours Reqd

Approxima
te Skilled 
Manpower 
per month

Approximat
e Unkilled 
manpower 
per month

Handing over of Spares Components to Shipping after putting tags.
Handing over of OPS  documents to Shop Supervisor

Physical verification of inputs required for releasing Production Orders
Data entry in System for different reports
Filing & handling of office documents

Assisting in Rework/PDO Components identification and status
Assisting & Coordinating for Stock Posting
Assisting in material accountal at vendor works
Data entry in System for different reports
Filing & handling of office documents

Physical Verification and recoding details for components   under  Sub 
Contracting Rework 
 Writing inspection lot on casting
 Stacking of material as per material code to specified locations and racks    Experience in  Stores 

Activities at least 03 years in 
manufacturing industries

 Material issue to Production Shop and SC Vendors     Matric pass (10TH)
 Documents forwarding to MM, Finance and Quality
 Shifting of rejected material to proper location
 Counting of incoming material

4

Component 
Stores

Material Stacking, material posting in SAP, house keeping, stock counting, 
material issue to shop and receive from vendor, etc. 

Should knowledge of material 
size, identification, knowledge 
of computer. 10th class and 
above or have experience in 
Stores in Manufacturing 
Industries

Skilled Non‐Technical Manhours 9984 832 4 0

Aassisting & Coordinating for Posting of leave records & Gate pass in SAP. 
Invent Material bills. Files and their record maintenance, Receive incoming 
Tenders, letters & other files  and distributing  of internal documents to 
various  departments. 

Computer Knowledge, 10+2

Preparing Tea / Snacks & House Keeping.
Unskilled

Skilled Manhours 4992 416 2 0

Unskilled Manhours 2496 208 0 1

Unskilled

8 Guest House Preparing Meals / Snacks  Non‐Technical

208 0 1
9

HR Community 
centre

Water Supply Operation,  Non‐Technical Manhours 2496

0 3

7 HR Canteen Preparing Canteen Meals / Snacks & House Keeping.D138 Non‐Technical
Manhours 49920

6 HR Unskilled Non‐Technical

Manhours 7488 624

4160 0 20

Non‐Technical Manhours 2496 208 1 0
5 IT

IT Hardware & Software maintenance, Telephone lines & Attendence 
machines, Data entry & House Keeping.

Computer knowledge, 10+2 Skilled

832 4 0

3 Main Stores SKILLED Non‐Technical

Manhours 9984

Non‐Technical Manhours 2496 208 1 0

1 0

2 Sub Contg

10+2 with MS Office working 
knowledge

Skilled

ANNEXURE A ‐ WORK CONTRACT MANHOURS REQUIREMENT ‐ NON TECHNICAL

1 OP&C

10+2 with MS Office working 
knowledge

Skilled Non‐Technical Manhours 2496 208

Ref.: Tender No.:BHE:IVP:HR:WORK CONTRACT: 16‐17:NON‐TECH:01,



Sl No.

Deptt/AREA 
OF 

DEPLOYMENT

Activites to be carried out Skill Requirement & 
Qualification 

Manpower 
type ‐ 
skilled/unskill
ed

Category of Work ‐ NON 
TECHNICAL

Unit of 
Measure 
(UOM)

Tentative 
annual Work 
Load in UOM

Approximate 
Monthly 
Manhours Reqd

Approxima
te Skilled 
Manpower 
per month

Approximat
e Unkilled 
manpower 
per month

10 HR Transport
Driving of Company Vehicles (School Bus, DCM Toyota, Tata Sumo & 
Ambulance.)

 Driving Exp 3 years with valid 
HMV Driving license ‐ 2 Nos
LMV Driving License ‐ 2 Nos.

Skilled Non‐Technical

Manhours 9984 832 4 0

Assistance in LPI 12th/ ITI Skilled Manhours 4992 416 2 0

Locating valves for offering to TPI/Customer

Assistance in dimension/melt no. verification for TPI/Customer

Stamping of valves after customer clearance
Assistance During incoming material inspection
DoB visit for collecting and handing over IBR TCs
Collecting and handing over of samples at CIHT Jalandhar for Testing
Assistance in locating/identifying rework/PDO materials in shop
Assistance during Hydro Testing of Valves
Assistance in daily hydro test for entering data in PC and noting melt nos.
Assistance in Pre dispatch inspection before handing over.
Stamping of valves after DoB Punjab Clearance
Assistance in dimension/melt no. verification during Hydro Testing
Assistance in making sketches for Porous valves.
Scanning of MTCs and storing in soft form
Stamping of IBR TCs and customer TCs (Documents)

Assistance in data entry for MTCs

Assistance in data entry for IBR TCs
Assistance in data entry for finalising Offer list for customer inspection
Assistance in filing and locating MTCs

12 Finance Data Entry and Misc. work Higher Secondary Skilled Non‐Technical Manhours 2496 208 1 0

2 years experience in masonary 
work

Skilled Non‐Technical Manhours 2496 208 1 0

Unskilled Non‐Technical Manhours 4992 416 0 2

Carrying out Labour Job of Miscllaneous horticulture Activities 
including watering of lawns, cutting of grass, sapling of new plants , 
maintenance of hedges, shrubs, tress, plants and other similar works as 
directed by Engineer in charge in gardens, lawns of Factory and 
Township.

One year Experience Skilled Non‐Technical Manhours 4992 416 2 0

Carrying out Labour Job of Repair and Maintenance including 
alteration ,dismanteling , extension, replacement works of water suppl
, sanitation fixtures ,pipes, etc in factory and Township

One year Experience Skilled Non‐Technical Manhours 2496 208 1 0

Carrying out Labour Job of operation and maintenance of 100 KLD 
Sewage Treatment Plant including cleaning of sludge drying beds, 
tanks, reactors etc in Factory

Skilled Non‐Technical Manhours 2496 208 1 0

2496 208 0 1

13 Civil

Carrying out Labour Job of masonary works , concrete works painting 
works etc for providing necessary repair, alteration, dismanteling and 
maintenance as direction by Engineer in charge in miscllaneous  
Building and Roads of Factory , Township.

2496 208 1 0

12th/ ITI with 3 years 
experience in valve or similar 

kind of testing.
skilled

12th/ ITI with Computer 
knowledge of MS Office

Skilled

Manhours

Manhours 4992 416 2 0

11 QC Non‐Technical

Unskilled

Manhours



Sl No.

Deptt/AREA 
OF 

DEPLOYMENT

Activites to be carried out Skill Requirement & 
Qualification 

Manpower 
type ‐ 
skilled/unskill
ed

Category of Work ‐ NON 
TECHNICAL

Unit of 
Measure 
(UOM)

Tentative 
annual Work 
Load in UOM

Approximate 
Monthly 
Manhours Reqd

Approxima
te Skilled 
Manpower 
per month

Approximat
e Unkilled 
manpower 
per month

Carrying out Labour Job for General and special Housekeeping  viz 
Sweeping, Cleaning, Dusting , Disinfecting , Mobbing, chemical 
spraying, Jungle clearance or similar works including picking of 
stones, Kankars , Leafs, cleaning of  excrete, dung, collecting of 
rubbish and garbage laying in these areas and Disposing the same in to 
the dustbins in Scrap Yards etc as Directed by Engineer in charge in 
various areas viz roads, parks, open yards, office and store buildings 
(interior of rooms and terrace both)  , industrial shop floors, crane walk
ways, roof gutters, sewage or rain water manholes and factory toilets 
etc  in Miscllaneous buildings and stores of Factory and Guest House. 

Unskilled Non‐Technical Manhours 29952 2496 0 12

INVOICE, PACKING SLIP PRINT
OBTAING SIGNATURE 
SEGREGATION OF COPIES
ATTACHING LWB

TAKING PHOTO COPIES of INVOICES, PACKING AND LWB

COVERING LETTER
DISTRBUTION OF INVOICE TO FINANCE AND FOR TRICHY
IBR TC SCAN
IBR ANNEXURE PRINT
IBR BACKSIDE PRINT
IBR FRONT PAGE PHOTOCOPY
MOVEMENT OF TC FOR SIGNATURE
COMPILIATION OF ANNEXURE WITH TCS
COVERING LETTER
DISTRIBUTION TO COURIER
MDCC PHOTO COPY
BILL SCAN
ENTER FREIGHT
FILES MAINTAINANCE

WATER SUPPLY
SCAN VM TC
COLLECTION OF COURIER DETAIL
SCAN OLD INVOICES, MDCC FOR SUBSEQUENT QUERIES
COLLECTION OF OLD FILES FOR REFERENCE
STATIONARY COLLECTION AND MAINTANANCE

GATE PASS MOVEMENTS

Packing of Valves, Components and other products in Wooden Box, 
Metallic Boxes and Loose and Loading these items onto Vehicle.
Helping in Loading and Unloading activities at various locations.
Depackaging of consignments.
Stacking of material in Finished Goods Stores and other identified 
locations
Packaging of material for Courier/Speed Post purpose
Stock verification activity

Manhours 24960 2080 10 0

1 0

COMPETENCE ENOUGH TO 
DO/HELP BHEL OFFICIALS‐ ABLE 
TO READ, WRITE AND 
UNDERSTAND AND DO THE 
WORK. BASIC KNOWLEDGE OF 
COMPUTER REQUIRED.

skilled Non‐Technical

Manhours 2496 208

14 Commercial



Sl No.

Deptt/AREA 
OF 

DEPLOYMENT

Activites to be carried out Skill Requirement & 
Qualification 

Manpower 
type ‐ 
skilled/unskill
ed

Category of Work ‐ NON 
TECHNICAL

Unit of 
Measure 
(UOM)

Tentative 
annual Work 
Load in UOM

Approximate 
Monthly 
Manhours Reqd

Approxima
te Skilled 
Manpower 
per month

Approximat
e Unkilled 
manpower 
per month

Housekeeping activity
Movement of empty boxes for packaging
Drawing packing and packaging material from FGS store
Shifting of valves and other product for packaging from FGS store to 
packaging with the help of EOT crane/Fork Lifter
Shifting of Wooden Boxes/packing material from storage yard to 
packaging area with help of Fork  Lifter
Sorting and grouping of materials as per issued packaging plan
Cleaning of valves for dirt, oil and grease with help of Cloth
 Wooden boxes to be cleaned and repaired for damages if required

Marking of the valve description and serial nos. and quantity on the box 
Assisting in Fumigation of wooden Boxes, in case of special 
requirement
Construction of special Wooden Boxes as per requirement and 
direction of BHEL
Scanning and photocopying of Invoice, Pos, indents & other documents

Handover of Invoices, MTC's RT reports, RT film to concerned departments 
and their record maintenance 
MM Registers (PO, enquiry & indent register ) Maintenance 
Movement of tender & other files to other department 
Files and their record Maintenance 
Data Entry & house keeping 

202176 16848 41 40
TENTATIVE MANHOURS REQUIRED PER YEAR SKILLED 102336 MANHOURS I,.E. 41 MANDAYS (PER MONTH)

UNSKILLED 99840 MANHOURS 40 MANDAYS (PER MONTH)

Non‐Technical15
Commercial ‐ 
Shipping

COMPETENCE ENOUGH TO 
DO/HELP BHEL OFFICIALS‐ ABLE 
TO READ, WRITE AND 
UNDERSTAND AND DO THE 
WORK.

Skilled

416 2 016

MM
Knowledge of scaning software, 

10+2
Skilled Non‐Technical

Manhours 4992
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