
Employee Database User Manual for Circle Office 

avc-1: cÖ_‡g MYc~Z© Awa`ß‡ii I‡qemvBU (www.pwd.gov.bd) G cÖ‡ek Kiæb Ges Wvb cv‡ki †gby †_‡K 

Af¨šÍixY B-‡mev Gi Aaxb wnDg¨vb wi‡mvm© Bbdi‡gkb (Ggcøqx WvUv‡eBR) GB wjs‡K wK¬K Kiæb| 

 

 

avc-2: wjs‡K wK¬K Kivi c‡i wnDg¨vb wi‡mvm© Bbdi‡gkb (Ggcøqx WvUv‡eBR) mdUIq¨iwU Avcbvi w¯Œ‡b cÖ`wk©Z 

n‡e Ges D³ mdUIq¨iwU‡Z cÖ‡e‡ki Rb¨ BDRvi bvg Ges cvmIqvW© w`b| 

 

http://www.pwd.gov.bd/


avc-3: mdUIq¨iwU‡Z cÖ‡e‡ki ci Avcbvi w¯Œ‡b wb‡¤§v³ †cBRwU I‡cb n‡e Ges †mLv‡b evgcv‡k wewfbœ †gby 

†`Lv hv‡e| 

 

avc-4: cÖ_gZ ÓList Of Employee” GB wjsKwU‡Z wK¬K Kiæb| D³ wjsKwU‡Z wK¬K Kivi c‡i Avcbvi mv‡K©j Ges 

Avcbvi mv‡K©‡ji AvIZvaxb wefvMmg~‡ni Kg©Pvix‡`i bvg cÖ`wk©Z n‡e|  

 



avc-5: hw` †Kvb Kg©Pvix Avcbvi mv‡K©j Ges Avcbvi mv‡K©‡ji AvIZvaxb wefvMmg~‡ni Kg©iZ †bB wKš‘ wj‡÷ 

cÖ`k©b Ki‡Q Ggb _v‡K Zvn‡j Zv‡`i‡K ÓRelease Now” evU‡b wK¬K K‡i D³ Awdm †_‡K wiwjR Kiæb| 

 

** Z‡e hw` †Kvb Kg©Pvix‡K Dc‡iv³ wj‡÷ Ly‡R cvIqv bv hvq Z‡e avc-13 †_‡K cieZ©x avc¸‡jv Abymib Kiæb** 

avc-6: Gevi hw` †Kvb Kg©Pvixi  Personal Information, Official Information, Posting Information A_ev Ab¨ 

†h‡Kvb Bbdi‡gkb Avc‡WU Ki‡Z Pvb Zvn‡j ÓList of Employee” GB wjsKwU‡Z wK¬K Kiæb Ges D³ wj‡÷ 

cÖ`wk©Z Kg©Pvix‡`i  ZvwjKv †_‡K hvi Bbdi‡gkb Avc‡WU Ki‡Z Pvb Zvi bv‡gi Dci wK¬K K‡i D³ Kg©Pvix‡K 

wm‡j± Kiæb| 

 



avc-7: †Kvb Kg©Pvix‡K wm‡j± Kivi mv‡_ mv‡_ cÖ_gZ Zvi Personal Information Avc‡WU Kivi AckbwU P‡j 

Avm‡e| Personal Information Avc‡WU Ki‡Z PvB‡j cÖ‡qvRbxq Z_¨vw` c~ib K‡i Update evU‡b wK¬K Kiæb| 

Z‡e D³ Kg©Pvixi Ab¨vb¨ Bbdi‡gkb Avc‡WU Kivi Rb¨ evg cv‡ki †gby †_‡K wm‡j± Kiæb| 

 

avc-8: †Kvb Kg©Pvixi Official Information Avc‡WU Kivi Rb¨ Ó Official Information” ‡gbywU‡Z wK¬K 

Kiæb| cÖ‡qvRbxq Z_¨vw` c~ib K‡i Update evU‡b wK¬K Kiæb| 

 



avc-9: hw` ‡Kvb Kg©Pvixi Posting Date Avc‡WU Ki‡Z Pvb Zvn‡j Posting Information ‡gby‡Z wK¬K Kiæb Ges 

Edit evU‡b wK¬K Kiæb| 

 

avc-10: Edit evU‡b wK¬K Kivi ci wb‡¤§v³ †cBRwU Avcbvi w¯Œ‡b cÖ`wk©Z n‡e †hLv‡b “From Date” D³ N‡i 

†hw`b †_‡K D³ Kg©Pvix Avcbvi mv‡K©j G Kg©iZ Av‡Q †mB ZvwiLwU K¨v‡jÛvi †_‡K wm‡j± K‡i “Save” evU‡b 

wK¬K Kiæb| †h‡nZz D³ Kg©Pvix Avcbvi mv‡K©‡j GLbI Kg©iZ Av‡Q †m‡nZz “To Date” NiwU dvKv ivL‡Z n‡e| 

 



avc-11: hw` ‡Kvb Kg©Pvixi Posting Change Ki‡Z Pvb A_v©r D³ Kg©Pvix eZ©gv‡b †h Awd‡m Av‡Q †mB Awdm 

†_‡K Ab¨ Awd‡m Posting w`‡Z Pvb Zvn‡j Posting Information ‡gby‡Z wK¬K Kiæb| †h w¯ŒbwU cÖ`wk©Z n‡e Zvi 

evg cv‡k cÖ`wk©Z Awdmmg~n ‡_‡K †h Awd‡m D³ Kg©Pvix‡K Posting w`‡Z Pvb †mB AwdmwUi Dci wK¬K Kiæb| 

Ges Wvb cvk ‡_‡K Zvi †cv÷wU wm‡j± Kiæb Ges “From Date” wU K¨v‡jÛvi †_‡K wm‡j± K‡i Save evU‡b wK¬K 

Kiæb| 

 

avc-12: hw` ‡Kvb Kg©Pvixi bvg wj‡÷ cÖ`k©b K‡i wKš‘ Dwb eZ©gv‡b PRL G †M‡Qb Zvn‡j D³ Kg©Pvix‡K avc-6 

Abyhvqx wm‡j± Kiæb Ges evg cv‡ki †gby †_‡K Job Status G wK¬K Kiæb| 

 



avc-13:  Gici Status Ackb †_‡K Retired AckbwU wm‡j± Kiæb Ges PRL Gi Date wU K¨v‡jÛvi †_‡K 

wm‡j± K‡i Update evU‡b wK¬K Kiæb| 

 

avc-14: hw` †Kvb Kg©Pvix‡K Avcbvi mv‡K©j A_ev mv‡K©‡ji AvIZvaxb wefvMmg~‡n Ly‡R cvIqv bv hvq †m‡ÿ‡Î 

Released Employee †gby‡Z wK¬K Kiæb| GB †gby‡Z wK¬K Kivi c‡i †h †cBRwU I‡cb n‡e †mLv‡b wewfbœ Awdm 

†_‡K wiwjRK„Z KgPvix‡`i bvg cÖ`k©b K‡i| D³ wj÷ †_‡K Avcbvi Kg©Pvix‡K Ly‡R †ei Kivi †Póv Kiæb| hw` 

Ly‡R cvIqv hvq †m‡ÿ‡Î D³ Kg©Pvixi bv‡gi Dci wK¬K K‡i avc-11 Abyhvqx Posting Change Kiæb| 

 



avc-15: Released Employee wj‡÷I hw` †Kvb Kg©Pvix‡K Ly‡R cvIqv bv hvq †m‡ÿ‡Î Search Staffs †gby‡Z wK¬K 

K‡i cÖ_‡g †kªwb wbe©vPb Kiæb, hw` c`ex Rvbv _v‡K Zvn‡j c`ex wbe©vPb Kiæb, †Rvb Awdm wbe©vPb Kiæb Ges 

mv‡K©j wbe©vPb K‡i Search Now evU‡b wK¬K Kiæb| 

 

avc-16: hw` Avcbvi KvswÿZ Kg©Pvix‡K D³ wj‡÷ Ly‡R cvIqv hvq Zvn‡j Zv‡K wiwjR Kivi Rb¨ “Request 

Now” evU‡b wK¬K Kiæb|  

 



avc-17: hw` †Kvbfv‡eB †Kvb Kg©Pvix‡K Ly‡R cvIqv bv hvq Zvn‡j „Add new Employee‟ †gby‡Z wK¬K K‡i D³ 

Kg©Pvixi mKj Bbdi‡gkb w`‡q dig cyib K‡i Save evU‡b wK¬K Kiæb| 

 

avc-18: “Release Request (From Other Office)” ‡gby‡Z hw` Ab¨ †Kvb mv‡K©j †_‡K Avcbvi mv‡K©‡j A_ev 

mv‡K©‡ji AvIZvaxb Kg©Pvix‡K wiwjR Kivi Rb¨  wi‡Kv‡q÷ cvVvq Zvn‡j †mwU GB †gby‡Z †`Lv hv‡e| hw` D³ 

Kg©Pvix Avcbvi mv‡K©‡ji bv nq †m‡ÿ‡Î Zv‡K Release Now evU‡b wK¬K K‡i wiwjR K‡i w`‡Z cv‡ib| 

 


