
4. ASSISTANT MANAGER TALENT RESOURCING (T.R): 

 The incumbent is responsible to facilitate Departmental Head to attract and hire the best and most 
qualified candidates for available job openings and to carry out all associated administration in a 
transparent and cost-effective manner.  
 

Key Responsibilities of the incumbent will include, but not limited to, the following: 
 

 i).  Maintain up-to-date and accurate lists of jobs and vacancies within the organization to be able 
to identify staffing needs.  

 ii).  Prepare organizational manpower plan. 

 iii).  Facilitate Departmental Head in short listing resumes as well as scheduling and conducting 
interviews. 

 iv).  Provide support in carrying out recruitment process in a transparent manner at all levels. 

 v).  Provide assistance in refining job descriptions and updating requirements of certain positions 
as per the directions of Departmental and Divisional Heads. 

 vi).  Obtain all necessary approvals for initiating recruitment drives. 

 vii).  Design and publish job advertisements in an effective manner. 

 viii).  Maintain and update Recruitment Management Systems (RMS) for proper screening of the 
applicants. 

 ix).  Coordinate with Testing Agencies for conducting written tests of shortlisted candidates. 

 x).  Issue offer letters to selected candidates followed by medical examination. 

 xi).  Design and execute on-boarding and orientation process for newly recruited employees and 
follow necessary guidelines to make employees aware of necessary policies and procedures. 

 

Eligibility Criteria: 

Education: 

Candidate must be Master’s degree holder / MBA or Equivalent 

Age: 

Maximum 35 years as on the last date of submission of application.  

Experience: 

At least 2 Year in relevant field.  

 

General Terms & Conditions: 

a) The Corporation is an equal opportunity employer. 

b) Misinformation, using influence or forwarding recommendation will render applicant disqualified. 

c) Only shortlisted candidates will be called for further process. 

d) Appointments at all levels shall be made in accordance with the Merit and Regional/Provincial quota as prescribed 
by the Federal Government.  

e) No TA/DA will be admissible. 

f) Age limit may be relaxed by three years for the candidates from FATA, Gilgit Baltistan, Baluchistan and Azad 
Jammu and Kashmir.  

g) All appointments will be made subject to Security Clearance of successful candidate as per the policy. 

h) Competitive Compensation package will be offered as per Corporation’s policy. 

i) “Application form” along with detailed CV, copies of all educational credentials, experience certificates, domicile, 



CNIC, and recent passport size photographs should be posted to “Director Human Resources, Pakistan Security 
Printing Corporation, Jinnah Avenue, Malir Halt, Karachi” within 15 days from the date of publication of this 
advertisement (i.e. before September 06, 2021). 

 


