
5. EXECUTIVE SECRETARY:  

 The incumbent should have excellent organizational and time management skills to provide a full 
secretarial and administrative support to high-ranking officials. 
 

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

 i).  Maintain executive’s agenda and assist in planning appointments, board meetings, 
conferences etc. 

 ii).  Make all travel arrangements 

 iii).  Handle and prioritize phone calls, e-mail, letters and packages to direct them when 
appropriate.  

 iv).  Follow up implementation / progress of the executive’s instructions on various matter on 
timely basis. 

 v).  Demonstrate strong written and verbal communication, administrative, and organizational 
skills and maintain a realistic balance among multiple priorities. 

 vi).  Must be able to work under pressure at times to handle a wide variety of activities and 
confidential matters with discretion. 

 vii).  Define, develop and manage an efficient functional file both in hard and soft copies that are 
vital as per the function management requirements and in line with record management 
guidelines. 

 viii).  Act as the point to contact between the executives and internal or external colleagues. 

 ix).  Receive visitors to the office 

Eligibility Criteria: 

Education: 

Candidate must be Bachelor’s (16 years) / Master’s / 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). 

 



 


