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	JOB DESCRIPTION

	
	

	
	JOB TITLE :
	Sr. Shipping Assistant 

	
	Division:
	Supply Chain Management
	Department:
	Procurement

	
	Location:
	HO
	Grade :
	

	HUMAN RESOURCES DEPT.
Compensation & Benefits Divn.
	Ref:
	
	Cost Centre:
	




	[image: ]
	MTI - HAYATABAD MEDICAL COMPLEX
	Doc. No.
	HMC-HRD-F-09

	
	RECORD FORMAT
	Version No.
	00

	
	EMPLOYEE PERSONALFILE CHECKILIST
	Date
	



	Name
	

	Employee Number
	

	Designation
	

	Employee type
	

	Department
	

	Date of joining
	



	RECRUITMENT AND SELECTION DOCUMENTS
	MARK

	a) Job Advertisement	
	

	b) Application form (Renewed)  
	

	c) Screening Test Minutes                                 
	

	d) [bookmark: _GoBack]Scrutiny minutes
	

	e) Selection & Promotion Committee Minutes                          
		

	f) Signed Job description                                          
	

	g) Arrival Endorsement                                      
	

	h) Correspondence (if any)                                   
	

	ON-BOARDING DOCUMENTS
	MARK

	a) Experience Certificate  
	

	b) Feedback Orientation form                             
	

	c) Credentials
	

	d) Medical Fitness Certificate                   
	

	e) Affidavit (Fixed pay employee)                       
	

	f) Signed Terms and Condition  on Judicial stamp paper
	

	g) Documents Verification letter & Receipt
	

	h) Renewed License (If applicable)                                           
i) (PM&DC/PNC/PEC/Diploma, Driving License)
	



	Personnel file prepared by
(Recruitment Section)

	Name: 
	

	Designation: 
	

	Date & Sign: 
	

	Personnel file Received by
(Record Section)

	Name: 
	

	Designation: 
	

	Date & Sign: 
	





	This document is internal and confidential. The format and version of this document is controlled, in case of any need for amendment please coordinate with Respective DQR / QA Department.
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