[image: top]
	[image: corp_dual_white]
	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/
KGMC/IKD/PICO/BPSC/KICH
	Doc. No.
	HMC-HRD-F-19

	
	RECORD FORMAT
	Version No.
	00

	
	LEAVE FORM
	Date
	



	Date
	

	MR (ID) of Employee
	

	Name of Employee
	

	Father Name
	

	CNIC #
	

	Designation
	

	Employee Status
(select one option)
	Faculty / Civil / Institutional / MTI-Employee/Constituents

	Type of leave 
(Please tick one)
	a) Sick Leave 
	b) Iddat Leave

	
	c) Casual Leave
	d) Religious Pilgrimage Leave 

	
	e) Short Leave
	f) Leave Preparatory To Retirement

	
	g) Earned Leave
	h) Leave Without Pay

	
	i) Maternity Leave
	j) [bookmark: _Toc107420930][bookmark: _Toc109025971]Study / Training Leave

	Leave Applied For (Days)
	

	Date of availing leave from
	

	Leave availed till date
	

	Reason for the leave applied for
	

	Duty Cover
(Name & signature of employee)
	Name:     ______________________                                   Signature: _____________________

	Signature of applicant
	



	FOR OFFICIAL USE ONLY

	Remarks & Signature of Controlling Officer (Head of Unit/Department)
	

	Sanctioning Authority
Dean/Medical Director/Hospital Director/Director Nursing/Director 
	



	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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