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RECRUITMENT POLICY 

The most important element of the recruitment process is to ensure transparency and fairness without 
any bias, favoritism and gender discrimination in the hiring process. This can only be ensured when 
there exists clearly laid down criteria and procedures for recruitment of staff and consultants. Some of 
the standard practices for recruitment include proper hiring mechanisms through advertising, 
indiscriminate head hunting and using the database of credible recruitment agencies (this is in vogue in 
all developed countries). Once applications are received short listing through independent sources or 
cross checking through reference checks or under an already laid down eligibility performa followed by 
tests and interviews by a panel, are some of the effective ways of recruitment. In short, any such policy 
that ensures transparency and a non-partisan approach can be termed as a fair recruitment policy. 

1. RECRUITMENT OF STAFF FROM WITHIN THE ORGANISATION 
 

Recruitment authorization announcing all vacancies is to be posted in each department of SSF for a 
period of five working days before outside recruitment begins. Any employee who has not applied by 
the end of five working days will no longer receive special consideration afforded to internal applicants. 

During that five-day period preference shall be given to qualified regular and limited tenure employees 
who apply for vacant positions. 

The following policy applies in connection with Sheikh Siraj Foundation’s (SSF) employees who are 
applicants: 

1.1 Existing employees who have increased their skill and job potential and who qualify shall be 
encouraged. 

1.2 Inter departmental recruitment of qualified employees shall be encouraged. 
1.3 No employee shall be intimidated or discouraged from applying for a vacant position 
1.4 The employees who apply for vacant positions are not required to notify their supervisors. However, 

if such an employee should become a finalist for the position [upon the recommendation of the 
appropriate department head], his/her supervisor will be notified of the application process for, 
among other things, a recommendation. 

1.5 Education, past work experience, and experience gained at SSF are criteria that will be considered in 
recruiting applicants. 
 

2. IN-HOUSE APPLICATION PROCEDURE 

SSF should encourage its employees to apply for any open positions. In this case the following procedure 
is to be followed; 

 



 

 
 
 
 
 

2.1 The recruitment authorization form is to be submitted to the Human Resource Department within 
five days of the posting of the advertisement. The form once submitted becomes a part of the 
recruitment file for the vacant position 

2.2 All qualified employees who apply for vacant positions in a timely fashion shall be provided with an 
opportunity for an interview. 

2.3 Applicants shall be notified of a decision after recruitment procedures have been completed. 
 

3. RECRUITMENT OF PERSONS FROM OUTSIDE THE ORGANISATION 

Recruitment of persons outside of SSF for all vacancies may begin after the recruitment authorization 
has been posted for five working days. All qualified internal candidates must first be interviewed and no 
final selection shall be made until the sixth working day after the recruitment authorization has been 
posted.  

Vacancy announcements may be distributed outside of SSF and can be posted on job hunting website, 
can also be it is on the agenda of SSF to hire appropriate and right staff to carry out its activities and in 
this regard proper job posting were published on renowned job websites and have contract with  
premier job placement (headhunting) services organization like Career Pakistan advertisements placed 
in the area newspapers coincident with the internal posting of a vacancy announcement. All applications 
and resumes received will be held in Human Resource Department until the recruitment authorization 
has been posted for five working days, and a determination has been made that no internal applicant is 
fully qualified for appointment.  

Selections to fill vacant positions shall be made of the best-qualified persons in terms of experience, 
skills, training, education and aptitude. Employment opportunities shall be made available on an equal 
opportunity basis to qualified persons without regard to race, color, religion, sex, sexual preference, 
national origin, political affiliation, disabilities, age, personal appearance, family responsibilities, or 
marital status.  

Educational requirements for a particular job are important, and shall be given priority when 
interviewing applicants. Consideration will also be given to, but is not limited to, an applicant's work 
experience, skills and demonstrated expertise in his/her field. 

4. EXTERNAL APPLICATION PROCEDURE 

In the event of entertaining applications from applicants outside SSF the following procedure will be 
followed; 

 








