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1.  Toensure merit base selection of persons for WM&DC, Abbottabad
: 2., - To ensure that selection is in accordance with PMC/HEC rules and regulations.
o - To ensure that aJ,l hiring requnements are met according to the laid down poI1cy
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This policy apphes to all apphcants deslrous to seek ]Ob in| Women Medical & Dental Col e
Abbottabad :" ot fl i ¢ Aoyet il
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1. Women Medical & Dental College recruitment pollcy is to employ & give opportunities to
the most suitable, competent' and qualified individuals. But in the meantime while
processing recruitments; preference should also be giver to the staff from w1th1n the® I
organization whenever possible and wherever apphcable b '

2.  Women Medical & Dental College also understands that'the preference to the staff frorn
within the organization shall not be at the cost of the’ quality and organizations ultimate
goals, therefore, external search process will start only if management is certain or realizeson
the basis of a proper assessment that the employees from within the organization are notfully
developed or don’t possess the requn:ed capac1ty to take the responsibility of the vacant
position.

PROCEDURE

1. Once apphcatlons will be recewed short hstmg will be done throu,:,h screening of

written tests and interviews by panel.
2.  The organization takes cognizance of the contribution of all employees and shall not
discriminate because of the race, color, religion, gender or physmal d1sab111ty
. . l
GUIDELINES FOR SELECTION OF EMPLOYEES. |

1. (Step1) Approval ~- Job Aclvertlsement Short Llstmg TR |

" "Submission of “Personnel Requlsmo to the Human Resources Department is an
essential requirement that will provide bas1s for processmg of “filling any position”. If
the documentsuch submitted provides genuine basis for further consideration, Human
Resources Department will forward the ‘“Personnel Requisition” to the

Principal/Director Acadermcs, and, the document such processed would enable the
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(STEP- Z)SELECTIONPRO(ZESS R :',1_

time and venue for 1ssumg call letters/emalls for written test or mterv1ew
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embarrassmg posmon or. result in harmmg the:mtegnty of nWomeh- i
College. Therefore, assurmg maXnmum confidentlallty is vital as well as 'ob

conduct the wr1tten and skills test and mterv1ews L '» 6

the issuance ofcall letters/ernalls (i L e B ajed e ).
a. Interviewers will be requlred to complete “Interv1ew Evaluation Forms
‘specific recommendauops on each casedii a3 Leale il ;1:. ;e 2 l,

uform fI'he mterv1ewer(<) shall ’put their mgnatprc(s) ! on. \the amen hs
express1on of the1r agreernent w1th the merit 11st
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) ﬁve workmg days before outside: fdcrultment begins: Any employee who has not appliedby

5.

6.

7.

IN -

I /

Acadermcs/B oard of--Dxrectors' deen Medical & Dental College; fi or fiIm 7
position' wuhm the orga,mzanon, lRecrmtment Authonzauon” announcing vacancy sha
sent / forwarded to allithe, departm‘elnts o Women Medical & Déﬂtal College for a perl,

the ‘endof . five. workmgl days will no' longer receive' special® conéxderaﬁon afforded to
mternh.lapphcants b bt P Bl

During that five days period, preference shall be g1ven to those quahfied regular and lnmted
tenure: employees who apply fdr vécant positions. The under-mentioned pol1cy shall applyto
Women Medical & Dental College those employees who will apply for partlcular vacant
position Within the organization: ¢ i : SRR RSNt SRS Vgt :
Past academic achievements and work expenence organizational® behav10r conduct with
colleagues, punetuahty, and discipline at Women Medical & Dental College, during their
employment shall be the criteria for selection of ernployees from within the organization.
Women Medical & Dental College existing employees who have enhanced their skills,
capabilities and potent1a1 and can meet w1th the basm cntenon for the vacant posmon sha]lbe
encouraged. * o SR | DR ‘ :
Interdepartrnental recru1trnent of quahfied employees shall be encouraged and no employee
shall be intimidated or dlscouraged from applymg for a vacant posmon

The employees who applied for vacant positions are requlred to notify their department
heads/managers/supervisor/in-charges. If such an employee becomes a finalist for the
position, his/her department head/manager/supervisor/in-charge will be notified of the
selection by the Human Resources Department, upon which a recommendation letter will
also be requested from the relevant department head.

In case of selection of an employee from within the organization, s/he would be responsibleto
properly handover charge to his/her replacement or person designated by the relevant
department head within a timeframe prescribed by his/her present department head with
consultation of his/her new department head.

HOUSE APPLICATION PROCEDURE

sy

Women MedJcal & Dental College shall motivate its capable and skilled staff to apply for

any open position. In — house apphcanon procedure shall be processcd in a manner as

defined below RaREsT T % ‘ o : i
B ;

“a. The recru1tment aunhorlzatlon forrn shall be submltted to: Human Resources
Department within five days;' time of the posting of the advertisement. The
form once submrtted shall become a part of the recrultment file for: vacant
position.

b. All qualified employees who app],y for the vacant posmon(s) in ﬁve d
time of the adyertisement shal]l)be glven opportunity for test and interview.

c. Applicants. shall be 1nformed f a deelsron after recrultment Procedures have
been concluded. . _

ays’
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EXTERNALAPPLICA’DIONPROCEDURE';' g b
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2.

 appearance,- age and marital status except vacancies »Whe_

e

Applic
Medical '& Dehtal couege for | it
processed / entertaine
been posted for five wor ng days
been made that no mtemal appllcant is fully quahﬁ for
appointment.
Selection to fill vacant posmon shall be made of th
qualified persons in terms of skill proficiency, abllltl
academic achievements and aptltude ‘Employment
shall be made available on equal opportunity basis to quallﬁed
persons without regard to color, religion, race, gender-based
preferences, natlonahty, political backgrounds, dlsabllltxe

gender based hiring is mandatory
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The proceﬂure to be! adopted in order fo‘ de
. entertaining apphcatrons from apphcan ~ outside Women"' i
Medical & Dental College should be as follows' ? ” It :
Apphcatlons for any vacant post shouldlonl b X
entertamed when they are made by
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cornplete acad emrc and work expenergces records, wluc;h 1\,\';.111
provide corqpl eteand well-organized Jp.formauon relgtedl :
applicant’s profesmqnal and academic ‘qackgro P
O,p fulﬁllment of the condltlons me tmped Terel g‘bove and-,
other necessary prerequ1s1tes shortlisted applicants shall ;
given. sklll tests requlred for certain positions. All test sl'xallf
admlmstered w1lth the‘umfonmty @lSCIPllI‘l _vrgda‘qv
under an ! utmost profcsswnal env1ronm‘ ) f liy sele
comm1ttee/Management/Human Resources D partment
An official transcript will be required 1n support of appli
for any po#mon at Womchedlcal & ental Colleg é;
bachelor’s’ or | lugher degree is rcquired Hﬁman*)
* Department ay' corj duct - ace
professxon#L c ruﬁcatels shbn
at any tlme_‘

lary; highe
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ted if apphcant is kn

: has arecord of conviction of crime related to tﬂe ’é
or

for whxch appllcant has apphed has made false statementsof any
matenal facts in hls/her apphcatlon/resume, or has a past
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REOUISITION OF POS’I‘
Requisition of post: required to be filled )
relevant Head of Department to the Appointing

Appomf.ang Authonty wﬂl approve the post subject to pro
DOSH(S)s i

fhn)

' ADVE'RTISEMENT ; : :
AII posmons must be advertised (m ‘at least two newspaper ~of n
due - scrutlny and" selection process, followed by,, concerned scru
committee fomaed by Appointing Authority and recommended by Hu
Department The post(s) which are filled through selecuon‘ 'proces

mdllcate the followmg e :

: -a. Des1gnatlon of approved post. i e
(il ‘b Payscale/Contractltype ol G
B szenslup and Dormcﬂe fri e

d - Age limit. zfdeszred- i L Al

e. Qualification and expenence ;
.f. - Qualifications, experience: and. age 1
* dateof receipt of applications.

- | g Last date for receipt of applications, (at least two weeks afte publication),
@ s e shall be clearly mentloned n the advertlsement

|; 1

SUBMISSION OF APPLICATIONS 'BY THE’ CANDI])ATES# f
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) T An application by an eligible candidate shall be submitted on th
Human Resources office of WM&DC. 1 t can also be downloaded
www.wmc.edu pkins

officer or above. ity sl PR
25 el apphcauons must reach t.he concemed offlce on o&*befor
4. The Human Resoprceé department shall irecelve all’the apph
) by post onlme 1

If the‘closmg datq ﬁxed orx the i:qcelpt of ap 11ca ion
workmg day shdllﬂbe con idered as closing dat
icatic f\fp?mhc osing time.
2 i' %
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