
GOVERNNIENT ()F PAKISTAN
MINISTRY OF RELIGIOIIS AFFAIRS

AND INTER-FAITH HARMONY

No. l(7)/2016-FA Islamabad, thc 8'r' November, 2024

Subject:

(D

(ii).
( iii).
(iv)

v)

Regular officer of the Federal / Provincial Govemment in BS-19 (not on acting
charge or current charge basis).
The officer must be in the same grade as tl.re post is to be lllled-in.
Officer in higher or lower grades will not be considercd.
The officer should have capability to carry out all above lunctions as mentioned at

para- 1 above.
The ol-ficer must be at least graduate and belorv 56 years of age on the closing date
of applications.
The olficer who has not been posted abroad more than oncc.
The olllcer uho has not been posted abroad in the last three years.

VI )
vii)

(Contin.. P-02) M

CIRCUI,AR

NOMINATIONS FOR SEI,ECTION AGAINS't TIIE POST OF DIRECTOR
(BS-I9} MADINAH N{UNAWWARAII IN THE I)IRECTORATE GENERAL
OF HAJJ. JEDDAH. SATJDI ARAI]IA.

The post of Director (BS-19) Madinah Munawwarah in the Directorate General of
Hajj, Jeddah, Saudi Arabia is required to be illled-in by a suitable olIcer through a process of
selection as per prescribed policy in this regard. Job f)escription of the post is as under:-

(i). To assist the Director General in preparation and execution olthe Hajj plan.
(ii). To assist in hiring of accommodation. catering and olher ser.rices for pilgrims and

maintaining accounts thereot-.
(iii). To assist in establishment and operationalization of Ilajj Mission Hospital and

dispensaries in collaboration with Director (LIajj Medical Mission).
(iv). To keep liaison with the Saudi Hajj Authorities including Secretary (Hajj), Madinah

Munawwarah, Adillah Madinah. Maktab Pakistan. Madinah Airport Authorities etc.
(v). To look after the welfare of pilgrims during their stay in Madinah Munawwarah.
(vi). Formal reception and farewell of the pilgrims at Madinah starting with the first Hajj

flight and ending with the last Hajj flight.
(vii). To attend to the complaints lodged by thc pilgrims in coordination with Moavineen-

e-Hujjaj.
(viii). To recover properties lost and deposited.
(ix). To deal with death / injury cases of the pilgrims.
(x). To deal with all administrative matters of the Hajj Office Madinah Munawwarah.
(xi). To supervise all the activities including Cash Handling and maintenance of account

of Pakistan House Madinah Munawwarah.
(xii). Responsible for the maintenance and r-rp-keep of Pakistan House Madinah

Munawwarah.
(xiii). Any protocol duty.
(xiv). Or any other assignment given by Director General.
(*r). To dispose off administrative and llnancial matters delegated by the Director

General.
(xvi). To supervise the infrastructural arrangemcnts lbr the Medical Mission and other

agencies deputed for welfare work by the Government ol Pakistan.

2. Elieibilitv criteria (Oualifications and exnerience etc.)
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viii) The ofllcer has an ovcrall good record of service pa(icularly during the last five

. years ol'the scrvice.
ix) The Oltlcer must have experiencc of multitasking and interacting and working as

team with rnultiple Govemment departments like municipal authorities, Police,

district ad nr inisl ration etc.

x) The otllcer must have Managerial and Administrative experience and skills.
xi) Ability to speak. write and understand modem Arabic Language.

xii) Basic Krowledge of Saudi LawsiRules/Regulations/Taleemat regarding Hajj &
Umrah.

xiii) Service Providcr Agreement (SPA) and Hajj Policy
xiv) Manasik-e- Hajj (Ilajj Rituals)
xv) Financial Regulations (General Financial Rules and Financial Management at

Missions Abroad.)
xvi) The officer musl possess I'l' Skills, especially in MS Office
xvii) The oftlcer must have excellent interpersonal skills.

3. The following oilicers would be ineligible:

i) Of-ficer in promotion zone within next 2 years.

ii) Officer likely to retire during the next 4 years.

iii) The officer posted abroad more than once.
vi) Officer, rvho has been posled abroad in the last 3 years.

4. The Ministries / Divisions / Departments are required to forward nomination of suitable

candidates fullilling the requisite criteria along-with lbllowing documents:

A copy oICNIC
Salary Slip ol last month
Bio-data-cum-CV with 02 photographs (blue background)
Service Statement (to be provided by service regulator/parent department)
PERs grading for the last five years (to be provided by service regulator/parent
department)
All eligible ollicers applying for the said post are required to fill-in the prescribed

proforma attached with the circular; and
In addition to the above documents, following certificates duly signed by

rcgulator/parent department are required.

A. Mandatorv certificates required for determination of e lisibilitv for the writt€n test:

1.

ii.
iii.
iv.

vll.

vl

a) The officer is in BS-19 on regular basis

b) The officer is not in Promotion zone in next 2 years.

c) The officer is not retiring in next 4 years.

d) The officer is not posted abroad more than once.

e) The officer has not been posted abroad in last 3 years

B. Othcr certificates reouired from thc Dare t deDartment:

a)
b)
c)

No Disciplinary / Criminal Proceedings is pending against the officer.
The olllcer will be relieved if selected (by service regulator /parent department)

The otJlcer will hc relieved ilselected (by the department where he is presently

posted)
(Contin.. P-03)

M
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5. Closing date lbr receipt of aPP lications is 28rh Novembcr 202.1. Ir.rcom plete

ryplications and those received after the olosing date will not be entertained.

6. Only short listed ol]icers after written test will be called for interview. No TA,iDA will
be given lbr test / interview.

Note:

i)

ii)

iii)

ir)

Incomplete nominations will not be entertained.

Nominations will not be entertained after due date.

Nominations will not be entertained without proper channel.

Applications without prescribed prolbrma will not be entertailred; profbrma
should be filled-in in all respects.

The Ministry of Religious Affairs and Interfaith Harmony reserve the right to
cancel/withdraw or hold the selection process at any stage without assigning
any reason.

lil)
4l "r /ll'-4

(M isbahrfr-Rih man)
Section Officer (HA)

051-9207s07

v)

Distribution:

l. All Ministries / Divisions
2. The Chiel Secretary, Govemment of Punjab, Lahore
3. The Chiel Secretary, Govemment ofSindh, Karachi
4. -l'he Chiel Secretary, Govemment of KPK, Peshawar
5. Thc Chicf Secretary, Goveffment of Balochistan, Quetta
6. The Chief Secretary, Govemment of Gilgit Baltistan
7. l'he Chief Secretary, Govemment of Azad Jammu & Kashmir
8. The Auditor Ceneral ofPakistan.
9. The Controller General ofAccounts. Pakistan.

Copv to:

1. P.S to Secrctary (RA&IH),
2. SPS to Additional Secretary (RA&IIJ)
3. APS to Sr. Joint Secretary (Hajj) ,rilll2

(Misbhf-ur-Reh man)
Section Ofticer (HA)



ANNEX-I

PI{ESCITIBED PITOFOITNIA

Name ofthe officer:

Father/Husband Name:

CMCNO:

Date of Birth:

Designation:

BPS (on regular basis):

Presently Working in:

Parent Department:

Qualification:

Mobile No:

WhatsApp No:

Email Address:

Postal Address (Office):

Photogra ph

Nanre oltlre Service Gloup/Cadre:

Olllcc Rcs

Poslal Address (Residence):_--

*a separate sheet nray bc used to complete Sen'ice Hislory

Applicant Signature

V

Service llistorv

Period
Fronr ToDesignationSr. No Dcpal'tment

I

2.

3


