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Madina International Services Pvt .Ltd. Established on January 08, 2008, is a gateway
between Nepalese workers and foreign employer. It is duly registered by the Govt. of Nepal
vide License No 747/064/065. It’s main purpose is to explore the competent expert human
resource and to make available in the international job market as per the requirement of the
foreign employers.

We have our own associated polytechnic Institution from where promote the skills of our
workers like un –skilled to semi –skilled, skilled to meet up the clients requirements of the client
companies exactly as per their demand. It functions as a bridge between Nepal and manpower
importing nations around the world.

The company operates with sufficient space in modern building at Sanepa Height -3, Thado
Dhunga Chowk, Lalitpur Nepal’s capital City, fully equipped with complete facilities that an
international standard. Madina International Services Pvt .Ltd. aims to explore employment
to thousands of Nepalese youth every year. It has reservoir of complete solution to the need
of human resource.

We source our manpower through advertisement, workers and through official channels for
semiskilled and unskilled manpower. We headhunt to meet the demand of highly technical and
professionals manpower. Today , a huge number of such manpower throng to our company for
quality and prompt service.

About Madina

Message from Chairman
The Madina International Services Pvt. Ltd. Feels happy to bring out this
booklet for the use of client around the world to source manpower from
Nepal. Today’s, it give me immense pleasure in writing this message. We
are determined to identify our team as hardworking, dedicated, sense
of selfless service and high sprit.

I, as a Nepalese national involved in promotion of foreign employment,
am proud to express a few thoughts on this subject. Today’s foreign
employment back Nepal’s miniscule agricultural economy this has emerged
as an ultimate option among Nepalese youth seeking to enter job market.

Although Madina has no permanent office in abroad, we appoint our
representative who will be able to coordinate with our clients for necessary arrangements for
conducting interview and/or any relevant issues related to recruitment and any issues that might
be occurred after the arrival of the candidates. We have faith in our clients. Their preference
is what bestowed us with success. Finally, the booklet in your hand is renewed commitment
for better service. We will continue to provide competent to work for unskilled, skilled and
professional jobs.

I hereby want to assure you the quality service and better cooperation in future.

Thanking you,

Subarna Shrestha
Chairman
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Name of Company Madina Internatinal Service Pvt. Ltd.

Managing Director Ms. Subarna Shrestha

Address Sanepa Height-3, Thuldo Dhunga Chowk

Postal Address P.O. Box: 8975 EPC 2822

Telephone 00977-1-5529855

Fax 00977-1-5525046

E-mail madinaintl@gmail.com

Website www.madinaint.com.np

Banker Prime Commercial Bank Ltd.

Trade Associate Subarna Link Pvt. Ltd.

Travel Agency Madina Travel and Tours Pvt. Ltd.

Medical Center Prashanti Health Care Center

Aalima Medical Center

Insurance Nepal Life Insurance Company Ltd.

Citizens Life Insurance Ltd.

Office of Company Register No. 50893/064/065

License No. 747/064/065

PAN No. 302768185

Company Profile
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Organizational Structer

Managing Director

Executive Director General Manager

Asst. Manager Secretary

PRO /  Marketing Officer

Embassy Representative Ticketing Officer

Font Officer

Office Assistant

Security Guard
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Recruitment Process

1. Information Desk
Madina International Service Pvt. Ltd.

Offers its service for its clients from its main
Information services Desk from where any
relevant information can be obtained.
Moreover, the main registration is also carried
out and the databank is maintained as well.
This serves as a good information system for
the company which helps in updating the
jobseekers record on a regular basis.It also
operates ‘BIODATA BANK’ where each and
every individual’s record is recorded and can
be provided upon request as per the
requirement form our valued employers.

2. Communications
Each and every department of Madina

International Service Pvt. Ltd is fully
computerized and networked entirely in order
to provide our clients the best and prompt
service. Our staff members are always ready
to help its clients for provide better service
and every details of the demand of the company
according to the nature of them which makes
easier and undersand about the works and
conditions.

3. Advertisement
Madina International Service Pvt. Ltd

applies an application to the related government

sector with supporting documents of demand
Nepalese manpower for getting authorization
to published advertisement in newspaper and
the Labor Department will grant the permission
being satisfied about the credibility of the
demand and attesting that and conditions
offered are conformity with the Government
regulation. The permission allows the recruiting
agencies to publish advertisement in national
daily newspapers and starting the recruitment
process accordance.

4. Selection of Candidates
The company

maintains an up to
d a t a  b a n k  o f
potential candidates
with full information
on his skill, trade qualification and experience
and advertising allows others to compete for
the post too. The final Interview for sort listed
candidates after pre-screening can be
conducted by the employer or his
representative or by this company on their
belief. The Company is confident that the
personnel selected by the selection committee
will fulfill the employer’s need and earn
reputation and appreciations form the
employer. Madina International Service Pvt.
Ltd. screens that short-listed candidates by
preinterview.

5. Trade Test
Practical trade test will be taken at the

technical training institute. If the company
wants to choose the employee. If the company
wants to choose the employee directly by an
oral interview and practical test, the trade test
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will be taken at office where our selection
committee observes
the workers directly to their respective job.

6. Medical Cheek-Up
T h e  s e l e c t e d
applicants will be sent
to the accredited
clinics for medical
and psychological test
to ensure that they
are fit enough physically and mentally before
joining the company. The applicants whoever
is proved to be physically and mentally will
then submit their passport, medical fitness
certificate and other required documents. We
retain the services of the best hospital and
clinics which are accredited by expatriates
welfare and overseas employment and from
the embassies to conduct medical examination
of all the personnel intending to work aboard.
Examination includes HIV/AIDS Test, Blood
test, chest x-ray, urine and stool test or any
other kinds of examination that might be
specially requested by the clients.

7. Orientation
Prior to the departure of workers the

orientation briefing is
organized to make all
workers fully aware of
t h e  e m p l o y m e n t
company, country’s laws
and orders, labor laws
immigration policy and maintain understanding
and cordiality among them self and aim of the
particular activity of the individual. The
orientation takes special care in briefing them
to strictly abide by the guide line in the field
of their employment and direct them to
maintain good circumstance and motivates

them to their duties/responsibil it ies.

8. Final Approval
After Orientation visa process and

confirmation from the employee and
employers, Madina will proceed for final
approval in Department of Foreign
Employment.

9. Travelling Arrangements
After all the formalities completed, Madina

will arange for the deployment in coordination
with employer and employee.

Work Chart/Recruitment Process

Job Order

Inform Client
NoCategory

Available?

Yes

Advertisemtn desig & Publication

Data Bank

CV sourcing &
Scrutinizing

Pre Interview Final Interview

-Original PP
-Photo
-Original Medical Report

PP Stamping
Visa Endorsement Recruitment Division

Date Fixing Flight Managment

Departure

Inform Customer

Orientation

Pre Approval

Fit ?
NoYes

Inform Cleint

End

Labor Department

Documents Forward to
Company

Confirm to the
Workers

Visa Process

Medical Chek Up
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Guarantee Letter
The Director General
Department of Foreign Employment
Ministry of Labour and Transport Management
Kathmandu, Nepal

Subject: Guarantee Letter

Dear Sir,

We have sent a demand letter for Nepalese workers to Madina
International Services Pvt. Ltd., Kathmandu.  A Nepalese Manpower
agency having License No. 747/064/065 for ..... number of workers
for our Company. In this regard, we wish to assure you that this
demand is for our Company only and the workers will be working in
our Company situated in KSA. We also assure you that these workers
will not be sent out of the KSA.

For
Company Name:
Sign ------------------------------
Name:
Position: ................

Date: ..................

Demand Letter
Date:...................
To,
M/S Madina International Services Pvt. Ltd./Govt. Lic No.: 747/064/065
Kathmandu, Nepal
Sub: DEMAND LETTER
We require services of following personnel from Nepal as per the
detailed terms and Conditions given below:

For
Company Name:
Sign ------------------------------
Name:
Position: ................

S.No. Category Quantity Salary
1. SR

The following terms and conditions shall be included in the contract.
1. Place of Employment : KSA
2. Period of Contract : 2 (Two) years
3. Probation Period : 3 (Three) months
4. Working Hours : 8 hours per day, 6 days per week
5. Accomodation : Provided by the company
6. Transportation : Provided by the company
7. Leave Benefit : As per KSA Labour Law
8. Medical/Insurance : Provided by the company
9. Overtime : As per KSA Labour Law
10. Air Ticket : 2 Way Ticket provided by the company
11. Resident Permit Cost : Provided by the company
12. Visa Fees : Free
13. Agency Fees : Not provided by company
12. All other terms & conditions : As per KSA Labour Law
Other benefits such as annual leave, over time,
Leave salary as per labor law of the KSA.

Food
Provided

Employment Contract

Employee's Name: ………………………………………………………..
Passport No.: ………………………………………………………………..
Employee's Job Title: ……………………………………………………..
Basic Salary:

Signature of Employee: ...............

Name of Employee: ....................

S.No. Category Quantity Salary
1. SR

The following terms and conditions shall be included in the contract.
1. Place of Employment : KSA
2. Period of Contract : 2 (Two) years
3. Probation Period : 3 (Three) months
4. Working Hours : 8 hours per day, 6 days per week
5. Accomodation : Provided by the company
6. Transportation : Provided by the company
7. Leave Benefit : As per KSA Labour Law
8. Medical/Insurance : Provided by the company
9. Overtime : As per KSA Labour Law
10. Air Ticket : 2 Way Ticket provided by the company
11. Resident Permit Cost : Provided by the company
12. Visa Fees : Free
13. Agency Fees : Not provided by company
12. All other terms & conditions : As per KSA Labour Law

Food
Provided

Company Name:

Sign: ................

Position: ................

Date: ......................

Required Documents
1. Demand Letter

2. Power of Attorny

3. Service Agreement

4. Guarantee Letter

5. Employement Contract

POWER OF ATTORNEY

Yours Truly,

For

Company Name:

Sign ------------------------------

Name:

Position: ................

I,  .....................................  in my capacity as ...............  with postal
address of KSA, do hereby appoint Madina International Services
Pvt. Ltd., Kathmandu, Nepal having License No. 747/064/065 issued
by the Department of Labour, Government of Nepal to be our true
and lawful attorney in Nepal in respect of recruiting Nepalese workers
required by us from Nepal and handling of all the affairs concerning
recruitment, entering into contract with the selected employees, to
the Government of Nepal, signing of all necessary documents in
connection with the recruitment, obtaining permission from the
Department of Foreign Employment of Nepal and to arrange
endorsement of all papers.
In witness whereof, I/we have executed this deed on this day of Date:
............................. in KSA. This Power of Attorney shall remain valid
for Two year from the date of issue.

Service Agreement
Date: ............................

This agreement is made and entered into between .................. KSA  hereinafter
called the "First Party"  represented by Madina International Services Pvt. Ltd.,
Kathmandu, Nepal having Government of Nepal License No. 747/064/065,
(hereinafter called the "Second Party") on .............., The First Party will specify the
vacancies to the Second Party in detail and the Second Party will source the most
suitable candidates to work as per the demand letter.
1. The Second Party will provide suitable candidates for all the required categories.
2. The First Party will make available to the Second Party all the relevant visas

issued by the authorized government department.
3. The Second Party will deploy the selected workers as per the requirement of

First Party.
4. The First Party will fulfill all the conditions agreed upon by both the parties

regarding accommodation, salary, working hours, overtime, and other conditions
and make sure that the recruited workers are paid their monthly salary in time
on regular basis.

5. The Second Party shall furnish medical report from a qualified doctor for the
selected candidate certifying that the candidate is in good health and is free
from all infectious diseases.

6. The Second Party hereby agrees to replace any workers found unsuitable or
unfit for the job or found medically unfit free of cost within the probationary
period of months.

7. Both the Parties hereto have discussed all the above matters in detail and
agreed to all the terms and conditions in this agreement and put their signature
in two identical originals one to be kept by each Party.

TO WHOM IT MAY CONCERN

For

Company Name:

Signature and Seal of the First Party

Sky Bridge  Overseas Pvt. Ltd.

Signature and Seal of the Second Party

SAMPLE
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Company Certficates
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Company Certficates
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Job Categories that we provide
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Our Valued Clients
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Visiting Workers
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Selection Process

Departure & Arrival
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