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REQUEST FOR QUOTATION 







HIRING OF HR FIRM TO PROVIDE STAFF FOR SINDH BUSINESS FACILITATION CENTER (SBFC) CLIFTON- KARACHI

REF: No. PK-SID-534603-NC-RFQ

ISSUE DATE:  12.02.2025





M/S ____________________
1. The Government of Sindh (the Client) has received financing from World Bank (the Bank) in the form of a credit towards the cost of the Competitive and Liveable City of Karachi (CLICK) Project. The Project Director, Project Implementation Unit, CLICK, Karachi, the implementing agency of the Client, intends to apply a portion of the proceeds of this credit to eligible payments under the Purchase Order / Contract for which this RFQ is issued.
The Project Director, Project Implementation Unit – CLICK, now invites quotations from firm registered with the relevant tax authorities, for hiring of HR firm to provide staff for sindh business facilitation center (SBFC) Clifton- Karachi. 

2. The selected firm shall provide the following services:
a. Recruitment and deployment of staff strictly as per approved job descriptions
b. Payroll management, including salaries, taxes, and statutory deductions
c. Compliance with applicable labor and tax laws
d. Administrative and HR management of outsourced personnel
e. Timely replacement of staff in case of resignation, absence, or non-performance
f. Ensuring uninterrupted service delivery throughout the contract period

3. Details of positions, qualifications, and experience requirements are provided in Annex-A. 
4. Duration: The duration of contract would initially for a period of three months ending on 29.05.2026, extendable subject to:
a. satisfactory performance,
b. continued project requirement, and
c. availability of funds
5. Eligibility and Qualification Requirements
The firm submitting quotation must:
a. Be legally registered in Pakistan
b. Be registered with FBR and relevant Provincial Tax Authority
c. Have at least 05 years of experience in HR outsourcing / manpower services. Have successfully completed at least two (2) similar assignments in public or private sector
d. Not be under declaration of ineligibility by the World Bank

6. The quoted rates must be inclusive of all applicable taxes and levies. However, in case SST / GST is applicable, it should be clearly mentioned separately in the quotation and on the Price Schedule.
7. The quotation, along with complete details of the bidder’s profile, relevant experience, and supporting documents, may be addressed and submitted to the office of the Project Director (PIU) – CLICK at the address given below, on or before 20th February 2026 by 03:00 PM.
8. The quotation must remain valid for at least thirty (30) days from the date of submission.
9. Quotations shall be submitted providing the following details. 
1. Technical Information (No Prices)
a. Company profile and registration documents
b. Relevant experience in similar assignments
c. Approach and methodology for recruitment and staff management
d. Confirmation of availability of required staff
e. Tax registration certificates
2. Financial Information
a. Monthly unit rate per position
b. Breakdown of: gross salary, 
c. Statutory contributions/taxes,
d. HR service charges
e. Total monthly cost
Prices shall be quoted in Pakistani Rupees (PKR) and shall be inclusive of all applicable taxes, unless explicitly stated otherwise.
11. Evaluation and Award
Quotations will be evaluated for responsiveness and compliance with the RFQ requirements.
The contract shall be awarded to the lowest evaluated responsive quotation.
The Implementing Agency may seek clarification from bidders; however, no change in price shall be permitted.
12. Payment Terms
All payments will be made through crossed cheque within thirty (30) days of receipt of the Contractor’s invoice, on a monthly basis, subject to certification of satisfactory performance by the BFC / Senior Automation Specialist-CLICK. And submission of complete invoices and supporting documents.
13. Fraud and Corruption
Bidders shall observe the highest standard of ethics in accordance with the World Bank’s Anti-Corruption Guidelines, which are applicable to this procurement.
14. Right to Accept or Reject
The Implementing Agency reserves the right to accept or reject any or all quotations, or to annul the procurement process, in accordance with the World Bank Procurement Regulations, without incurring any liability.
								        Project Director (CLICK)
Investment Department
Government of Sindh
First Floor, Block B, FTC Building, Shahra-e-Faisal, Karachi
Telephone: +92-21-99207512-14







Annex-A
1. Facility Manager (01 Position)

Role Purpose
The Facility Manager shall ensure that the Business Facilitation Unit operates smoothly by managing facility systems, service operations, maintenance, and support staff, while maintaining a high-quality, customer-centric service environment.
Key Responsibilities
· Manage facility infrastructure, utilities, and service areas
· Oversee front-office operations, floor activities, security, housekeeping, and office support staff
· Liaise with external vendors for maintenance, IT support, and consumables
· Ensure compliance with health, safety, municipal, and operational regulations
· Monitor service delivery KPIs, including customer throughput, wait times, and service experience
· Develop and enforce SOPs, escalation procedures, and operational controls
· Prepare operational, performance, and compliance reports for management and stakeholders
· Coordinate preventive maintenance and emergency preparedness
· Control operational expenses within approved budget limits
Reporting Line
· Reports To: Project Lead / Operations Director
· Supervises: Floor Managers, Security Guards, Office Support Staff
Qualification
· Bachelor’s degree in Business Administration, Facilities Management, or related discipline
Experience
· Minimum 7 years of relevant experience in facility/building management
· At least 3–5 years in a supervisory or managerial role

2. Floor Manager (02 Positions)

Role Purpose
The Floor Manager shall manage daily customer flow and service delivery on the operational floor, ensuring efficient processing of applications and timely customer support.
Key Responsibilities
· Manage floor-level customer service operations
· Supervise Customer Facilitators and ensure service quality
· Monitor queues, waiting areas, and service throughput
· Resolve escalated and complex customer cases
· Track counter-wise performance and daily service metrics
· Coordinate with Receptionist for intake control and appointment flow
· Prepare daily and periodic operational reports for the Facility Manager
Reporting Line
· Reports To: Facility Manager
· Supervises: Customer Facilitators
Qualification
· Bachelor’s degree 
· Diploma in administration or management preferred
Experience
· Minimum 3 years experience in office/facility operations
· At least 2 years supervising support staff

3. Receptionist (01 Position)

Role Purpose
The Receptionist shall serve as the first point of contact for customers and visitors, managing intake, information, and routing in line with BFU service protocols.
Key Responsibilities
· Greet and register visitors
· Operate and maintain the Visitor Management System
· Issue visitor passes and ensure safe custody of visitor ID cards
· Manage inbound calls, inquiries, and appointment scheduling
· Coordinate with Floor Managers and Security for controlled intake
· Maintain front desk documentation, notices, and reception standards
· Receive mail and guide external visitors in line with security protocols
Reporting Line
· Reports To: Floor Manager
Qualification
· Minimum Intermediate (12 years of education)
· Diploma or short course in Office Management / Front Desk Operations preferred
Experience
· Minimum 2 years experience as a receptionist or front desk officer, with good communication and interpersonal skills
· Basic computer skills (MS Word, email, visitor management systems)

4. Customer Facilitator (06 Positions)

Role Purpose
Customer Facilitators shall assist applicants with documentation, application workflows, and procedural guidance related to business setup and regulatory compliance.
Key Responsibilities
· Guide customers through business registration and licensing procedures
· Communicate documentation requirements clearly
· Assist with form filling and online portal data entry
· Maintain customer case records and follow-ups
· Educate customers on applicable fees, timelines, and processes
· Coordinate with floor supervisors for case escalation
Reporting Line
· Reports To: Floor Manager
Qualification
· Minimum Graduate 
· Bachelor’s degree preferred for public-facing service centers
Experience
· Minimum 3 years experience in customer service, facilitation, or help desk roles
· Strong communication, guidance, and complaint-handling skills
· Familiarity with public service delivery environments preferred

5. Security Guard (03 Positions)

Role Purpose
Security Guards shall ensure the safety and security of the facility, staff, and visitors at all times.
Key Responsibilities
· Monitor facility entrances, exits, and access points
· Conduct routine patrols of public and operational areas
· Maintain visitor registers and security logs
· Respond promptly to security incidents or emergencies
· Ensure adherence to health, safety, and access protocols
Reporting Line
· Reports To: Facility Manager / Floor Manager
Qualification
· Minimum Middle / Matric (8–10 years of education)
· Valid security training certificate preferred
Experience
· Minimum 2 years experience as a security guard
Other Requirements
· Physically fit, medically cleared
· Knowledge of access control and emergency response procedures
6. Office Boy/Sweeper (04 Positions)

Role Purpose
Office Boys / Sweepers shall provide essential administrative support, hospitality services, and cleanliness maintenance to ensure the smooth, hygienic, and professional day-to-day operations of the Business Facilitation Unit (BFU).
Key Responsibilities
Administrative & Operational Support
· Assist staff with document handling, photocopying, scanning, and internal movement of files.
· Support front desks, service counters, and meeting rooms as required.
· Perform administrative errands within the facility as assigned by supervisors.

Hospitality & Service Support
· Serve refreshments (tea, water, etc.) to staff, visitors, and meeting participants.
· Maintain cleanliness and readiness of meeting rooms before and after sessions.
· Ensure availability of consumables in tea points and common areas.

Cleaning & Housekeeping Duties
· Maintain cleanliness of:
· Office areas
· Service counters
· Corridors and waiting areas
· Washrooms and tea points
· Carry out daily sweeping, mopping, dusting, and waste disposal.
· Ensure hygienic conditions in public-facing areas throughout operational hours.
Facility Support
· Assist in basic shifting of furniture, files, and equipment when required.
· Report maintenance, hygiene, or safety issues to the Floor Manager / Facility Manager.
· Support emergency or peak-hour operational needs.
Reporting Line
· Reports To: Facility Manager / Floor Manager
Qualification
· Literate 
Experience
· Minimum 2 years experience in office support or cleaning services. 
· Cleaning, sanitation, and basic office assistance
· Knowledge of hygiene and waste disposal practices
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