Hiring Process

New Personnel Hiring 
Note: Owner may assign any or all tasks to another Executive or employee.
· All hiring starts with a detailed and current Job Description that fits a position in the Basic Responsibility Structure (BRS) Organization Chart.

· The Owner has appropriate recruiting ads run for new staff. Typically Company will use in order of cost effectiveness; 1) Indeed, 2) Internet city specific employment services, and 3) other online tools as they may change from time to time.

· The Owner will 1) receive resumes and save those that appear to fit the Job Description; 2) periodically print resumes and give preliminary rating B to A; review resumes received and select qualified candidates based on job description and qualifications of the specific job. Resume review includes, relevant job experience, holding positions for a significant time, have the required education, and other job qualifications needed.
· Owner will conduct phone interviews on a timely basis; call top 3 to 5 resumes per batch of resumes saved (typically b+ or above rating to do phone interviews). The Owner will use “Interview Questions” as provided to assist with the phone interview. The main goal is to make sure applicants, 1) can converse well about their job qualifications and fit with Company culture, 2) are a fit with the job description, and 3) are a fit with time schedule and hours and pay rates.
· From the various phone interviews, the Owner will select two to four of the best candidates to come in for an on-site interview.

· Before the face to face interview, the candidates will first complete and sign a “Company Application” and a “Release and Authorization” form, and complete an online Personality Assessment.

· The Owner and other executive(s) or relevant staff personnel (based on who is most appropriate, department head etc.) will conduct the face to face interviews.

· After each interview is completed, the Owner or other interviewers will complete the ratings in the appropriate decision matrix for the position. Each person interviewing will complete the rating process for each candidate and compare the total scores to select their top 2 candidates. The Owner or other lead person will collect all Decision Matix and make a final selection for the top 2 candidates.

· The Owner will have finalists for the position complete if appropriate any skills testing needed. 
· The Owner will call at least two previous work references and record answers on the Reference Check Form for each candidate moving forward in the process. Based on the reference check results and the other information accumulated a final candidate will be selected, or if necessary, the process will be re-started is no candidate makes it through the process to the Owners’ satisfaction
· Before notification of the candidate that they have been hired, the Owner will determine if credit/driving record/ criminal record checking and drug testing is necessary.

· The Owner will send a letter to all candidates selected for an on-site interview who were not hired notifying them of Company’s hiring decision.

· When approved, the Owner will notify the selected candidate and have them come back to complete the necessary paperwork as follows:

· Use the “Employee Forms Location Checklist” to be sure all paperwork is filled out.

· The “Company Employment and Confidentiality Agreement” will be completed by the Owner and by the new employee. 

· Give the new hire a copy of the current “Employee Manual” and then the “Employee Handbook Release Form” should be signed by the new hire.

· New Hire should complete the “Employee Emergency Contact Form”

· New hire should complete and sign the Federal W-4 withholding and VA W-4 withholding forms (required) (or NC-4) and the “Direct Deposit” form (if applicable).

· Owner should complete and sign the certification section 2 of the “US Department of Justice Employment Eligibility Verification Form” (I-9 form), get copies of the forms of identification used by the new hire to verify eligibility to work in the US. Get new hire to complete section 1 and sign the form.

· Get copies of Drivers License and Social Security card from each employee

· Drug and Credit/Criminal Record Screenings are performed
· Owner will complete and New Hire will sign the “New Hire Confirmation” form.
· The Owner should assign the person to set up personnel files of all original forms, including “New Hire Confirmation” form, and keep on hand in filing cabinet.
· General accounting manager transmits new employee payroll information either in house or to a designated payroll service.
1. The final step to be completed before the new employee begins work is the creation of the New Employee List.  This list will give pertinent contact information regarding all employees and will be emailed to the relevant manger.
2. The office manager will verify that all the forms are accounted for and are completed.

3. The Owner will review all the new employee files to assure all forms are completed.  


