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LEG: Finance Approval Needed

ISSUE: Why do we need an
approval from finance when we
have enough budget to fund the
new employee?

Departmental secretary passes the
approved employee requests to the
Human Resources Secretary

The HR secretary passes on the
reguest to the appopriate
recruitment specialist

LEG: Internal Recruitment

The applicant is selected, and the
team lead sends a group transfer
reguest to the Human Resources
Secretary. Thisisthefinal stepin
the recruitment process
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LEG: Finance Approval Needed

ISSUE: Why do we need an
approval from finance when we
have enough budget to fund the
new employee?

P Employee Requests Departmental secretary passes the
- Job Descriptidns, Posts, Job Réquirements, Finance Approval approved employee requests to the
Human Resources Secretary
Employee Requests The HR secretary passes on the
Job Descriptions, Posts, Job request to the appopriate
Requirgments, Finance Approval recruitment specialist

LEG: External Recruitment
LEG: Media Advertisment

Approved Advertisement Thefina ad isgiventothe HR
= secretry for placement in the areas
leading newspapers

Recruitment Section Ad The ad is placed

Resume Resumes are received in response to
advertisement
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Candidates to be interviewed

Schedule|Interview HR secretary schedules the
interview by contacting the
candidates
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LEG: Finance Approval Not
Required

Departmental secretary passes the
approved employee requests to the
Human Resources Secretary

The HR secretary passes on the
reguest to the appopriate
recruitment specialist

LEG: External Recruitment
LEG: Head Hunter Placement

Job Description Thejob description is passed to the
< HR secretary

Thejob description is passed to the
areas leading head hunting firms
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LEG: Finance Approval Needed

ISSUE: Why do we need an
approval from finance when we
have enough budget to fund the
new employee?

Departmental secretary passes the
approved employee requests to the
Human Resources Secretary

The HR secretary passes on the
reguest to the appopriate
recruitment specialist

LEG: External Recruitment

LEG: Campus Recruitment
Suitable
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—>
Job Descriptions, Posts, Job
Requirements, Finance Approval

Schedule Campus Interyiew Time HR secretary is requested to
= schedule time for campus
interviews
Schedule Campus Slot
Assigned Campus Slot A campus slot is scheduled
Assigned Campus Slot HR secretary informs the

recruitment specialist about the
assigned slot

Make travel arrangements for
campus visit
|

[Recruitment specialist and Team Lead visit the campus

|Return from campus
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Inform new employees about
orientation date and time

Information about upcoming
orientation

Information about upcoming
orientation

Employee reports on orientation
d

Orientation started by secretary

Forms are passed to the HR
secretary

Employee payroll information is
setup

Employee health care
information is setup

LEG: Employeeinterested in
an account in company credit
union

Employee gets an account in the
company bank account
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Employee Information New Employee information is
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passed to the departmental
Secretary
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