Build the Job

*Complete Intake
Form with BM

*Provide draft
Job Ad to BM

«ldentify posting sites

*Finalize Job Ad

*Post job in Recruiting
and other sites

Recruit/Select

Screen or Hold

*Provide 2-3 phone screen

*Review applications
*Decide: Reject, Phone
questions to BM

«Conduct Phone Screens
*Summarize results

*Review Phone
Screen results

*Decide: Reject or move to
F2F interview

*Coordinate interview team

*Reject candidates as
directed by HM
*Facilitate F2F Interviews

*Conduct F2F interviews
*Select candidate of choice

Offer/Close

*Finalize details of
job offer with BM

*Make job offer
on behalf of HM
*Send Offer Letter in
Recruiting

«Conduct reference checks}

*Confirm electronic
acceptance of Offer Letter

«Verify Safe Environment
requirements

*Close job in Recruiting

*Change employee status
to Hired and notify HR




