Recruitment Workflow

Centre Coordinator (CC) and General Manager (GM) identifies
recruitment need and CC completes New Employee Request

\

CC forwards request to Human Resource Manager (HR).

|

HR commences the recruitment strategy (internal/external/ seek etc.) — and advertises job

!

Shortlist sent to CC and GM. HR calls CC to discuss candidates and seek feedback

y

HR schedule first interview with HR sends CC a calendar invitation
the candidate via phone and —> with a copy of the resume to confirm
confirmation email interviews.

l

Depending on the level of the role GM/HR/Owner will conduct a 2" interview, on

b

Ideal candidate for role is selected. CC send HR Offer Request,
interview notes, WWCC, first aid, food safety and child protection

the recommendation of the CC.

> HR receives and runs checks:

1. 1t& 2" |/V notes
2. Offer request
3. Reference checks
4, WWCC
HR confirms the offer of employment with GM/Owner. HRissues | ~ 5. Firstaid qual
all employment documentation via eSign. 6. Fo?d safety .
7. Child protection
l/ HR will email the CC when all the
To new Employee by eSign documentation has been returned and
—_—
advise of any additional information.
1. Letter of Offer
2. Contract of Employment \L
3. Uniform and dress code

3. Payroll documents
4. Confidentiality, prohibition decl.
vaccination decl.

HR will update the quals register
and book in new starter induction.

EMPLOYEE START

(NO DOCUMENTATION, NO START!)





