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Process PUTpOse. | 1he purpise O the Pesomel Sialing Process & 10 Mprove ACMme COMp. S 2oty |
to swiithy and efficiently ientity and fill pesomel staffing requiremeanits. by
impiementing a standardie ed oeganiz alional process with panicipation from each
dinvis i,
Process Scope: | Thi process pefians only o iniemal stafing requrements. Exiemal
reguirements, such as coniract suppon, are outside the scope of this process.
Process imput: | The process imput for the Pemonnel Stafing Processis the operatonal divisions
identification of an nternal stafing reed  COnce this input is denthed, the
Persomel Stafing Process will be inftiated.

Process Boundaries: | The actiaties mmedaiety foliowang the process mput and immediatshy prec eding
thie process cutput define the: boundanies for the Pesonnel Staffing Process.
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Human Resouwroes a detailed job des and
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is defined by Human Resources recanving an officia jpb acceptance from a
qualified candidate.
Process Flow: 1.Acme Corp. operational dvsion dentifies a staffing need and notifies

Human R esoaces {ingut)
2 Human Resources provides the operational division wath a data sheet

sdliciting a detailed pb descapiion and a lst of key skill sets needed by
pmq]:icmtﬂ:b

3. Human Resources ecaves complated data sheet and acquires approval
throwsgh executive staf to solicit for candidates to fill the staffing need

4. Human Resources posts the solcitaton on existing job boards and Acme
Corp. web site with detalled job descrption, skill sets, and appic ation
deadline date

5. Upon applcason deadine date, Human Resources compies lstof
appications and forwards to operational division for screening

6. Cperational division sCrEens applcants and provides Human
Resouces with names. of applcants for initiad inkenaews

7. Human Resources schedules interviews with candidates and operational
difvision

B. Upon completion of nital intersews, operational division notifies Human
Resouces of names of candidates for second intersans

Q. Human Resources Division schedules second nterview with candidates and

10. Fallowing second ntenviews the operatonal dvision notifies Heman
Resoumcesof its selection

11. Human Resources naifies fhe selecied canddaie and sends the
candidate an offer letter

12. Human Resomces receies the candidaie’s signed offer latier

13. Human Resources inifiaies the creaton of a new pesomel fdder for the
candidate and schedules a stan date (output)

14, pPemsonnel Staffing Process ends and new employee is handed of to New

Employee Onboarding Process

Process Ouiput:

Thhe outpant for this process B & newlhy hired and qualified employee to il




