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HIRING PROCESS

Fill in and submit Position
Request Form by creating new
request in Wrike

Y

Review Position Request Form

\

Inform HOD on

Discuss with Top Management

Y

Write and post Job Ads online
(Jobstreet)

\

7y -

Screen and filter application -

management decision

Y

Share shortlisted applicants'
details to HOD in Wrike

Y

Shortlisted applicants approved? ——NO—»|  and state special

YES

v

Conduct pre-interview
guestionnaire by phone call

Y

Make interview appointment with
shortlisted candidates

Y

Arrange for interview with relevant

Inform HR why rejected

requirements if any

A

HOD

\

Conduct interview

NO.

ound suitabl

NO candidate?

YES

Is the selected
Candidate accepted b

YES

v

Inform HR the chosen candidate
and decide if second interview is
needed

gecond intervievy

needed? YES

NO
y

Prepare job offer letter and send
to the chosen candidate about the
job offer

NO

oes the chose
candidate accept the

offer?

YES
y

Get the signed back job offer
letter from the chosen candidate
and keep in HR folder

END

Contact the chosen candidate
to come for second interview

A

Invite Top Management to join

Yes

vite Top Management tojeiQ
the second interview?
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