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STAFF REQUISITION FORM

1. Requested by

POBIONT = sccesremsmshon e s e R R R T S e

2. Detail position to be hired

BESHION =000 scsscesmenmeossmens e m i SR s i s S A RSV S
BURCHONE o s mmsios s u v v s eV SRS o s G A 5100 0 A A 5 A S
(Completed by HRM)
LOBEHONE. =~ 00 sk R R R R TR S B R S R A
Depariment! = s s s s st s s At AR B
Proposed budget: AntGal XS DAY susesissummnssmmavinmmimm s emessmmmm s s s
(Completed by HR)
ANNURE VATIADIC DAY . srssnnnsssssnsss iessns vesassios Hess dainss s s o v SRR R

Position Level Contract type
(completed by HR) (Completed by hiring manager)

Management Standard

Supervisor/Executive Project (how long?.......

Staff Internship (how long?

Casual staff

Internship/Trainee

Consultant
Replacement: If yes: name of person to be replaced..............ccoeeeiiiiiiiin
New position: Yes / No (circle)
Preferred startdate: ... Ly arom e losssmenenmmssssmosas
SUGOest I SOUICETTOM v i Mo S S s SR ISP T s aT s s s s
Sourcedthiolall  commsuemsomannemnssnnnsns skshosenss doass i G R BT

Position’s Job Description must be attached.

;I_\pb;c;val process
Prepared by Name Signature Date

Hiring manager

Verified by
HR Manager

Approved by
DMD/AMD
Approved by

MD/ED (for management position)

NVC-QMS-HR-FO-01.1.1 Name: Staff Requisition Issued No. 1.0 Date: January 3, 2015
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Work Instruction
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Pages 4

Recruitment and Selection Processes
Issue date January 3, 2015

Effective date:

February 3, 2015 Next review | January 2, 2018

1.0- Purpos

e:

Provide guidelines for the entire recruitment process. It is directed at HR and hiring managers as well as
peers involved in the selection process.

Special

focus is laid on the interview and selection process with reference to standard forms. Using this

structure format ensures quality. The procedure ensure that HR receives feedback with all important
information. Thus, the right employees can be recruited quickly and feedback from all interviews can be
collected.

2.0- Scope:
Applies

to NVC Corporation (Vital) when proceed with any worker/staff recruitment.

3.0- Reference:

4.0- Definiti

1S09001:2008, clause 6.2

NVC-SM-Chap-07 Resource management
NVC-QMS-HR-PM-01 Human resource process
NVC-SYS-MR-PM-01 System document control
NVC-SYS-MR-PM-02 System record control

on and Acronym

HR: Human Resource Department
HRM: Human Resource Manager
MR: Management Representative
HOD: Head of Department

5.0- Responsibilities

HR Sta

HR Ma
Hiring

ff: The particular Human Resource function (Recruitment Executive/Officer) is responsible for

Job announcement preparation, posting, screening, and shortlisting

Coordinating on organizing of the entire recruitment process, particularly in interviewing schedule
arrangement, invitation of applicant, and the meeting room.

Before interviewing: send hiring managers the interview feedback form, confirmed interview
schedule, shortlisted applicant’s cv.

During the interview: be present at the interview, responsible for collecting and summarizing the
feedback afterwards. Consults the hiring manager with regards to the hiring decision base on the
applicant’s capabilities and experiences which required by the position.

After the interview: prepare refusal letter to non-selected applicants. Complete employment
proposal form for top management approval before proceeding with hiring process.

During hiring step: Discuss terms and conditions with selected applicant once getting the
approved offered budget. Then prepare employment contract for both parties signing off and
inform on boarding to all involve person/department.

nager consults Top Management with regard to budget offer to new hiring/selected applicants.

Managers: must provide approved staff requisition and job description to HR to proceed with the

recruitment process and ensure that HR is searching for suitable candidates. Moreover, he/she shall

ensure

that they are available to attend the selection process and take part in the decision making

concerning applicant's capabilities and experiences which required by the position.

Not to be photocopied without permission of the Management Representative
Page 1 of 4
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Additional interviewers: different parties shall participate in the interviews if needed (to be decided by
hiring managers/Top Management). Any interviewers must to completes the interview feedback form
and send it to HR immediately after the interview.

6.0 - Procedures

6.1- General Clarification:

In order to define the details of a vacancy the HRM need to contact concern Hiring Managers to
clarify the details and condition of the vacancy as well as the search procedures. Whenever
external recruitment support from executive search firms or recruitment agencies are required the
relevant policy for external search must be taken into account. However, Hiring managers need to
develop position's job description, no matter what external support is brought in or not.

HR staff should also consider all available channels for placing advertisement, or for searching
profiles actively. This puts a special focus on online media channels (career pages, professional
communities, social networks, etc....)

5.2- Selection process:

Within the selection process, job understanding assessment are a recommended instrument. For
top management positions they are a mandatory instrument.

The procedures and forms are described in more detail.

5.3- Participants:

First round interview shall be conducted by the HR staff and/ the HRM. This can be done either
direct/by phone.

Second round shall be conducted by the hiring manager and/or any additional other participant if
needed.

7.0 - Flow chart

PP Human Hiring Top Executive
pplican
Resource Manager management search agency
s\
Staff Requisition

NVC-QMS-HR-FO-
01.1.1 and JD NVC- <
QMS-HR-FO-01.3.1

{ Discuss requirements ]———-i' =

Not to be photocopied without permission of the Management Representative
Page 2 of 4
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N\VC

CORPORATION

Employee Name and ID :
Department
Current Position/ Title

New Position/ Title

Action type

Employee Action Form

O promotion [ Transfer

Current Amount : Basic salary
Function
Proposed Amount ; Basic salary
Function
Effective date

Job description Summary:

weey HoOusing & Transportation.......... , Seniority .........., Attendance ....... ,
verenennsy POSItION ..cc.eeene., COMmMunication......... , Transportation ..........
......... , Housing & Transportation.........., Seniority ........., Attendance .......,

Reason:

Comment from concern transfer department: (If transfer across department)

Submitted by Certified by HR Approved by DMD/AMD Approved by ED/MD
Department Manager
Comments
Signature
Date
NVC-QMS-HR-FO-01.4.3 Name: Employee Action Form Issue No.1.0 Date: January 3, 2015
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