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RECRUITMENT

1. PURPOSE
To ensure that the suitable candidates as per the requirements of the concerned department are recruited and appointed by the Organization and to arrange & provide requisite skilled manpower for each category at the appropriate time

2. PROCESS TRIGGER
As and when a requirement arises from a department the recruitment process comes alive.  It could be due to resignation or need of additional man power or commencement of new projects.  

3. SCOPE AND APPLICATION
This covers all activities of Recruitment & Selection/Interdepartmental Transfers across all locations.

4. PROCESS OWNER
Head – HR

5. PREDECESSOR AND SUCCESSOR PROCESSES
Pre-construction Planning and Salary & Wage Administration

6. RESPONSIBILITY AND AUTHORITY
Head of department in coordination with the HR team is responsible for the implementation of this procedure.




7. DEFINITIONS & ABBREVIATIONS
HOD: Head of Department.
IDT: Inter Departmental Transfers.

8. PROCESS FLOW CHART
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9. PROCESS DESCRIPTION
9.1. The HR team initiates the recruitment process based on Man Power Requisition Form received through email from HODs or as per Project specific Hiring Schedule.
9.2. The requirement is sent to the HR Head for his approval.
9.3. Upon receipt of approval, HR team decides an appropriate source of hiring.
9.4. Various sources of hiring are:
a) Organization’s databank and Internal Employee Reference.
b) Job Portals/Recruitment Agencies/Newspaper Advertisements.
c) Inter Departmental Transfers (IDT).
9.5. Organization’s databank consists of pool of resumes already available with the Recruitment team. Under Internal Employee Reference, job openings are displayed on the company’s intranet.  In case a suitable employee is identified within the organization, an Inter Departmental Transfer can take place upon approval from top Management.
9.6. In case of hiring through Organization’s databank, Internal Employee Reference, Job Portals, Recruitment Agencies, Newspaper Advertisements and Careers section on the VBHC website resumes are first screened and shortlisted by the HR team. HR Head’s approval is required for engaging recruitment agencies or publishing Newspaper Advertisement.
9.7. The shortlisted resumes are sent to the HODs of the respective departments for further short listing.
9.8. The shortlisted resumes are called in for a face to face interview or in case of out station candidates a telephonic interview is conducted.  
9.9. The HR discussion is conducted with the shortlisted candidates where the salary is negotiated, and designations are concluded. Documents are checked for every candidate and reference is checked for manager and above position.
9.10. Offer letter is issued to the selected candidate containing the date of joining, designation and salary details. 
9.11. On the date of joining, the employee is given an induction and the joining formalities are conducted.
9.12. During the first six months of employment, the employee will be under probation and will be confirmed after six months upon recommendation from the Functional Head of the respective department depending upon the employee’s performance.
9.13. In case of unsatisfactory performance, the Functional Head may recommend either termination or extension of the probation period.
9.14. Upon successful completion of the Probation, a Confirmation Letter is issued to the employee.
9.15. In case of Inter Departmental Transfers, employees within the organization are identified based on skills, qualification and experience by HR department.
9.16. With HOD’s consent identified employee’s profile is sent to the Top Management/HR Director for approval.
9.17. If the profile gets approved, relevant documentations viz. Inter Departmental Transfer Letter/Relocation Letter/Change in Designation Letter is issued.

10. EFFICIENCY MEASURES AND EFFECTIVENESS MEASURES
Efficiency Measures:
· Average time to recruit for manager and above positions.
· Average time to recruit for other positions.
Effectiveness Measures:
· Analysis of the performance of the recruited employees during the Appraisal process.
· Lesser number of employees with extended Probation Period will imply that the Recruitment process was effective



11. RISKS ASSOCIATED WITH THE PROCESS
Not finding the right fit for the described position may pose a delay in the recruitment process itself as well as this may pose hindrance in the operations of the department.
Employee may or may not join the company despite accepting the offer. 

12. FORMATS FOR MAINTAINING RECORDS GENERATED IN THE PROCESS
· Manpower requisition Form
· Evaluation Form
· Employee Joining Check List

13. RECORDS
ANNEXURE I
	Name of Format
	Code

	Manpower requisition Form
	VBHC/HR/F/01

	Evaluation Form
	VBHC/HR/F/02

	Employee Joining Check List 
	VBHC/HR/F/03
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		REQUEST FORM FOR HIRING 



		

		



		Job Title

		:

		



		Reports to (Title)

		:



		



		Department                

		:

		



		Work Location

		:

		



		Job Description/Roles & Responsibilities 



		



[bookmark: _GoBack]





		Desired Candidate Profile



		





		Work Experience 



		



		Qualifications



		



		Knowledge

		Skill



		

		









Approved from :_________________
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Interview Evaluation Form.docx
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EVALUATION FORM

										To be filled by HR Department** 

Department	-	__________________________		Source		-	___________________**

Name		-	__________________________		Interview Date 	-	___________________

Location	-	__________________________		Interview Place	 -	___________________

Current Designation-	__________________________		Current CTC	-	___________________ **

Position Applied For -	__________________________		Expected CTC	-	___________________ **

Qualification	-	__________________________		Notice Period	-	___________________ **

								Expected DOJ	-	___________________ **

                                                                                                                    Recruiter Name   -           ___________________ **

Experience	-	Total	- ___________		Relevant 	- _____________**						**



Evaluation Criteria: -					HR Comments	-	

		Competency

		Excellent

		Good

		Average

		Poor



		1. Relevant Experience

		

		

		

		



		2. Subject Knowledge

		

		

		

		



		3. Intelligence

		

		

		

		



		4. Attitude

		

		

		

		



		5. Personality

		

		

		

		



		6. Communication Skills

		

		

		

		



		7. Leadership Qualities

		

		

		

		



		8. Team Player Capabilities

		

		

		

		



		9. Job Stability

		

		

		

		



		10. Academic Performance

		

		

		

		





Other Criteria:-

		Language

		Read

		Write

		Speak



		English 

		

		

		



		Hindi

		

		

		



		Local

		

		

		





Computer Skills:- 

		MS office proficiency (Expert/ Average/ Beginner 

		



		Any other software/ package/ language

		







Status: 				Select					Rejected	            



Interviewer Comments: 

Interviewer Name	- _______________________________	

	

Designation 		- _______________________________



Signature		- _______________________________
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                          Employee Joining Check List 

   

Employee Name   :				                      Reporting To	:

Designation	: -          		                                    Employee ID 	:

Department	:                                                                           Date of Joining  :

[bookmark: _GoBack]

		Sr. No.

		Particulars

		Yes

		No



		  1.

		Appointment Letter  :- (Acknowledge Copy)

		

		



		2.

		Resume 

		

		



		3.

		Photographs (3)

		

		



		4.

		Documents :- (Staff Details, Declaration Form, Bank Detail Form, ESI Form, P.F. Form)

		

		



		5.

		Address Proof & ID Proof :- (Licences/Telephone Bill/Voter ID/Ration Card/Passport/Pan Card) 

		

		



		6.

		Last Employment Documents (Self Attested) :- (Reliving Letter, Last Salary Slip, Experience Certificate)  

		

		



		7.

		Educational Certificate (Self Attested) :- (Post Graduation, Graduation, 10+2, 10/Any Other Special Qualification)

		

		



		8.

		Assets Handing Form

		

		





 (
For HR Department 
Verified By:- 
Name :
Designati
on :
Date :
Signature     
:
 
)









Entity:

Location:
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