Hiring Practices



Purpose: The guidelines of processing an individual’s application, ensuring the optimal choice of personnel to ensure product conformity and fulfill the organization's core business requirements.
Scope: Human Resources is responsible for overseeing the hiring process with the support of the department manager or supervisor.
1. A standardized procedure shall be put in place for people (walk-ins) applying for entry-level, non-skilled production positions such as operators and production support material handlers.
2. Open positions requiring job-specific education, skills, and experience shall include input from upper management that briefly describes the job opening and the best recruitment method to find applicants who meet the qualifications of the position.
 
3. When filling an open position, interviews shall be standardized with questions developed based on the requirements defined in the job description.
 
4. After a decision has been made to hire a candidate, an offer will be made contingent on the satisfactory completion of required background checks and testing. Job offers to successful applicants for positions within employment shall receive an offer letter from Human Resource with specific position and duties for which they are being hired to perform.
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