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STAFFING & DIRECT HIRE



  
100 E Taylor Street, Creston IA 50801 (641) 782-2225

New Client Relationship
	Client Name
	

	Address 

City State Zip:
	

	Main Phone
	

	A/P Contact Name 
(ph, ext, e-mail)


	

	Billing Address

(If Different)
	

	
	Company Structure

	HUMAN RESOURCE Name

(ph, ext, e-mail)
	

	NEW JOB ORDERS
Who & When

do we call to review your new job orders
	

	Who do we 
SUBMIT RESUMES to

(name, title, em & ph)


	

	Hiring Managers Names & e-mails for each Discipline:

· Engineer

· Finance

· Human Resource

· Supply Chain

· Other: 


	

	Other Contact Info
	

	INTERVIEW FOLLOW UP - Once Interviewed, what is process for follow up?

We require FU of interview within 24 hours.
	


	Relocations package 
-and-
Benefits offered
(provide copy)
	

	What are you reoccurring needs
	

	How large is your facility
	

	What is the main product line (who are like companies)
	

	Other locations (states)

Who handles job requests for other locations?
	


Summary of Data needed:
This information requested below is vital to the success of our screening process. We request this for each new job order:    

1. Hiring Manager Name and Contact Information on each position.
2. Prioritize your positions that we need to work on (tell us your #1 choice).
3. Provide detailed job descriptions
4. Salary ranges
5. Any Relocations package information you offer
6. Benefit package
7. Your top 5 requirements
8. Your WISH LIST (this can be from industry background, geographic locations, key words)
9. And provide at least three "Screening Questions" that you would ask a candidate if you were doing the interviewing.  '
10. And last, tell us what your "selling point" is about the company.  We want to know why a candidate should leave a “like” company to come work for your company.
 

Time Line:
 
· Once the agreement is signed, we will request the information above along with a job description.

· At that time, we will structure a meeting with our hiring team and assign an account manager to your facility.  

· The first week we will post the job order on our website (and other external sites) and it will remain confidential as to who the company is.  

· We will start screening and sourcing candidates.

· Within the next week we will begin submitting resumes to you for review along with a profile sheet.
· We request that you give us confirmation of the receipt of resume within 48 hours.
· We request that the resume is reviewed within 5 business days and that feedback is provided to us (this can be via e-mail to your assigned account manager). 
· The feedback should to tell us the "why's.  Why are you interested, Why are you not interested.
· If you have an interest, tell us your time frame to set up a Phone or On-site Interview.
· Our team will schedule all interviews for you.
· If an offer is made, we request the offer to be sent to us so we may present it to our candidate.  We have a proven successful rate in the closure of an employment offer.









































































