NEW SALES AGENT HIRING GUIDE

I. APPLICANT NAME:       
DISTRICT MANAGER:       











YES
NO
II. CONTRACT WITH PREVIOUS COMPANY

Under Contract w/previous Company





 FORMCHECKBOX 

 FORMCHECKBOX 

Contract sent to HR/Kent Smith






 FORMCHECKBOX 

 FORMCHECKBOX 

Contract reviewed by Pres./VP/EA - Acceptable




 FORMCHECKBOX 

 FORMCHECKBOX 

III. APPLICATION
Application Completed   - Sent to HR/Kent Smith



 FORMCHECKBOX 

 FORMCHECKBOX 

Resume


 - Sent to HR/Kent Smith



 FORMCHECKBOX 

 FORMCHECKBOX 

IV. INTERVIEW/OBSERVATION
DM First Interview - 







 FORMCHECKBOX 

 FORMCHECKBOX 

DM Discussion w/ Zone Manager





 FORMCHECKBOX 

 FORMCHECKBOX 

DM Set up Observation Day






 FORMCHECKBOX 

 FORMCHECKBOX 

ZM Approval Interview







 FORMCHECKBOX 

 FORMCHECKBOX 

V. REFERENCES
DM obtains references and sends them to HR to check



 FORMCHECKBOX 

 FORMCHECKBOX 

HR checks work and educational background




 FORMCHECKBOX 

 FORMCHECKBOX 

HR advises DM whether to continue process




 FORMCHECKBOX 

 FORMCHECKBOX 

VI. APPROVAL
DM obtains hire approval from ZM/NSM/VP




 FORMCHECKBOX 

 FORMCHECKBOX 

DM sends in New Agent Call In Report to Maryellen



 FORMCHECKBOX 

 FORMCHECKBOX 

VII. BACKROUND
DM send s applicant signed Background Check form



 FORMCHECKBOX 

 FORMCHECKBOX 

(Criminal and DMV check) to HR for checking
DM offers job contingent on Background check result from HR


 FORMCHECKBOX 

 FORMCHECKBOX 

VIII. MISCELLANEOUS PAPERWORK
DM sends all paperwork to Maryellen





 FORMCHECKBOX 

 FORMCHECKBOX 
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