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RECRUITMENT POLICY 

 Anyone seeking employment in COMPANY NAME will have to complete an application form. Application form will be kept on file for at least one year after the termination of the employee or resigns. The personal Executive shall conduct an interview with each candidate and document the interview results in the employee’s personal files. The factory should conduct pre-employment screening and interviewing of all prospective employees.  
After selection of the post the candidate has to submit some document like:  

 Birth Certificate. 
 Aadhar Card. 
 Voter Card. 
 School Leaving Certificate. 
 Releasing Letter of previous company if any. 
 Recent Photograph (4copies). 


