
R e f e r e n ce  Ch e ck
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reference checks help us:

- Get to know  the candidate better from the  

   perspective of previous managers/employers

- Verify  the accuracy  of information in their cv

-  Identify patterns  of capabil it ies, strengths                         	

   and areas of improvement 

- Re inforce trust  and minimizes  h iring risk
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Spotting rare  talent is what we do best! 
Once we receive applications, we will use our  

expertise and skills  in recruitment to f ilter 

and screen according to your specifications

F i lt e r i n g  &  Scr e e n i n g

Yo u r  vaca n cy w i l l b e  p ost e d  o n :

-  Premium  talent sites

-  Our exclusive  internal talent portal

-  We will also leverage our vast network and     	

   make contact with the best candidates  in    	

   the market

J o b  s p e c i f i cat i o n  &  so u rc i n g

The 1st step is to complete our  

Vacancy Info form (VIF).  This will help 

us understand the position you are  

recruiting for so we can provide you 

with the candidates that meet all 

your expectations and requirements.
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The screening interview allows us to :

-  Get to know the candidate better as well as 	

   add a personal  touch  to the process

- Introduce  the recruiting company

- Probe technical capabilities  or any other  

  unclear aspects of the candidate's CV and

- Read body language  and personality to identify           	

  cultural fit

Scr e e n i n g  I n t e rv i e w
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R e co m m e n dat i o n  r e p o rt
A comprehensive report is completed which covers:

- Recommended candidates particulars

- work experience

- skills  level

- reference  checks

- notes  from the screening interview

- technical /  cultural  feedback from questions  

   proposed by you - the employer

- Our recommendation rating

level  
6

Depending on the employers preferences the 

f inal level could also include sending the 

candidates technical , psychometric or 

cultural assessments  as chosen by the 

employer-However this is not a necessary step. 

Once the decision is made we have reached 

next level status!

T h e  F i na l L e ve l

Once we receive feedback  on the  

report, the f inal level will  

include arranging  meetings  with  

selected candidate/s and the employer. 

level  
7

Once we have selected  our next level  

candidate, we will close  our recruitment 

cycle  by creating an offer  of  

employment  and finalising  

the process!

o f f e r  o f  e m p loy m e n t
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Detailed in Recruitment Levels
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e m p loym e n t  r ead i n e ss

J o b  s p e c i f i cat i o n
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O f f e r  o f  E m p loy m e n t

level  
6

I n d u c t i o n  L e ve l
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P ro bat i o n  L e ve l

E m p loye e  nav i gat i o n  to o ls

N e xt  L e ve l R e cr u i t m e n t  P ro ce ss

Please note that the HR and Recruitment services below can be conducted all 

together as a complete recruitment journey, or we can customize a package 

for you with selected services per your request

- Job description: Customized per position and  

   outlines the role, responsibilities, skills and 

    experience required

-  Job Ad: Crafted from the job description  

   to attract the best talent & outlines the  

   job  requirements

We offer the following job  

specification documents:

- Employment Contracts: Drafted as per SA labour  

  law & BCEA. protects the rights of the employer 

  and employee 

- Non-disclosure Agreements (NDA's): Supports the  

  employment contract and ensures overall 

  protection & confidentiality for all parties

 We offer the following employment documents:

-  Employee navigation guide: Customized according to    	

   client policies, procedures, standard rules &operations.

-  Policies: We offer a list of fundamental policies  

   that ARE ESSENTIALS FOR all companies

- Company FAQ booklet: A simple yet creative booklet  	

   that answers queries on your operations and  

   business functions

WE OFFER THE FOLLOWING employee navigation tools:

-Liaise with the candidate and the Employer

- Attend to any queries raised from either side 

- ensure the offer is satisfactory for both parties and      	

  f inally signed

Quick, transparent and personal communication is  
required to close a recruitment process. 

We offer the following:

- Design  a fully functioning  and  

  customized  induction  process

- Train  internal  managers  on how to 	

   conduct  induction  sessions

We offer the following INDUCTION SERVICES:

- Design  a fully functioning  and customized     	

  three month probation process

- Train  internal  managers  on how to  

  conduct  probation  session  within set  

  t imeframes

We offer the following PROBATION SERVICES:
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