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Management system of employee recruitment and employment
I. Purpose
Strict recruitment and employment of post personnel control, improve the quality of recruitment objects.
II. Responsibilities
The department under the project is responsible for the recruitment of post personnel, and is responsible for the qualification examination, file management, political examination investigation and organization training of the recruiters.
III. Program management
1. Management of the company's recruitment and employment
After accepting the relevant salary and welfare benefits provided by the company, the applicant shall fill in the Registration Form for Employment, and shall copy and attach the ID Card, Professional Job Certificate, Compulsory conscript's Certificate of Retirement from active Service, and Marriage and Birth Certificate of Floating Population, etc. (Among them, each personal data shall be no less than three certificates. Namely "ID card", "Professional work Certificate", "Diploma"). The registration form must indicate the resume, family members, current address, contact number and other fields, and the human resource management department will give the interview guidance to the applicant to go to the department of the project for a second interview. The department of the project will describe clearly whether the probation opinions and feedback to the human resources management department, and those who meet the probation conditions will immediately arrange the candidates to go to the designated medical institution for physical examination. After passing the physical examination, the human resource management department will issue a new employee registration form to the project department or post registration, and the human resource management department will record the applicant's information into the book.
2. Company recruitment procedures
Human Resource Management Department of the company interview → applicants fill in the form → department of the project, retest and feedback → Human resource management department arranges physical examination, issue registration form for new employees after passing the test → Report to the department of the project for trial.
3. Recruitment and employment of the project department
Due to the emergency needs of the employing department, the employing department can find the object nearby or accept the introduction of the relevant person. Recruitment procedures of the employing department: interview of the employing department → applicants fill in the form → Comments of the employing department → Review by the company's human resource management department → Arrange medical examination → Pass the medical examination → open the registration form of new employees → trial.
IV. Relevant regulations on recruitment and employment
1． no matter the company or the project office recruitment post personnel, must accept a health examination or provide a health certificate presented by the district level hospital above.
2. All the information and qualification certificates filled in by the applicant shall be kept by the human resources management department. No one shall disclose the information, and the post personnel shall not retrieve any information in the file after leaving the company.
3．in the recruitment process, must express the qualifications of the recruiter, salary and other written descriptions, the implementation of the system.
4. To participate in large-scale social job fairs, the human resource management department shall work with the representative of the employing department to select and hire on site, and the process control shall refer to the company's employment management measures.
5． with job skills and qualifications, passed the trial assessment and approved by the customer unit before formal employment.
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员工应聘、录用管理制度
一、  目的
严格招聘录用岗位人员的控制，提高招聘对象的素质。
二、职责
项目所属部负责岗位人员的招聘工作，并负责对招聘人员的资格审核、档案管理、政审调查和组织训练工作。
三、程序管理
1、公司招聘和录用岗位人员的管理
应聘人员在接受公司提供的相关工资、福利待遇后，填写《应聘登记表》，并须把《身份证》、《专业上岗证》、《义务兵退出现役证》、            《流动人口婚育证》等复印附后 (其中，每份个人资料不少于三证，即    《身份证》、《专业上岗证》、《学历证》）。其登记表必须注明填写简历、家庭成员、现住址、联系电话等栏目，由人力资源管理部门将面试指引交给应聘者前往项目所属部进行复试。项目所属部将是否试用意见描述清楚并反馈到人力资源管理部门，符合试用条件的即刻安排应聘人员去指定医疗机构体检。经体检合格后，由人力资源管理部门开具新员工报到单到项目所属部或岗位报到，人力资源管理部门将应聘者的资料备案入册。
2、公司招聘程序
公司人力资源管理部面试→应聘人员填表→项目所属部，复试、意见反馈→人力资源管理部门安排体检，合格后开具新员工报到单→到项目所属部报到试用。
3、项目所属部招聘和录用
因用人部门应急所需，用人部门可就近物色对象或接纳关系人介绍入职。用人部门招聘程序：用人部门面试→应聘人员填表→用人部门意见→公司人力资源管理部门复核→安排体检→体检合格→开新员工报到单→试用。
4、 招聘录用的相关规定
1、不论公司或项目处招聘岗位人员，必须接受健康体格检查或提供由区以上一级医院出示的健康凭证。
2、应聘人员填写的所有资料、资质凭证一律由人力资源管理部门保存，任何人不得外泄资料情况，岗位人员离开本公司后也不能取回档案内的任何资料。
3、在招聘过程中，必须明示招聘人员资格、工资待遇等文字说明，实行制度公开。
4、参与社会大型招聘会，应由人力资源管理部门会同用人部门代表一同现场选聘，其过程控制参照公司录用管理办法。
5、具备岗位技能资格、经试用考核合格并经客户单位认可后方可正式录用。
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