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WHAT TO EXPECT – WORKFLOW CHART
	Step 1: Application and Survey

	• Candidate applies online

	• If candidate is selected to move forward, they will be sent a questionnaire regarding the position. *questionnaire’s may or may not be sent based on position*

	Step 2: Interview Process

	• HR conducts phone interviews with candidates that are selected to proceed with next steps. *phone interviews may or may not be conducted based on position*

	• Upon a favorable phone interview, candidates will be invited to attend in person interviews with the hiring team. *Certain positions may result in multiple interview rounds*

	Step 3: Offer and Pre Employment 

	• HR extends verbal offer, followed by conditional offer via Paycom

	• Candidate accepts offer via Paycom 

	Step 4: Pre-Employment Documentation 

	• HR sends pre-employment documents via email (to be signed and notarized) *we do have notaries on site, free of charge*

	• Candidate returns notarized documents via email or in person

	• Candidate emails their three (3) references contact information with their email addresses and phone numbers

	• HR will send updates on next steps, based on pre-employment checks

	Step 5. Status Update and Pre-Arrival Information 

	• Welcome Letter

	• Welcome text and email 

	• Final offer letter signing  

	• Welcome Kit 

	Step 6: First Day at Kenneth Johnson Depot 

	• Orientation

	• Safety Training 

	• Badge Issuance and Newsletter Photos  
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