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Gen Non-Remimeo 
HCO Exec Sec Het 
Org Lxec Sec Est 
Dept .1 Rats 
Financial Planning Eats 
Or Set Eat 
qual $et Hat 

HIRING PERSOIMEI 

LINE- FOR 

This is the exact line to "be followed for tbe hiring of 
pertonnel. 

A person who oomes , in or calls' in response to an ad is 
put oh lines to the Personnel Procurement Officer in .Dept 
Div 1. 

T•The Personnel Procurement Officer finds out  all  the 
pertinent data ahc)ut the persoe, i.e. past experience,  train -.  
ing, what position. or type of nosition they are interested in• 
takingand'only if the person mentions it, their expected 
wages, 

• The Personel Procurement Officer takes him to  PerPotnel 
Coctrol Officer to to put on poet imwedlately, 

ALLOCATION BOARD 

In Dept 1, au Allocation Board is to be kept which alloys 
vacancies. This Board is a piece of .  cardboard which shoWs all 
Diva and .  Depts of the Orj DcarZ ali;ned Much as the Crs Board. 
It is kept by Personnel Control and wher a request for a staff 
member comes in the Personnel Control Officer writes on. a 
smll strip of paper tbe post thst is vacant end who requested 
the personnel or the reverse side of the paper. A pin is then 
stuck through the end of the paper and it is stuck in  the Dept 
'her the vacancy is, The same action is taken when an ED 
cones out in which new pers,onnel is authorized, and the  %re 
taken up at once, with all priority, 

The Personnel Procurement Officer is never told what .kind 
of personnel to procure, unless a professional photographer or 
some such is requirel an he has to put ads in the paper, 
Mostly his whole attention iv just to be on procuring staff, 
all kinds, not categories. 

The Personnel Control Officer, when. he receives a aes 
Staff member from .  PPO, locks over the persona •qualifications, 
thee:Its his allocation board and places him in a suitable posi-
tion, Or •he can be allocated to replace a staff member who 
is vatting to be transferred. 

At the tcp. of each Div ard Dept is the maximum Quota  of 
personnel authorized for that Dept or Div by. the Exec Council 
and the current number of persons in the Dept coneerned and 
the Division, 

FTNANCIAL ?LANNI..NG 

Since Wagts Cot 	under Financial Planning and the Quota 
is set ty.  Exec Council, all this data must be presented to 
them, however it is sent tv.; them after the -  person if put  on 
post, with all details about his qualifications and where he 
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has  been  placed 

Per  CZV€1 I- rocuremert  'Office:r  •th.e:ii:, When  hiring 'a 
new person.  sezi. ,ts 	 CouTrti,a1.: 	• 

a 	P. P.C. :7: ivirg 	 oT :the 
with th.e new per - son.„ 

,b. The  per.aonts  .prererence 	Wheve t.o 
c 

	

	Persoanel  Pro.ourercett"!s  rerom:Ltrindilititin 
to placement. 

The  Allo.:ti.on  Foxrd up  to., :idft-€. 

Pla7.1r.iin 	ive 	 ut -.figirt  t: 'for  tire  .person 
taking  into consideratior hisl:ner -.tre:i-ning, 1.and tIe  t.op's 
position  to 'be 

The  finel 	 'Pe,rsonT.e.a.s.rrere.ins 
with  the RCC 	 as :.o 7.7...eci th furv:.:tioras 	9zar 

The  Circ. Ex.-c 	ourkYie O 	cc u1; 0.1.1t.  f.:er  ha's 
the power  to r:isr2,1 se p 	.nr..1 - in ru%,...ou.i.aanne vitt! ttics  t.nd 
status  pQlicies. 

2:UMW WI 

Since  the  'airing of 'Pers,orAnel 	 e. bi 
in the  'overall 	 erg, nlanni.a:o .anti'..cave':hu, 
to  be  taker. .cn 	rso or 	ye .w.:s.:::‘•11 find. 5our.se.2.11a.. , s ,w04 
overboard on the 	s',ide -yr piu huge .iwwses to ..e.taerical- 
help  arid *  corisequert :Eisintegri.3.tanc org•arrazs,tion  turitel;. 
bureaucray. 

The wz..y 	keep 'thin u ....donitv,. - con.t.r.ril 'then 'ozi..e net; 	exit 
down your  procurcterYt.Th ,..,,.4h3t.t.7;t: o dhcad at a ••'-tret.enlers 
rate , and  ..rioanwhile you s 	 your p.,claple "sitt;  the 
top of  the  organizatior  -to the_ -ilr.;>.-Aihct ors' or scrotlirkj. 
these  eligible for traininn. 	your staff to expane 
neve or..  Do this  t",—  proc ur i.i.j  •  -on oulelr 	rit a..s wart -to 
leave. 
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