North Point Ministries, Inc.

Hiring Process

To all hiring managers or staff involved in the interview process:

This is a reminder of the correct procedures to follow when interviewing to fill a position.  First, be certain that the position is approved and obtain the approved salary range from your Leadership Team member.  Next, notify the HR Director of your plans to hire.  This step is very important as it initiates the assignment of a workspace and resources (computer, phone, etc.).  By the first interview, have the candidate complete an employment application and provide a copy of his/her resume.  You should give the Taylor Johnson Temperament Analysis and DISC (optional) at this time or before the first meeting.  These profiles may provide helpful information that can be used during the interview.  Schedule additional interviews for candidate(s) depending on the level of the position.  For full-time office staff, the candidate should interview with his/her immediate supervisor, the department director and a representative from another division.  For positions with responsibility over a process OR positions that supervise other employees, the candidate should interview with at least one Leadership Team member.  After all interviews have been completed and references checked, an offer may be made to the candidate.  

If you choose NOT to make an offer, or the candidate does not accept, return ALL paperwork (including application, resume, interview notes, TJ results, etc.) to the HR Director to keep on file.  If the candidate accepts, notify the HR Director with the new employee's name, title of position, and start date.  The following paperwork should be completed and returned before the employee begins work:

Hiring Statement

Building Access Form 

Employee Reference Form, or other documentation 

Job Classification Worksheet 

Application, Resume

Taylor Johnson

DISC (optional)

Job Description


