
 

 

 

 

 

  

 

Schedule 

Physical 

Interview 

Post Junior Job 

Opening 

Interview 

Applicant 

Speak with 

Applicant 
Calls Back 

No answer No 

voicemail 

Send Thank 

You email 

Applicant Passes 

Phone Interview 

Trash 

Resume 

Send Out 

Online Tests 

2 person test 

review 

Does Not Pass 

Phone Interview 

Get Tests Back 

Late/No 

Show/Reschedule 

2/3 Person 

Interview 

Shows Up On 

Time 

Not A Good Fit 

Does Not 

Accept 

Accepts Offer 

To Employ 

Good Fit 

Call With Offer 

Reach 

Voicemail  Call Every 

Applicant 

Leave 

Voicemail & 

Send Email 

Template  

No Call 

Back – try 3 

more times 

No Call Back 

After 3 Tries 

Trash 

Resume 

Don’t Get 

Test Back 

Not A 

Good Fit 

Good Fit 

Send Thank 

You email 

Send Thank 

You email 

Trash 

Resume 

Send Thank 

You email 

Trash 

Resume 

Email Offer 

Packet to Sign 
Don’t Get 

Signed Packet 

Send Thank 

You email 

Trash 

Resume 

Get Signed 

Packet Back 

Send 

Onboarding 

Packet 



Onboarding Phase 1 (At Home Prep) 

Send Out 

Onboarding 

Email 

Receive Packet 

Back 

Don’t Receive 
Pack Back in 3 

days 

Send Thank You 

Email

 

 Receive Packet 

Back 

Rescind 

Employment 

Offer 

Review Packet Did Not Pass 

Review 

Send Thank You 

Email

 

 Receive Packet 

Back 

Rescind 

Employment 

Offer 

Does Pass 

Review 

Send Script 

Packet/Call 

Instructions 

Don’t receive 

call with 3 days 

Receive Call 

Within 3 days 

Did Not Pass 

Script Test 

Send 2nd/last 

chance email 

Receive Call 

Within 3 days 
Did Not Pass 

Script Test 

Send Thank You 

Email

 

 Receive Packet 

Back 

Rescind 

Employment 

Offer 

Does Pass 

Review 

Send Start 

Date/Signed 

Contracts 

Does Pass 

Review 



Onboarding Phase 2 (Day 1 In the Office) 

 

Start Date 

9:00 AM 

Tour Of Office & 

Introduction to 

Sr. AM 

Acclamation To 

Seat & Computer 

Introduction to 

Netsuite 

Intro to 3 simple 

step packet 

assembly 

Take Test On 

Newly Learned 

Items 

Does Not Pass 

Test 

Give Study 

Materials 

Take Test Again 
Does Not Pass 

Test 

Thank Them For 

Their Time But 

Its Not A Fit 

Terminate 

Employment 

Passes Test 

Pay $50 Bonus 

Take Them To 

Lunch Send Them To 

Lunch 

Get Them On 

The Phone 
Passes Test 

Review Calls  

Send Home With 

A lot of 

Encouragement  


