
 

JS CONTRACTOR,  INC. 
 

 
RECRUITMENT  PROCEDURE  

 
 

RESPONSIBLE  
ENTITY 

PROCEDURE 
[ Recruitment Period ] 

ACTION TAKEN / 
REQUIRED DOCUMENTS 

   
 
 
 

JS CONTRACTOR INC. 

 
RECEIPT 

OF 
 MANPOWER DEMAND 

 
[ One (1) day ] 

 

 
 
Receipt of Manpower Demand / Job 
Order from PRINCIPAL thru fax with 
total number required, salary scheme, 
and job description. 
 

 ↓  

 
 
 

JS CONTRACTOR INC. 

 
 

SOURCING  
OF QUALIFIED CANDIDATES 

 
[ 10 - 20 working days ] 

 

 
• JSCI Data Bank 
• Place the approved advertisement 

to widely circulated newspaper 
• Field Recruitment 
 

 ↓ 
 

 
 
 
 
 

JS CONTRACTOR INC. 

 
 
 

PRELIMINARY 
INTERVIEW 

 
 
 

[ 10 - 20  working days ]  

 
• Checks/verifies applicants 

documents 
• Pre-qualifies applicants skills and  

qualifications 
• Commends selected candidates 

for line-up 
• Prepares list of pre-selected 

Qualified candidates to be 
        Forwarded to the Principal 
        for final selection 
 

 ↓ 
 

 
PRINCIPAL, 

JS CONTRACTOR INC., 
& 

WORKER 
 

 
 

TRADE TEST  
 
 

 
 
Principal’s option to determine actual 
skills and proficiency. 

 ↓ 
 

  A   

   

 
 
 
 
 
 
 
 
 
 



 
page 2.../recruitment procedure 

   

  A   

 ↓  

 
 
 
 

PRINCIPAL 

 
 
 
 

FINAL  
SELECTION 

 
 
 

 
• Principal advises JSCI the 

confirmed date of interview 
through fax. 

• Principal conducts final interview 
of candidates 

• Principal finalizes list of approved 
candidates to be signed by the 
Principal and JSCI.  

• Or advise JSCI through fax the 
final selected workers. 

 

 ↓ 
 

 
 
 
 

JS CONTRACTOR INC. 
& 

WORKER 

 
 
 
 

PRELIMINARY BRIEFING 
& 

FINAL JOB CONFIRMATION 
 
 

[ One (1) day ] 

JSCI conducts preliminary briefing to 
approved candidates regarding the 
following: 
• Basic Salary 
• Terms & Condition of Contract 
• Guide to Filipinos working with 

PRINCIPAL Job Site 
• Documentation/Processing 

Procedure 
• Visa & documentation 

requirements 
 
Workers will signs Job Confirmation 
and issues Medical Referral Slip. 
 

 ↓ 
 

 
 

WORKER 

 
MEDICAL 

EXAMINATION 
 
 

[ 4 - 10 working days ] 
 

 
 
Undergo medical examination jointly 
prescribed by POEA . 
 

 ↓ 
 

 
 

WORKER 

 
SUBMISSION OF  

VISA & DOCUMENTATION 
REQUIREMENTS 

 
[ 2 - 5 working days ] 

 

 
• Passport 
• NBI Clearance 
• Medical Certificates 
• Accounting Clearance 
 

   
 

 
 
 
 

 
 
 


