Hire Someone

Follow these steps to notify Recruiting that your new hire has accepted the offer and is ready to move to onboarding.

1. For Team Leads change the status to Accepted Offer. For Shift Leads, Store and General Manager after the background
check Consent has been completed change the status to Background Check.
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2. Go to My Team > Team Information > My Team.
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3. Under Actions click on Hire Someone.
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4. Select your new hire name and click Next.

Hire an associate

Does this person have a candidate profile?™
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Select the candidate to bring in their information.
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5. Enter Hire Date (hire date must be within 3 days from start date). Hire Date must match with the 1-9 date in section 2. Click
Next.

Hire an Associate

Afteryou complete these steps, you'll submit this request to an HR practitionsr for review.
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6. The next page will automatically populate your new hire personal information, click NEXT. Do not enter additional
information unless is required.
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7. Select your new hire Job Title from the drop box below. The Work Location and I-9 will automatically populate. Click Next.
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8. Select Any Practitioner to notify Recruiting.
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Recruiting will be notified to assign the onboarding experience to your new hire. When the new hire completes all required tasks,
Recruiting will notify the hiring Manager to complete section 2 of the I-9 form. Your new hire can be put to work after receiving the
Welcome email below. Failure to start your new hire prior to this notification will result in disciplinary action up and including

termination.
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Welcome to the team, Justin!

Your manager will soon be in touch with you to schedule your first day at WhiteWaterl
Here are your login credentials to some of the apps we use at WhiteWater.

DRB Info

Reach out to the Recruiting Department if you have any questions at Recruiting@whitewatercw.com



