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1. [bookmark: _Toc351207867]Introduction
            
The H1B process is a part of the Staff Augmentation process. NST uses this process for hiring the skilled candidates from India under the payroll of their parent company i.e. SVAM International.


2. [bookmark: _Toc351207868]Entry Criteria
		
	It’s a continuous process.  


3. [bookmark: _Toc351207869]Tasks

[bookmark: _Toc351207870]3.1 Finding the Candidate
· Job Portals
· Job Postings / Advertisements
· References.

[bookmark: _Toc351207871]3.2 Interviewing the Candidate

Refer to Recruiters Questionnaire below.


			
	
[bookmark: _Toc351207872]3.3 Analysis of the Candidate and Resume 

The analysis of the candidate is done by the recruiter before the resume is submitted for further evaluation. This analysis is done on the basis of:

· Recruiters Questionnaire
· Refer to section 3.2.

· Fulfillment of Basics Requirements:
· Good Communication Skills
· Good English

· Educational Qualification and Technical Exposure.
· Experience – 3-4 Years Minimum
· Education – BE, MCA (16 years of formal education)
· On-Site / US clients exposure a must
· Good English & Communication Skills

[bookmark: _Toc351207873]3.4 Technical Evaluation 
	
· Telephonic Interview.
· Face to Face interview by Client’s team on their visit to India.
· The feedback shall be given in the form of the Interview feedback 	form.





    		

[bookmark: _Toc351207874]3.5 Selection of the Candidate

The Selected candidates are sent the offer letter and details via email by the HR Manager.

[bookmark: _Toc351207875]3.6 Submission of the Documents

The respective recruiter shall be responsible for the follow up of the required documents and forwarding it to the Technical Resource Manager. 
	
		3.6.1	Documentary Requirements
· Bond on Rs.100 Bond Papers for US Visa fees – Notarized year 
· Agreement on clients letterhead with $15k Bond
· H1b Statutory Docs

		3.6.2	Documents Needed for H1b Visa Petition:

		Refer to Document below i.e. Checklist for H1B petition.


				

[bookmark: _Toc351207876]3.7 Process after visa approval

The Process after the Visa approval shall be the responsibility of the Technical Resource Manager.

· Approval receipt @ NST through client
· Approval dispatch to candidates
· Candidates to take visa appointment
· Visa approval by consulate
· Request for resignation confirmation
· Scheduling of departure of visa ready candidates with client
· Request for air-tickets 
· Receipt of air tickets & advise of same to candidate
· Request for cab pickup at arrival airport
· Receipt of airport pickup & advice of same to candidate.
· Status Update.

4. [bookmark: _Toc351207877]Output

· Updated Paper work
· Approved H1B Visa
· Scheduled departure of the Candidate.


5. [bookmark: _Toc351207878]Exit Criteria                  

· Candidate successfully joins Client’s office in New York.
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Recruiters Questionaire (H1B)

		Name

		



		Age

		



		Passport Status

		



		Location

		



		Education

		



		Primary Skills

		



		Role

		



		Present Salary 


(INR)

		



		Required Salary (US$)

		



		Employment Summary




		



		Skill Summary



		



		Acceptance of Bond(Yes\No) 

		



		Acceptance of Employment Agreement (Yes\No))

		





Comments by Recruiter (If Any):-
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Interview Feed Back Form


		Interviewed By

		



		Arranged By

		



		Candidate Name 

		



		Total  Experience

		



		Telephone #

		



		Date /Time 

		



		Duration of call

		





		Skills

		Experience 

		Rating



		List skill here

		

		



		List Skill here

		

		



		List skills here

		

		



		Communications 

		

		



		Knowledge about Projects worked 

		

		



		Overall Experience

		

		





Notes


		



		



		



		





Recommendation: 


		



		



		



		





Notes: Rating on 1 to 10 Scale


Recommendations: Hire, Don't Hire, Request for Second Opinion 
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Document Checklist for H1B Visa Petition

		Name of the Documents




		Yes\No



		Photocopy of – Class X – certificate & mark sheet 




		



		· Photocopy of – Class XII – certificate & mark sheet 


· 

		



		Photocopy of - Consolidated mark sheet / Semester wise – Bachelors/Masters




		



		· Photocopy of - Degree certificate for all Bachelors/Masters.


· 

		



		· Photocopy of - Passport all pages ( Excluding blank pages )


· 

		



		· Photocopy of - Service/Experience certificates from the previous/present company .


· 

		



		Photocopy of - Letter of Offer/appointment from the present company as well as the previous ones.




		



		· Photocopy of - Company - ID Card ( If available )


· 

		



		Photocopy of - Any references from the project leader/project manager  - ( If available ).




		



		· Photocopy of - Any Merit or Award certificates 


· 

		



		Photocopy of – Any industrial certification




		



		Photocopy of - Old/Other - H1/L1/Visa Approval Documents (Approval (Notice of Action/I-797), Petition, LCA, Education Evaluation, Invitation letter from Client, Affidavit of Support Etc).




		



		Photocopy of – Last 3 months pay slip.




		



		Photocopy of – Driving license ( If available ).




		



		Photocopy of – Pan card ( If available ) .




		



		Photocopy of – Voters I-card ( If available ).




		



		Photocopy of – Last 3 years Form16 ( If available )




		



		Latest CV



		



		Bank Guarantee

		





Comments:-
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