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MANPOWER SERVICES REQUEST FORM

Employer Details  
Name of the Company / Employer ______________________________

Physical Address___________________________

Postal address__________________________________

Tel   Office _ _____________________________________ 
        Mobile____________________________________
Email address_______________________________

Contact Person______________________________ Designation_____________________________

The Job(s)

Position(s) to be filled________________________________________

Nature of employment _______________________________________

(Permanent, contract, casual, independent contractor on commission basis)

Job location_________________________________________________

Earliest start date_____________________________________________

Latest start date_______________________________________________

The candidate(s)

Qualification required_________________________________________

Work experience needed_____________________________________

_____________________________________________________________

Age or gender preference? ____________________________________________

Any special requirements________________________________________________

Nationality preference__________________________________________________

Remuneration package
Gross monthly Salary __________________________________

Allowances_________________________________

Other benefits__________________________________

Manpower service required

Please indicate as appropriate

1. Interviewing, Short listing and recommendation of  suitable candidates for your final interview__________
2. Interviewing and recommendation of selected candidates for employment._________________________
3. Scheduling a Skype interview ____________________________________________________________
Recruitment services payment options

(a) 100% by employer, 0% employee ( of one month gross salary of the employee)

(b) 50% by employer , 50% employee ( of one month gross salary)
1. For special employer requests such as head-hunting, special talent search or employee(s) required to work outside their country of residence,  we recommend option (a)
2. For option b, employers deduct the appropriate amounts from employee’s salary and remit to us. 

3. If you already have your own applicants and only need our service in screening and short-listing them, our fee is 50% of the candidate(s) monthly gross salary.
Other terms & conditions 
1. 25% on selecting the candidate and balance (75%) within 1 month of the candidate’s commencement of work.
2. No charges if you don’t employ any of the candidates we short-list for you

3. You cannot go back and contact the candidate directly once you have rejected him / her.

4. You cannot use our contacts / resources to get you additional staff without reference to us.

5. We give an initial guarantee of a 3-month probation period for which we make a free replacement if the candidate leaves before the 3 months are over, or dismissed due to gross misconduct or if you are dissatisfied with performance.

I hereby certify that I understand the information provided above and wish to proceed with the engagement. I also certify that the information I have provided above is true to the best of my knowledge

Name ____________________________
Designation___________________________

Signature__________________________
Date______________________________

Company stamp __________________________



�





Southgate Centre,  2nd Floor, Suite 11


Mkoma Road , Nairobi – South B  


P.o Box 8139-00100                                         Mobile    +254 724 551 998


Tel. +254 20 55 24 62                                       Email: info@invetrackconsulting.com


Website: � HYPERLINK "http://www.invetrackconsulting.com" �www.invetrackconsulting.com�                                


                                                                  









