
EMI CMG Employee Guide to Job Posting during April 2008 Restructure

Eligibility: Employees are eligible to apply for a posted positions if they:
· Have a satisfactory performance and attendance record.
· Meet minimum qualification as listed in the position posting.
· Have a minimum of 12 months continuous service with the company (including 6 months in current position.)*

*Note: minimum service eligibility requirements will be waived for individuals in eliminated positions.

Method of Posting:  CMG has always balanced the business need with the fundamental approach to consider internal candidates and promote from within whenever possible. Especially during the restructure, the posting process must be responsive to the current business conditions. Therefore, certain positions may not be posted. 

· Hiring managers may request an exception to posting a position in order to avoid an “artificial posting” that would be inconsistent with our commitment to candor and transparency. For example, an exception might be requested for a critical operational need or if a particular position requires unique qualifications currently held by an existing employee. Exceptions require joint approval of the Division Head and Erin Carter, VP HR.

· Job openings will be listed on the Company’s intranet site. Each job posting will contain the position title, department and a summary of principal duties, responsibilities, and minimum qualifications of the job. During the restructure, jobs will be posted for a minimum of 3 business days. As new jobs are posted HR will send an email alert to all employees.  
Posting Procedure: Qualified and eligible employees who wish to apply for a posted position should:
· Obtain and complete a 2008 Restructure Job Opportunity Form from the intranet or Human Resources. 
· Forward the completed Form to Debra Brown in Human Resources by the end of business on the closing date specified on the job posting.
· Individuals whose positions were eliminated may post for up to two positions for which they are qualified. As per our standard policy, individuals whose positions were not eliminated, but would like to take this opportunity to post for a position, are limited to one position.  
Interviewing:
· HR will review all postings for minimum qualifications and interview qualified candidates as applicable. Employees lacking the qualifications for the job will be notified.
· Those candidates selected for further consideration, will interview with the hiring manager. 
Decision Notification: The hiring manager or HR will notify the selected employee to make the job offer. All candidates interviewed will be notified of the final decision by either the hiring manager or HR. 

Transition timeline: Ideally, the successful candidate should transfer to the new position within two weeks of the job offer and acceptance. However, during the restructure period, impacted departments will set a transition and transfer timeline based on current business needs.
Compensation: Salary adjustments are not guaranteed in new positions.  Factors such as the position description, the employee’s qualifications and experience, current salary, overhead budget considerations, and EMI salary adjustment guidelines, restrictions and approvals must be considered
EMI CMG is an equal opportunity employer dedicated to non-discrimination based on race, color, creed, sex, religion, national origin, citizenship, age, sexual orientation, marital status, disability and any other basis prohibited by applicable laws.


