
EMPLOYMENT – APPLICANT SCREENING AND HIRE PROCESS

Thank you for considering Harbin Clinic as a potential employer.  We appreciate the time you have taken to submit 
an application and to complete our screening interview process.  

If you are selected as a final candidate you will need to successfully complete our pre-employment  reference check 
process before a conditional offer of employment can be extended to you.  If a conditional offer of employment  is 
extended to you and you accept, you will then proceed to our post-offer criminal background check process.  

After successfully passing the criminal background check a post-offer employment physical will be arranged for 
you at no cost and a hire date will be established.  All hire dates are contingent upon successfully passing our Drug 
Screen (offers are rescinded if you fail to pass the drug screen).  

All offers of employment  and scheduling of all pre and post  employment screening processes, up to and including 
scheduling a date of hire, must be approved and extended by a representative of the Human Resources Department.

Please keep in mind that you will be required to provide the following specific information and complete all of the 
steps outlined below for our hiring process to be considered complete.  All offers of employment  are contingent 
upon successfully completing all of these steps and providing all required documents.

STEP 1:  INFORMATION YOU MUST PROVIDE FOR INITIAL CONSIDERATION:

Completed Electronic Application and Assessment Test

Go to:  www.harbinclinic.com
Click on “Employment”
Click on “Staff Opportunties”
Scroll down to end of job listing and click button to “Apply Online”

Write down and retain your User ID and Password so that you may access your application in the 
future to update or make changes as needed

STEP 2:   INFORMATION YOU WILL BE ASKED TO  PROVIDE AT TIME OF SCREENING 
INTERVIEW: (you will be asked to update your application  if any pertinent information is 
missing before further consideration can be given to your application)

 Clarification of Employment History and References

 Verification of education/licensure required to perform position (this applies to any position 
requiring specific education, licensure, or certification/registration, e.g., RN, LPN, Medical 
Assistant, etc.)
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STEP 3: INFORMATION YOU MUST PROVIDE AT TIME OF EMPLOYMENT PHYSICAL:  (see 
map provided to direct you to each location you will visit to complete the Employment Physical 
process on the day of your appointment)

Document:               P r o v i d e 
to:   

First Stop:               Employee Health

Release for Drug Screening                   
   (will be provided for you to sign on the day of your drug screen)

Current Immunization History                
    
    Immunization records to include two MMRs (measles, mumps and rubella); 
    vaccine/disease history for Hepatitis B; Tetanus,Varicella (chicken pox) and 
    TB; if you test positive for TB then bring most recent chest x-ray with you.  
    Records can be obtained from the Health Department of the County in which 
    you were born (those born before 1957 who are unable to provide immunization 
    records will be evaluated by the Employee Health Nurse for potential immunity 
    and/or need for titers to determine immunity)

NOTE:     Please bring with you all medications you are currently taking or have 
     taken in the last 30 (thirty) days.
 
 

Second (Last) Stop:              Human Resources

Employee ID and Education/Skills Verification
                
   Social Security Card (original)  - must be provided to begin 
employment     
   Drivers License (original)
   Photo (will be taken at Human Resources for Employee ID 
Badge)      
   Diploma, Licensure, Certification/Registration (if not provided at Step 2)
   Specialty Training Certification (if required for position), e.g., 
      CPR, ACLS, BCLS, PALS, ONC, Conscious Sedation, etc. 

SEE MAP TO EACH LOCATION – ADDRESS AND PHONE NUMBERS LISTED
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