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STANDARD OPERATING PROCEDURE FOR CONDUCTING
CAMPUS PLACEMENT DRIVES

Start

Receive the Job Description from the prospective Company

Yes

Forward JO to the eligible students, trainers, and faculties through announcements and electronic media like
Emails, SMS, Facebook, whatsapp etc

Share the Customized training Schedule followed by conduction of training classes and assessments by
concerned trainers for the eligible students in specific placement drives

Ensure necessary arrangements like venue, Hospitality, transport, documentation etc. followed by

conducting placement process and share feedback with trainers.

• Result announcement by the company
• Receive offer letters/LOIs from the company
• Share a copy of offer letter/Lf)l with the placed students and their parents

and submit their acceptance to the company
• Ensure successful joining of the placed students
• Ensure salary paid the joined students

Compilation of all records
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