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COVER LETTER

Purchasing Department
University of Central Florida
12479 Research Parkway, Bldg. 600
Orlando, FL 32826
Dear Sirs:
Re: ITN - #1602JCSA – Temporary Labor Services
GDKN Corporation, a certified Minority Business Enterprise with NMSDC’s local chapter, FSMSDC,
is pleased to submit its response to ITN - #1602JCSA – Temporary Labor Services. GDKN is a full
service staffing firm with over twenty three years of experience in the industry. Currently, we
serve several government agencies and fortune 500 companies providing services similar in scope
of the services outlined in ITN - #1602JCSA. We have a management, sales and recruiting team
of highly qualified, dedicated professionals who have the combined business domain expertise
and experience required to effectively work with the University of Central Florida (UCF) to
successfully deliver temporary labor services on time and within budget. Our proposal will clearly
demonstrate that we have extensive and directly relevant experience in successfully delivering
temporary labor services to our clients.
In particular, we would like to highlight the following points:
 The core members of our proposed support team have worked together in successfully
delivering labor services similar in scope of this RFP, to our other clients such as, but not
limited to: Broward College, School of Broward County, Miami Dade College, Broward
Sherriff’s Office, Miami Dade (several agencies), Florida Department of Correction, Florida
Department of Transportation, Miami Beach, Florida Power and Light, Nextera, Tyco, ADT
Security Services, Motorola, Honeywell, Verizon, Schlumberger, etc.
 Our proposed Point of Contact (POC), for UCF, has extensive experience in managing very
large temporary services projects similar in scope of this RFP. In addition, he has extensive
experience in leading all phases of the staffing services life cycle and is particularly adept
in facilitating and leading resource need gathering to delivering the right resources within
given time line and budget. With the proposed POC’s combined management, technical
and staffing subject matter expertise, we are confident that he will lead the proposed team
in delivering paramount quality services to the UCF.
 In this proposal, we have analyzed and presented methodically, our processes, support
infrastructure and tools, developed by GDKN such as our state -of the-art recruitment
lifecycle management system - RCRMS. This will be used to jumpstart the delivery of
staffing services and allow GDKN and the UCF to be productive immediately, right from the
beginning of the effort.
GDKN is very excited about the opportunity to provide these very important services to the UCF
and we are confident that we will successfully deliver unparalleled quality of services to the
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university.
We understand that our clients have several choices in today’s competitive
marketplace and we thank you, our potential client, for considering us. Should you have any
questions regarding this proposal, please feel free to contact me at 954-985-6650, Ext. 206. My
email address is: dharris-gill@gdkn.com.
Sincerely,
GDKN Corporation

Donna Harris-Gill
Donna Harris-Gill
Director, Global Staffing Operations
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A. EXPERIENCE AND QUALIFICATIONS OF PROPOSER

OVERVIEW OF COMPANY
GDKN is a full service staffing firm with a reputation for quality, superior technical skills, and proven
customer service oriented results. Our mission is to understand our clients' business needs and
their industry. GDKN has been providing the highest quality of integrated, full lifecycle staffing
services since 1993, across a broad range of business and technical platforms.
GDKN is a process oriented firm and we have its own in-house IT team supporting its processes
by developing solutions that have made us a top tier firm. Each and every business process is well
documented and there is set protocol for each business unit. Additionally, with the aid of the IT
team GDKN has automated most of its day to day tasks thereby reducing the possibility of human
errors. We utilize check lists for all the processes that have yet to be automated. We believe that
typically the temporary staffing function from the client’s perspective has the following key
components:
-

Customer Support
Recruiting
Payroll
Employee Support
Invoicing

GDKN provides a climate where employees are continually developing their skills and are
committed to meeting and exceeding client expectations. We invest a significant portion of our
gross income on training our employees to continually improve efficiency and productivity while
maintaining the professionalism required for conducting business in a competitive marketplace.
This enables the employees to stay abreast with the latest technologies and new developments.
Our employees are on the high end of the spectrum with respect to their compensation while our
service delivery costs are at the low end. This enables us to deliver top quality of services at very
competitive prices. We believe that our employees are our most important assets and back that
up with excellent compensation package and benefits.
VISION
We believe in focusing on building strong individual client relationships. Therefore, the
value that we place on our relationship is a priority. We are large enough to provide variety
and timely services that our clients need and small enough to provide the personal detailed
attention and commitment required for the best quality. Additionally, GDKN is large
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enough to provide our consultants with superior benefits and training opportunities, and
small enough to stay close to their projects and personal goals. GDKN’s perspective places
tremendous value on our long-term relationships with our clients and the quality of the
service that we provide to them.
COMMITMENT TO QUALITY
At GDKN we believe that the quality of our people speaks for itself. Our extensive recruiting
and interviewing process ensures that our consultants are “cream of the crop”. When
GDKN provides our clients with quality people, this automatically generates requests for
additional quality people. As a result 75% of our business is repeat business and often turns
into long-term assignments. Satisfied clients such as these are the reason why quality is
our number one concern.
SERVICE
When GDKN was founded in 1993, it was built upon a philosophy that true success
manifests itself in meaningful relationships. At GDKN, we believe that relationships that
are built on mutual trust are the relationships that last. It is this long-term philosophy that
generates an attitude of service towards our clients. This mind-set is prevalent all the way
from our president and management team to our consultants. Service means that we
maintain a professional and friendly demeanor even under adverse circumstances. Service
means that we listen carefully to our customers and pay close attention to details. Service
means that customer satisfaction is always GDKN’s top priority.
KEY STRENGTHS
The fact that we provide staffing services to government and Fortune 500 clients drive our
policy for hiring the Account Executives. All of our Account Executives have a very good
understanding of the skill-set our clients require, and are trained on a regular basis to keep
them abreast with the latest developments in the marketplace. These Account Executives
will from time to time come up with creative suggestions to assist our clients to be at the
forefront.
GDKN’S PHILOSOPHY
GDKN works with each individual client to define the issues and then develop and
implement the right solution. Our strength lies in our ability to architect solutions to
address our client's business needs. GDKN's has the philosophy of looking at the big picture
and maintaining a long-term perspective. The “Service” attitude is embedded in the culture
of the organization.
GDKN's management team comprises of seasoned professionals with each business-unit
head possessing over 23 years of experience in their areas of expertise.
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Our Corporate philosophy, which helps us serve our clients with the utmost dedication and
devotion, is as follows:
“Nothing in the world can take the place of persistence.
Talent will not; nothing is more common than
unsuccessful men with talent.
Genius will not; unrewarded genius is almost a proverb.
Education will not; the world is full of educated derelicts.
Persistence and determination alone are omnipotent.”
-

Calvin Coolidge

KEY DIFFERENTIATORS THAT PLACE GDKN AHEAD OF ITS COMPETITION
What makes us different is that we find it extremely important to meet and exceed our client’s
expectations. We do that by investing significant portions of our gross income on training of our
employees so as to improve efficiency and productivity.
STRENGTH OF RESOURCE DATABASE
GDKN has an internal resource database comprised of over 500,000 qualified candidate resumes.
Our internal resource database enables recruiters to think outside of the box and look for qualified
candidates for our client needs.
PRE-QUALIFICATION OF CANDIDATES
At GDKN, we have teams of Recruiters and Sourcing Analysts made up of highly experienced
technical and functional experts to ensure the quality of our candidates meet our client needs.
Upon receipt of client job requirements, our sourcing analyst conducts extensive candidate
searches comprised of using social media, our proprietary database, candidate referral generation,
open web and job boards.
Our Recruiters stringently review the resumes to find the perfect match for our clients’ needs.
From there they prescreen the candidates for technical qualifications, communications skills,
compensation requirements and other pertinent job details. This model of combining our Sourcing
Analysts and Recruiters into one team allows us to significantly speed up our candidate selection
process without sacrificing quality.
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COMPREHENSIVE IN-DEPTH APPROACH
At GDKN we take the time to understand your in-depth project needs, challenges, constraints, and
expectations. We assign a project team to assist you which is comprised of an Account Manager,
Sourcing Analysts, and Recruiters.
This team will insure that all of your needs are being met and because they will be specializing
efforts specific to your needs, they will quickly become subject matter experts on your
organization. Our job does not end when we find the perfect resources and they start working.
We stay actively engaged throughout the project to insure your expectations and deliverables are
being achieved.
VALUE BASED BILLING
Our value based billing is one combination of following parameters: Client resource needs, market
rates for desired labor category and skill level, desired team composition, and duration of project
engagement. GDKN team members perform a subject analysis of four parameters and then arrive
at multiple and realistic options to implement value based billing.
COMPLIANCE & VALIDATION MANAGEMENT
To ensure compliance with terms and conditions of the contract and to exceed customer SLAs, we
have a dedicated team of GDKN Personnel’s performing standard & customized tasks during
specific phases of sourcing life cycle to eliminate the possibility of non-compliance with client
contract terms and GDKN’s internal processes. Apart from compliance management with the
client contract terms, GDKN’s activities are 100% compliant with the state and federal laws.
INNOVATION
Our innovative culture, technology and processes allow us to routinely exceed clients'
expectations. We strive to constantly improve ourselves, making our employees more productive
and efficient, so as to serve the needs of our clients and enable them to be successful.
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FINANCIAL INFORMATION
Size of Organization: 380 employees
Number of years is business: 23
FINANCIAL STATEMENTS - 2015
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THREE ACCOUNTS SERVICED WITH SIMILAR NEEDS AS UCF
Three accounts with similar needs to the UCF that GDKN has provided temporary services labor
are:

NAME

ADDRESS

SERVICES RENDERED &
Duration
Broward
6400 NW 6th Way
Temporary labor
College
Fort Lauderdale
services for IT and nonFlorida 33309
IT job categories
2009 - Current
Broward School 7720 West Oakland Temporary labor
Board
Park Blvd., Suite 323, services for Technical ,
Sunrise, FL 33351
non-Technical and
Professional Staffing
2010 - Current
Allegis – end
Juno Beach
Permanent and
client Nextera
temporary labor
Energy/FPL
services for
management and nonmanagement positions.
2008 - Current

CONTACT
Dora Dixon
Telephone: 954-201-7566
Email:ddixon2@broward.edu
Myra Burden
Telephone: 754-321-0375
Email: myra.burden
@browardschools.com
Sheree Smiley
Telephone: 561-694-4317
Email:Sheree.Smiley@fpl.com
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B. PROJECT STAFF QUALIFICATION/EXPERIENCE
We outline below the team that will be assigned to UCF’s Temporary Labor Services project.
The team members who will work on this project have many years of experience combined,
working in the staffing industry. Below is a breakdown of the roles and responsibilities for each
person.
Recruiting and Sourcing Teams
Name:

Leslie Pavao

Title:

Director, Global Staffing Solutions

Address:

1779 North University Drive, Suite 102, Pembroke Pines, FL
33024

Work Phone:

(954) 985-6650 x 250 ; Toll Free (877) GET-GDKN x 250

Email address:

Lpavao@gdkn.com

Experience & Qualification

Leslie has over 10 years experience in the staffing industry
and has been with the company for over 2 years. With
Leslie’s combined management, technical and staffing subject
matter expertise, we are confident that she will lead the
proposed team in delivering paramount quality services to
UCF in a timely manner. Leslie brought to the position a
wealth of management experience and has managed staff
augmentation projects similar in scope to the services
outlined in 160JCSA.
Leslie has a Bachelors Degree in Psychology
Training/Certification
-ASA – Technical Services Certified
-Nextlevel Management Training
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Name:

Donna Harris-Gill

Title:

Director, Global Staffing Operations

Address:

1779 North University Drive, Suite 102, Pembroke Pines, FL
33024

Work Phone:

(954) 985-6650 x 206 ; Toll Free (877) GET-GDKN x 206

Email address:

Dharris-gill@gdkn.com

Experience & Qualification

Donna has over 8 years experience in the staffing industry.
Over the years, she has successfully managed many
temporary Labor Services projects similar in scope to the
services outlined in RFP# 1602JCSA. She has extensive
experience in leading all phases of the staffing services life
cycle and is particularly adept in facilitating and leading
resource need gathering to delivering the right resources
within given time line and budget. Donna has been with
GDKN for over 8 years.
Donna has a Masters in Business Administration and a
Bachelor’s in Management.
Training/Certification
-ASA Certified Staffing Professional
- Management Training for the Recruiting Industry
-Nextlevel Management Training

The Recruiting and Sourcing Teams under Leslie Pavao and Donna Harris-Gill’s leadership will:
- Ensure that qualified candidates for the Information Technology Staff Augmentation Services
are provided in a timely and cost effective manner for UCF at their at their required locations.
- Work with UCF to get clarification on any requirement for which additional information is
needed.
- Ensure that all potential temporary workers are properly prepped prior to an interview.
- Replace, within 48 hours of notification, at no expense to the client any temporary worker that
is not performing satisfactorily.
- Take job orders and probe effectively for details of job descriptions from clients.
- Present job opportunities to qualified candidates.
- Screen, test, interview and match candidates to clients’ hiring needs.
- Obtain, review and input completed forms from each candidate into an applicant tracking
system.

16

-

Conduct quality control checks with clients/candidates.

Sales Team
The Sales Team under Raymond Rodriguez’s leadership will :
- Be Single Point Of Contact for the UCF project
-

Provide supervision/monitoring of assigned temporary staff as
necessary
Handle temporary staff disputes as necessary
Ensure that all of the DMS’s needs for resources are met within the
timeline provided and within budget.
Build ongoing loyalty and relationships with clients/candidates.
Participate in job fairs as is needed.

Name:

Raymond Rodriguez

Title:

Senior Accounting Manager

Address:

1779 North University Drive, Suite 102, Pembroke Pines, FL
33024

Work Phone:

(954) 985-6650 x 224 ; Toll Free (877) GET-GDKN x 224

Email address:

rrodriguez@gdkn.com

Experience

Raymond has over 10 years experience in the staffing
industry and has been with the company for over 3 years

Payroll and Accounting Teams

Payroll and Accounting under Andrea Hazle’s and Gaurav Dhir’s leadership the team will:
- Provide reporting information that may become necessary during the contract term, including
but not limited to: wage reports, history of wage increases, monthly and annual reporting
requests, etc.
- Perform administration and maintenance of all employment and payroll records, payroll
processing, remittance of payroll and taxes, including the provision of payroll time sheets,
checks, and delivery of checks.
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-

Provide login details to all temporary workers for input of their time in Time Management
System.
- Ensure that invoices are accurate and are submitted within the required time frame.
- Ensure that all supporting documentation that justify prices for all services invoiced, are kept
for at least five (5) years after completion of a contract.
Name:
Andrea Hazle
Title:

Senior Payroll Manager

Address:

1779 North University Drive, Suite 102, Pembroke Pines, FL
33024

Work Phone:

(954) 985-6650 x 223 ; Toll Free (877) GET-GDKN x 223

Email address:

ahazle@gdkn.com

Experience

Andrea has over 20 years experience in payroll and accounting
services. She has been with GDKN for 2 years.

Name:

Gaurav Dhir

Title:

Senior Accounting Manager – Payables and Receivables

Address:

1779 North University Drive, Suite 102, Pembroke Pines, FL
33024

Work Phone:

(954) 985-6650 x 416 ; Toll Free (877) GET-GDKN x 416

Email address:

gdhir@gdkn.com

Experience

Gaurav has over 8 years experience in payroll and accounting
services. He has been with GDKN for over 2 years.

HR/Quality Assurance Teams – Legal Compliance
The HR and Quality Assurance teams under Ed Altom’s leadership will provide the following
services to each employee assigned to the various state departments:
- E-Verify each employee to verify their employment eligibility.
- Provide services including but not limited to hiring, firing, counseling, reprimands, and
absences.
- Provide follow-up service to ensure that all temporary staff is performing satisfactorily.
- Provide notification of temporary staff leave/projected absences to Program Manager.
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-

-

-

-

Drug Test each employee – 5 or 10 panel dependent on the request of the DMS.
Conduct Level 2 screenings which will include fingerprinting of individuals and submission of
the fingerprints through the Florida Department of Law Enforcement (FDLE) for a local, state
and National Crime Information Center (NCIC) check of law enforcement records through the
Federal Bureau of Investigation (FBI).
The HR team will ensure that candidates who have criminal histories, are under criminal
investigation or become the subject of a criminal investigation for any disqualifying offense,
including, but not limited to, theft, fraud, forgery, embezzlement, crimes of violence or any
similar offenses, are not approved to start an assignment under this contract. Also, candidates
whose screening results indicate convictions of disqualifying offenses will not be allowed to
start an assignment. This includes individuals who plea or pled nolo contendere or no contest
to disqualifying offenses.
Ensure that each temporary staff completes and signs non-disclosure and confidentiality
agreements (if necessary) prohibiting the temporary worker from sharing GDKN and its client
’s proprietary information with any third party.
Provide an orientation of GDKN benefits, procedures and philosophy as outlined in the GDKN
Handbook. Benefits include access to health, dental, and life insurance and GDKN’s 401K plan.
Ensure that the state department’s mandated forms, if any, are presented and duly signed by
all temporary workers prior to start of their assignments.
Provide policy and procedure orientation to new temporary workers, as deem necessary by
the state department.
Coordinate direct deposit of temporary workers’ pay, at no cost to them.
Handle legal and corporate compliance

PROFILES/RESUMES OF INDIVIDUALS THAT WILL HAVE DIRECT ROLE IN PERFORMANCE AND
SUPERVISION OF THE ENGAGEMENT:

Leslie Pavao – Director, Global Staffing Services
AREAS OF EXPERTISE
Team Leadership and Building • Workforce Planning • Social Media Recruiting • Staffing
Program Development and Best Practices • Sourcing, Interviewing and Selection Process
Design and Implementation. • Vendor and Agency Relationship Management • Global Talent
Acquisition • Employment Branding & Marketing • Client Relationship Management and
Negotiation • Staff Augmentation • Reporting and Metrics • Recruitment/Sourcing
Management • On-boarding • Training and Development • Applicant Tracking System (ATS)
Selection Implementation/Integration • Requisition & Offer Management • Candidate
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Management • Assessment Tool Selection and Implementation • High Volume Recruiting •
Employee Referral Program Development & Implementation • Immigration (Visa and Green
Card Processing) • Benefits Administration and Management • HR Compliance Management
• Employee Relations • Compensation Management • Risk Management • RPO Development
and Deployment • Offshore Recruitment Center Development and Management

PROFESSIONAL EXPERIENCE
03/14 – Present – Director, Global Staffing Services – GDKN Corporation

10/12 – 03/14 – Staffing Director, TechLink Systems, Inc.






Hired to concurrently re-build the northern California operations and grow the India
operations.
Responsible for developing recruiting strategies for contingent staffing, RPO, and
managed services projects.
At TechLink he Grew Bangalore India location from 7 people to 22 and the northern
California location from 3 to 9 while simultaneously rebuilding our account base from
nearly ground-up.
Act as subject matter expert for global staffing, off-shore recruitment and sourcing,
and RPO.
P&L responsibility for both cost centers.

7/12 – 9/12, Senior Manager, Global Talent Acquisition, Pro Unlimited



Responsible for managing all corporate hiring globally for PRO Unlimited and its
subsidiary RightSourcing.
Responsible for managing RightSourcing’s contingent staffing team which supported
the RightSourcing client base nationally.
 Acted as subject matter expert in supporting PRO’s sales team for RPO pricing,
program design, and deployment as needed.
 Migrated RightSourcing’s contingent hiring ATS from MaxHire to Sendouts
(selection, implementation, data integrity, training, administration).
 Worked with executive team and senior managers to overcome roadblocks and
improve hiring effectiveness.
 Transitioned the recruiting function/team from supporting PRO nationally to
supporting both PRO and RightSourcing globally.

20

3/11 – 7/12, Senior Director of Recruiting, Tealeaf Technology – San Francisco, CA.












Responsible for managing all corporate hiring throughout North America and
EMEA.
Responsible for overseeing HR compliance, immigration, benefits, and
compensation.
Manage Recruiters, Sourcers, HR Generalist, and HR Administrator.
Implemented Taleo as an ATS and integrated it with our corporate website and
popular social networking sites including LinkedIn and Facebook.
Developed campus recruiting program from scratch.
Reduced cost per hire by nearly 200%.
Reduced time to fill by over 300%
Reduced dependency on outside vendors from 1 in 3 hires in 2010 to 1 in 11 hires
in 2011.
Built sourcing/recruiting infrastructure from ground-up (tools, strategy, etc.).
Manage internal and external employee referral programs.
Developed a social recruiting program from scratch.

12/09 – 3/11, Vice President of Staffing, Metabyte Inc. – Fremont, CA.






Responsible for building and managing a global staffing infrastructure and
recruiting teams in the United States and India.
Doubled staff size with a continued projected growth rate of approximately 50%
for the 2011 calendar year.
Developed and manage staffing reports and metrics.
Metabyte tripled its revenue run-rate during my tenure.
Represent Metabyte as subject matter expert on staffing/hiring as a public speaker
and panelist at various industry events.

12/01-12/09, TechLink Systems, Inc. – San Francisco, CA.
6/04 – 12/09, Regional Vice President







Responsible for overseeing the western region for TechLink Systems comprising of
offices in San Francisco, Chicago and Los Angeles.
Total Regional revenue was between 20M and 25M annually.
Instrumental in having TechLink recognized as an INC 500 company in 2006 and
2007
Managed Branch and Division Managers and teams of up to 50 people.
Built an HR Services division from ground-up which had review approaching 1M
within the first year.
Represented TechLink as a founding member of the Supplier Advisory Board for
Manpower Corporation for 2 years, a first of its kind advisory board focusing on
staffing industry best practices and trends.
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12/01 – 6/04 Branch Director







Responsible for managing all operational aspects of the San Francisco Branch.
Re-built all aspects of account management and recruiting in order to position the
company to be successful in a changing industry landscape.
Generated a 300% revenue increase in the first 12 months.
Instrumental in TechLink becoming the 19th fastest growing company in the bay
area in 2002 (San Francisco Business Times) and one of the top 100 fastest growing
minority owned businesses in California.
Top Sales producer in 2002, 2003, and 2004 at TechLink, responsible for over 70%
of the sales review generated by the San Francisco branch.
Hired and managed a staff of up to 20 employees.

1/01-12/01, Recruiting Manager, Covalent Technologies – San Francisco, CA.








Responsible for managing all corporate hiring including the recruiting team and
external vendors.
Developed recruiting strategies, processes and procedures.
Negotiated vendor contracts and created official vendor list.
Managed, organized, and attended job fairs and recruiting networking events.
Managed internal and external employee referral programs.
Worked closely with executive staff and hiring managers to meet hiring
targets/needs.
Developed interview training curriculum and conducted interview training classes.

6/00-1/01, Staffing Manager, Synapta Inc. (a subsidiary of Attachmate) – Palo Alto,CA.










Re-vamped the recruiting organization and recruiting processes from the ground
up.
Launched extremely successful recruiting campaign including television, radio,
print, and web advertising.
Managed a team of Recruiters, Sourcers, and Coordinators.
Implemented and managed performance management process for the recruiting
team.
Negotiated all vendor contracts and created official vendor list.
Managed, organized, and attended job fairs and recruiting networking events.
Managed internal and external employee referral programs.
Worked with executive staff and hiring managers to access hiring targets/needs
and resource allocations.
Conducted interview training and managed the interview process.
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Managed all immigration cases for the organization.

6/99-6/00, Recruiting Manager, Vividence Corporation – San Mateo, CA.












Built the recruiting department from ground-up for this Kliener Perkins Caufield &
Byers and Sequoia funded Internet start-up.
Assisted in building an HR infrastructure and migrating out of TriNet.
Managed internal recruiting team and external staffing agencies.
Evaluated and implemented recruiting search tools.
Negotiated all vendor contracts and created official vendor list.
Managed, organized, and attended job fairs and recruiting networking events.
Developed a campus recruiting program from scratch.
Managed internal and external employee referral programs.
Managed all immigration cases for the organization.
Implemented and managed resume database.
Responsible for building Vividence from 20 employees to over 100 employees.

EDUCATION


California State University, Bachelors - Psychology

Donna Harris-Gill – Director, Global Staffing Operations
Donna Harris-Gill is a results-oriented, strategic staffing manager with a proven ability to hire,
train and mentor staff while working a full time desk concurrently, combining both recruiting and
other project management activities.
Ms. Harris-Gill has been working with GDKN Corporation for the past 8 years. Her major
responsibilities include:
 Management of the recruiting operations division which includes managing the full life cycle
of the recruiting process from training and managing recruiters through to ensuring that the
highest quality customer standards are achieved.
 Managing daily recruiting operations and a team of recruiters
 Establishing excellent professional working relationships with clients
 Reviewing and analyzing open requirements and ensuring that delivery of service meets the
clients’ expectations
 Coordinating specific branding/sourcing strategies tools based on geographic locations
 Creating e-networking/social networking process to increase the candidate funnel
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 Communicating with clients to resolve issues
 Maintaining daily reporting with staff and clients
 Ongoing development of training material and updating of GDKN’s computer based training
 Continuous evaluation and development of staff
Prior to joining GDKN, Miss Harris-Gill had responsibilities for management of operations, human
resources, recruiting, training and development, in her previous roles.
Accomplishments
 Development of Computer Based Training at GDKN Corp.
 Training and development of staff
 Implementation of operational controls
 Development of psychometric testing for senior management staff
 Rolled out of strategic plan for fourteen business units which increased company’s
efficiency
 Development of logistics flow for Supply Chain Department
 Developed metric reports from Salesforce for the Sales team
 Preparation of responses to several RFPs that have won awards
Work History
 GDKN Corporation
 Concord Camera Corporation
 Cable & Wireless
Academic Background
 Masters in Business Administration
 Bachelor of Science – Management

Guarav Dhir
Guarav has been the Senior Accounting Manager at GDKN since 2014. He has 8 years of
accounting experience with expertise in full-charge accounting and tax preparation. He
currently holds a Bachelors of Science Degree in Accounting and is on route to complete his
Master’s with concentration in Public Accounting. The Master’s program is geared to prepare
Mr. Dhir for the career as a Certified Public Accountant. As of 2012 Guarav has been
qualified by the Florida Board of Accountancy to sit for the CPA examination.
In 2005 Mr. Dhir was employed at Gordon L. Schwieger, CPA as an accounting apprentice. He
was mentored and trained by Gordon L. Schwieger who has more than 40 years of public
accountancy experience. After 2 years of training, Mr. Guarav was promoted to Staff
Accountant providing support to clients in all areas of financial recording and reporting, and
tax planning and preparation. As a Staff Accountant Mr. Dhir managed several client
accounts, assisting with the preparation of tax and accounting reporting requirements for
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corporations, partnerships and not-for profits, according to Generally Accepted Accounting
Principles and current IRS tax regulations. Mr. Guarav was a Staff Accountant to Gordon L.
Schwieger, CPA for over 6 years.
In 2014, GDKN Corporation acquired Guarav Dhir to manage and expand its accounting
department. As the Senior Accounting Manager, Mr. Dhir has worked closely with
Executive Management to develop policies and procedures to improve the overall work
flow of transactions to properly record and report necessary financial statements. Mr. Dhir
has led his team to successfully accomplish a significant reduction in the number of days
outstanding as well as accounts receivable turnover ratios. Mr. Dhir is also in charge of
supervising the accounting department for the Canadian Branch with GDKN.
Education
Bachelor’s Degree in Business

Andrea Hazle – Senior Payroll Manager
 Over 20 years combined experience working in the Accounting Field, and strong
leadership qualities with the ability to communicate effectively.
 Excellent internal and external customer relations with outstanding problem-solving
abilities and a proven team member with a willingness to learn new important skills.
 Holds a Bachelor’s of Accounting and Management.
 Proficient in QuickBooks Pro, QuickBooks Suite, TOPS and Peachtree. Microsoft Word,
Excel PowerPoint, Outlook, Microsoft Windows and Microsoft Office, and ADP Payroll.
 Processed Payroll from ADP Report to QuickBooks Pro.
 Managed all facets of the accounts payable process reviewing all purchase orders,
invoices, receiving documents and account for any discrepancies.
 Ability to work in a dynamic, high energy work environment.

EDUCATION

Florida Atlantic University, Boca Raton, FL

2010

Bachelors in Accounting and Management

Broward Community College, Pembroke Pines, FL
2013
Bachelors of Science in Paralegal
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EXPERIENCE

June 2015 to Present

GDKN Corporation, Pembroke Pines, FL
Senior Global Accounting Manager
Supervise and train staff Accounting Staff on various
responsibilities by providing direction and leadership.
 Develop departmental policies and procedures.
 Review and post all payments entries and reconciliations.
 Oversee Account Payable and general ledger accounts daily
and monthly.
 Determine and implement more efficient and effective
practices.
 Participate in year end and interim audits.
 Special projects as assigned.
 Manage all aspects of the AP and AR functions.
 Ensure accuracy and integrity of accounts.
 Perform monthly credit card reconciliations
 Responsible for the completing and processing of monthly,
quarterly and annual sales tax returns for all entities local and
International.
 Strong knowledge of credits and debits, and understanding
every aspect.
 Ability to work on various assignments simultaneously
 Knowledge of policies and practices involved in the human
resources function
 Ability to manage a staff in a positive and productive manner
by motivating, developing and managing employees as they
work.
 Ability to utilize and administer the disciplinary action process
through coaching and counseling to improve performance or
terminate employment
 Ability to communicate tactfully, verbally and in writing with
department heads, managers, coworkers and vendors to
resolve problems and negotiate resolutions

August 2014 to

The Hackett Group, Miami, FL

January 2015

Payroll Administrator/ Senior Staff Accountant
Process payroll and maintain payroll records as required.
Interface and review transactions to payroll system such as
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new hire, termination, leave of absence, benefits deductions,
garnishments, salary changes , vacation balance bank updates,
expense reimbursements.
Prepare severance calculations.
Process manual payroll calculations (on both a gross and net
basis) and manual payroll checks.
complete integrity audit reviews of the payroll system to
PeopleSoft and Mercer systems.
Prepare and record all payroll entries and accruals in general
ledger.
Complete month-end general ledger balance sheet
reconciliations.
Work with payroll provider for resolution of letters received
from State Taxes filing agencies.
Create and cancel American Express corporate credit cards for
newly hired and terminated employees.
Review signed client contracts and documents for new project
set-up.
Work with operations and finance team in resolution of missing
document information.
Post final completed document.

April 2013 to

American Management Group, Pembroke Pines, FL

May 2014

Staff Accountant
Reconcile corporate credit card and Bank Accounts and other
entities.
Managed all facets of the accounts payable process by
reviewing all invoices to ensure requests are authorized,
allowable, properly coded and have proper supporting
documentation.
Maintains filing system of vendors' accounts payable and
accounts receivables.
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Process monthly billing and initiate ACH payments.
Managed accounts receivable by coordinating with property
managers and accounts payable representatives to ensure
payments are made within terms.
Review contracts monthly to ensure accuracy for billing
Processed Bank deposits electronically.
1099 Reporting
Work closely with Payroll to bill and reconcile any payroll
discrepancies
Monthly reconciliation of all health benefits for approximately
150 employees
Prepare weekly cash flow report to aid cash management
Answers accounting procedure questions by researching and
interpreting accounting policy and regulations
Work closely with internal and external parties to resolving
accounting issues
Processed accounts receivable for all associations includes
adjustments, cash receipts from lockboxes and manual
payments are posted correctly
Responsible for taking action for collection accounts that
become past due, choose the best option for collection
Maintain electronic accounts receivable customer files and
records
Performed administrative duties researching discrepancies,
reviewing customer accounts and contacting customers
February 2006 to
April 2013

On Rite Company, Inc., Fort Lauderdale, FL
Staff Accountant
Provide accounting leadership; support to CPA Firm. Maintain
integrity, confidentiality, dependability and perform all
Accounts Payable duties and mirrored Accounting Manager
duties
Assist Accounting Manager with the day-to-day, monthly and
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year-end operations of the Account Department
Perform the processing and recording of accounts payable
transactions 2000+ vendors; review all invoices code, all
purchase orders, receiving and shipping documents
Process expense reports and staff reimbursements are paid
accurately and in accordance with Accounting policies and
procedure
Assist Accounting Manager in all budget preparation input and
balancing
Process monthly closing and prepare budget for various
departments
Audit preparation: work papers, document and support
Reconciling monthly bank and credit card statements
Perform the processing benefits expense allocations, monthly
accruals, amortization of prepaid expenses, fixed assets
depreciation and recording of adjustments and reclassification
of journal entries
Maintain good relationships with internal and external
vendors.
Oversaw and participated in quarterly Inventory and created
reports
Monthly reconciliation of all health benefits for approximately
100 employees
Processed Payroll from ADP Report to QuickBooks Pro
Review, reconcile and replenish petty cash as needed.
W-9 and 1099 Reporting
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C. OVERALL RESPONSIVENESS OF PROPOSAL TO SATISFY SCOPE/PROJECT APPROACH

GDKN can provide temporary labor services as described in the ITN with ease, as a result of its
experiences over the years providing similar services to its clients. We list below a sampling of the
positions that GDKN’s Recruiting Division has successfully staffed for some of its existing clients.
Financial and Accounting Resources such as Accounts Payable & Receivable Clerks, Financial
Accountants, Budget Analysts, General Accounts, Bookkeepers, Accounting and Auditing clerks
and Financial Administrators have been placed by GDKN at Broward College, Miami Dade, Florida
Power & Light, Honeywell, UPS, etc.
Administrative Resources such as Administrative Assistants, Receptionists, HR Assistants, General
Office, Data Entry Clerk, Stock Room Clerk, Administrative Clerk, and Facilities Assistants, have
been placed by GDKN at Broward College, Miami Dade County, Honeywell, Florida Power & Light,
Duke Energy, Office Depot, Florida Department of Corrections, Department of Children and
Families, State of Florida Department of Transportation, etc.
Light Industrial such as Assembly Operators, Packers, Machine Operators Warehouse Personnel,
Technicians, Material Handlers, Factory Technicians, Assemblers, Machinists, Mechanical
Maintenance, Machine Operators, Plumbers,
Carpenters, Painters,
A/C Mechanics
Groundskeepers and Janitorial. The staff have been placed by GDKN at City of Miami Beach, Miami
Dade County, Honeywell, Cargill, Ardent Mills, State of Florida, etc.
Procurement Resources & Professional Resources, such as but not limited to, Senior Buyers,
Buyers, Expediters, Purchasing Agents & Purchasing Assistants, Sales Representatives, Research
& Development Specialists, Marketing Co-ordinators, Environmental Specialists, Commodity
Managers have been place by GDKN at Honeywell, Office Depot, Nextera/FPL.
Technical Resources such as but not limited to: .NET Developers, System Software Programmer,
Technical Project Managers, Network Managers, Database Administrators, Network Operations
Analysts, Principal Software Engineers, Aero E&T Engineers, Electrical Engineers, Advanced
Manufacturing Engineers, Principal Engineers, Engineering Support, Technical Analysts,
Applications Programmers, SAP HR Training Manager, Design Specialists, Technical Writers and
Analysts, etc. These resources have been placed at Broward County Public Schools, Miami Dade
County Public Schools, Honeywell, FPL/Nextera, Duke Energy, Eversource, etc.
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RECRUITING, SELECTING, TRAINING AND EVALUATION
Outlined below is the proposed recruiting methodology to provide UCF with temporary staff
augmentation services.
EVALUATION/INTERVIEW/ACCEPTANCE PROCESS
If awarded the opportunity to serve UCF under ITN1602JCSA:
 GDKN’s team will meet with UCF to determine the requirements for each assignment.
 GDKN’s team will set-up interviews with UCF’s staff to evaluate the candidates’ level of
competency required for the assignment. Examples of tests conducted are as follows:
o Administration: typing speed and accuracy, business writing, data entry speed and
accuracy, e-mail etiquette, etc.
o Finance: cost accounting, accounts receivable and payable, payroll, advance
accounting, financial analysis, etc.
o Information Technology: various software applications tests
 GDKN’s team will perform professional reference checks on each individual professional.
 GDKN’s team will determine the potential candidates’ legal employment status/eligibility
and will ensure that only eligible individuals are forwarded to UCF.
 Prior to a candidate’s interview with UCF, GDKN’s team will submit a copy of the necessary
certification/licenses and/or degrees and a copy of each interviewee's resume that verifies
qualifications.
 GDKN’s team will facilitate screening of resumes with UCF and will schedule interviews
with UCF for qualified professionals presented by GDKN.
 GDKN understands and acknowledges that UCF reserves the right to accept or reject the
interviewee(s) for the proposed assignment based upon the result of the screening
process.
 GDKN will do Florida Department of Law Enforcement (FDLE) criminal background check
or any other type of background check process on temporary employees prior to the start
of their assignment. A copy will be provided to the UCF.
 GDKN’s team promises to ensure that temporary workers accepted by the UCF agree to
all the terms, conditions of employment with the UCF.

GDKN’S RECRUITMENT CYCLE INCLUDING RCRMS (HOME GROWN CUSTOM ATS)
Communication with the client is an extremely important ingredient in ensuring the success of our
relationship with our clients.
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At GDKN we listen, learn, and then co-create solutions to our customers’ needs. GDKN solves client
problems through a durable infrastructure and powerful methodologies. We deliver profitable
results that accelerate our clients' competitive advantage.
Communication is the key to success. It is imperative that the lines of communication are open
not only between GDKN and the client management but also with the representatives of the enduser-community. The use of project methodologies, and associated checklists ensures duediligence on the part of the GDKN team members and ensures that all the t’s are crossed and i’s
are dotted.
If in doubt about any of the customer recruitment needs we contact the responsible client
employee to seek clarification. We utilize a template to ask questions from the customer about
the resource they seek. Some of the example questions in the template are:
 Skill set sought
 Business Area expertise sought
 Knowledge of tools sought
 Communication skill level required
 Required Vs Desired skills etc……
This helps us in narrowing down our search criteria to deliver most accurate results. Once we
deliver the choices of potential candidate resumes, GDKN then communicates with the customer
manager to ensure that we are meeting their expectations. If there are any concerns at that point
we then document and act on resolving those concerns to deliver the right results to our
customers. Documentation is important every step of the way so that we avoid the same issues in
the future.
Communication with each of the stakeholder is maintained through periodic status meetings and
reports.
STEP BY STEP RECRUITING PROCESS:
We conduct a thorough screening upfront, to reduce the likelihood of errors. We list below the
steps that comprise our recruitment methodology.
THOROUGH REQUIREMENT ASSESSMENT
GDKN provides a single point of contact to each customer. Our Client Liaisons are very business
savvy and they have a very good understanding of the marketplace. They conduct an extensive
assessment of the client requirements by:
(a) reviewing the client requirements and then
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(b) by interviewing the client manager to better understand the project requirements, the work
environment, etc.
We list below some of the logical steps of our process
o Discuss and understand the resource requirements with client Manager
o Create a skills matrix by extracting the relevant information from the requirement
details received from UCF.
o Create a job description and add that to our proprietary home grown Order
Management System (see an example below)

SEARCH FOR THE RIGHT CANDIDATE
The above assessment process provides our recruiters with all the information they need to start
searching for the right candidate. GDKN’s recruiters gather the information provided by its clients
and start the search for the best candidate, to fit the client’s requirements.
At GDKN we use state of the art techniques to search for the candidates. GDKN has a proprietary
state-of-the-art recruiting software application and an in-house top-of the line successful,
recruiting division with access to several job-boards such as Monster, Dice, Hotjobs, CareerBuilder,
The Ladders, Beyond.com etc. GDKN also utilizes government unemployment agencies such as
Workforce One, Craig’s List, social networking sites such as Linked-In, Facebook, Twitter, etc. In
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addition, GDKN has state-of-the- art Business Intelligence (BI) tools which have the ability to datamine resources from its internal databases with close to one million resumes. This provides
efficient and effective resume search and improves efficiency in recruiting by increasing our
recruiters’ ability to quickly find qualified candidates. The BI tools enable significant reduction in
sourcing time by eliminating/ reducing ‘false positives’, resulting in truly qualified candidates
quickly. The BI tools also enable our recruiters to move beyond key word search and identify
talent based on what the candidates are capable of doing, not just the words they place in their
resumes/profiles.
GDKN’s recruiters also use its proprietary state-of-the-art web-based recruiting software
application which allows them to track the client-needs and candidates for those needs. They also
use this system for planning and managing their day-to-day tasks to ensure the process of
recruitment for client-needs runs smoothly. Management reports available through this system
allow the Recruiting Manager to be on top of all the recruiters and ensure that nothing falls
through the cracks.
This proprietary management system is maintained by in-house technical support at GDKN and
enhancements are made, as the market evolves to improve the processes and ensure that our
clients are served in the best possible way.
Advertisements in the trade publications, Job fairs, flyers and our business alliances all over the
country are some of the other ways that are used to look for the perfect fit for every client
requirement. All in all we do not leave any stone unturned.
All in all we do not leave any stone unturned.
PRE-SCREENING
Once the candidates are identified, GDKN’s Recruiters then conduct a pre-screening to ensure that
each candidate meets the minimum proficiency necessary for the client requirement in the areas
of work experience, education and training. This may include online skills assessment testing. A
check list of suggested questions is then utilized for this effort. We pre-qualify candidates by
doing:
• Thorough review of their resumes to ensure that the candidates’ skills match the job
description from client
• Education validation
• Communication skills check
• Review of work history
• Environment fit checks
• Personality and integrity assessment
• Prescreening on a candidate’s ability to pass drug and background checks
• Skills assessment testing
• Reference checks – all candidates are referenced checked prior to submittal to a client
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Screenings are done over the phone, via go-to meeting and skype and in-person.

E-CONSENT, FINALIZE INITIAL AGREEMENT WITH THE CONSULTANT
Candidate that makes it out successfully from the above screening process is then sent an
Electronic Consent From (a web-link is sent). The candidate then logs-in and signs the Consent
Form in compliance with the ESIGN Act and UETA, where we capture and record the Timestamp,
Physical Location and IP Address of the candidate. This electronically signed consent form provides
us the candidate’s authorization to present their resume to UCF and proceed to the next steps in
our screening process.
Before presenting the candidate to our clients, this consent form enables us to finalize the
negotiations, and ensures that the candidate understands client’s benefits, compensation plan,
philosophy etc. We realize that effective communication with both our candidates and our clients
is the key to a successful business relationship.
SKILLS TESTING AND ASSESSMENT
Each individual candidate is required to go through a skills assessment process. This assessment
ranges from online testing for more technically demanding positions to typing speed tests,
computer skills test, phone interviews for other positions. We have several proprietary online
testing tools available to us that are used to conduct these test, such as ‘Prove-it’ testing. The
tests are done in the various job areas such as Administration, Finance, Information Technology.
CLIENT INTERVIEWS
We arrange candidate interviews directly with the client’s personnel once we have accomplished
a positive evaluation of the candidate. An initial phone interview is typically arranged, followed by
a face-to-face interview if required.
FINAL SCREENING PROCESS
GDKN is a drug free and safe (crime free) workplace. We take safety of our employees and our
clients VERY SERIOUSLY. Hence, we conduct the following checks as a part of our pre-hire
process:






Three References (minimum)
Thorough Background Check (7 Year)
FDLE Background Check
Drug Screen
Employment Eligibility Verification (E-Verify)
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These checks can be altered to suit the needs of UCF.
Process Flow of the Recruiting Cycle at GDKN
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ORIENTATION OF NEW EMPLOYEES

Coordinating an orientation program for new employees (also referred to as onboarding) is an
important step to help introduce new employees to our team, familiarize them with the
workplace, and create a positive first impression. Employee orientation helps to increase
retention and enhance employee productivity.
Below is our New Employee Orientation Checklist:
CHECKLIST - ORIENTATION FOR NEW EMPLOYEES

INTRODUCTION TO THE COMPANY
_______Welcome
_______ Description of the company:
 Mission, Vision, Philosophy
 Hours of Operation
 The importance of quality service
 Goals
 Organizational Structure

POLICIES AND PROCEDURES
_______Explain dress code
_______Ensure that biometrics is done and employee knows how to sign in and out of the
building
_______Review amount of sick time, holiday time, personal time and vacation time as
applicable
_______Review of Benefits – 401K, Health, Dental, other applicable insurance
_______Explain out of office procedures – who to call if unable to attend work
_______Explain time off request procedure
_______Explain rules on personal telephone use
_______Review disciplinary guidelines
_______Review teamwork policy
_______Review Employee Performance Appraisal system
_______Ensure that employee acknowledges receipt of Employee Handbook
The employment handbook is attached under separate cover.
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SUPERVISORY PLAN
We share with you some of our internal processes and procedures. At GDKN the supervisory
plan comprises of following 4 components:





Reward good performance
Proactively identify the problem and take appropriate action
Progressive discipline
Just cause self audit

REWARD GOOD PERFORMANCE
We believe that rewarding top performers not only is the right thing to do but it makes business
sense. Rewarding good performance encourages others to learn from the example of the
successful employees. It’s not only an incentive to the employee receiving the reward to keep up
the good work they do but, also an incentive for others to achieve the same level of performance.
We have set procedures and measurement metrics for our in-house employees. We will be glad
to work with the UCF managers to develop a similar program for the temporary staff at their
facilities.
PROACTIVELY IDENTIFY THE PROBLEM AND TAKE APPROPRIATE ACTION
When facing a performance discrepancy (a gap between expectations and actual performance)
we ensure that employees have:
1. The performance standards the training the direction, and
2. The feedback to do the job before moving to disciplinary actions.
We create a Performance Improvement Plan if we feel additional information is necessary in any
of these four areas. If we feel confident that we have provided each of these opportunities to our
employees, then we have addressed our supervisory responsibilities. If a performance discrepancy
still exists with a particular employee we:
1.
2.
3.
4.
5.
6.

Make it explicitly clear to the employee what is expected
Repeat the performance standards to the employee
Enforce the performance standards
Document the performance discrepancy and actions we have taken, and then
Begin the Progressive Discipline Process
Apply the standards of Just Cause.
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Each situation can be classified in one of the category most similar to the problem :









Missed deadlines
Attendance-related issues (unscheduled absences, excessive absences, tardiness)
Poor quality work
Inappropriate behavior
Insubordination
Not doing enough work
Personality conflicts
Rule Violation (dress codes, call-in procedures, break-times, departmental policy
violations, using phone inappropriately, etc).

PROGRESSIVE DISCIPLINE
We adopt a progressive discipline approach towards employees that violate GDKN’s policies.
Progressive discipline is the process of using increasingly severe steps or measures when an
employee fails to correct a problem after being given a reasonable opportunity to do so. The
underlying principle of sound progressive discipline is to use the least severe action that we believe
is necessary to correct the undesirable situation. We increase the severity of the action only if the
condition is not corrected.
Some guidelines we take into consideration are:
 Thoroughly investigate the situation which includes obtaining the employee's explanation
or response prior to administering discipline.
 Document the process and results of our investigation.
 It is acceptable to repeat a step if we feel that it will correct the problem. This may be the
case if some time has passed since it was last necessary to address the issue and the
situation has only recently reappeared. Or perhaps, the employee misunderstood or we
feel there is value in doing it again in a clearer fashion. If repeating the step works, the
situation has been resolved without escalating it unnecessarily. However, we remain aware
that an employee may be led to believe that nothing worse will happen if we continually
repeat a step. If repeating a step does not resolve the problem, we can then move on to a
higher step.
 The goal is to modify the unacceptable behavior or improve the performance. The goal is
not to punish the employee but to more strongly alert the employee of the need to correct
the problem.
 There is no rigid set of steps nor is there an inflexible rule that all steps must be followed
before terminating an employee. The circumstances of each case and our judgment as to
the least severe action that is necessary to correct the situation will help determine which
step to use.
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Early, less stringent, measures are skipped for serious offenses such as theft, fighting, drug
or alcohol use or sale. All steps are typically used for attendance or general work
performance problems.
While usually unnecessary, it is acceptable to have a witness or note taker present when
meeting with the employee during the progressive discipline process. Our witness/note
taker should never be a peer of the employee. GDKN’s policy permits the employee to have
a witness if he or she wishes.
Human Resources is available for consultation at any step of the process, but it is especially
important at the steps of suspension and termination.

Essential elements of each progressive discipline step
Disciplinary actions are often overturned completely or reduced to a lesser level when any of the
essential elements of progressive discipline are missing.
 The employee is explicitly informed of the unacceptable behavior or performance and is
given specific work-related examples. It is not sufficient to assume that the employee
knows what the problem is.
 Explaining acceptable behavior or performance standards and give the employee
reasonable time to comply. This may be a longer time frame if a skill needs to be learned
or a shorter time frame if it is a behavior to be changed.
 The employee is informed of the consequences of failing to comply. This is not a threat,
rather it gives the employee reasonable expectations of the consequences if change does
not occur.
These three essential elements need to be present at each step of progressive discipline and are
discussed prior to taking disciplinary action.
Typical progressive disciplinary steps :
Counseling/ Verbal Warning
Written warning
Termination/Dismissal
Counseling/ Verbal Warning
Counseling is usually the initial step.
 We conduct the whole counseling session in a "low-key" manner. We are friendly, yet firm.
 This discussion is done in private. We tell the employee the purpose for the discussion.
Identify the problem.
 We try not to be mechanical or read from a piece of paper. We have documentation
available to serve as a basis for the discussion.
 We seek the input from the employee about the cause of the problem.
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Where possible we jointly identify a solution to the problem; otherwise, we identify your
desired solution.
 We clarify the employee's understanding of our expectations concerning the situation.
 We let the employee know that possible disciplinary action may follow if the problem is
not corrected.
 We try to get a commitment from the employee to resolve the problem.
 We schedule follow up with the employee. Provide feedback. Let the employee know how
he/she is progressing on solving the problem.
Considerations:
Counseling sessions are used to bring a problem to the attention of the employee before it
becomes so serious that it has to become part of a written warning and placed in the employee's
file.
The purpose of this discussion is to alleviate any misunderstandings and clarify the direction for
necessary and successful correction. Most "discipline" problems are solved at this stage.
If some progress is seen, this counseling step can be repeated to allow the employee full
opportunity to correct the problem.
It is not necessary to document the counseling session as it is considered an informal step in
progressive discipline. However, a brief statement confirming the subject matter discussed and
the agreed upon course of action to correct the problem can be noted in a short memo to the
employee.
Written warning
 We initiate this step by repeating the process used in the counseling step, i.e., talking
before preparing any written action.
 After this discussion, we prepare the written warning. Build in information, responses, and
commitments made in the discussion.
 The written warning will have three parts:
o A statement about the past, reviewing the employee's history with respect to the
problem.
o A statement about the present, describing the who, what, when, etc. of the current
situation, including the employee's explanation.
o A statement of the future, describing our expectations and the consequences of
continued failure.
 The warning is addressed to the employee.
 This step may be repeated with stronger consequence statements. Examples range from a
statement that failure to correct this situation "may lead to further disciplinary action" to
a statement that "this is a final warning and failure to correct the problem will lead to
discharge."
Termination
 This is the last step of GDKN’s progressive discipline system and is used when earlier steps
have not produced the needed results.
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A discussion with the employee must occur before a final determination is reached. We
inform the employee about the nature of the problem. See sequence described under
counseling.
The employee must be given an opportunity to explain his or her action and to provide
information.
If the employee takes this opportunity, we must investigate where appropriate and give
consideration to the information provided.
A written notice of termination is prepared after the discussion and consideration of all
available information.

JUST CAUSE SELF AUDIT
GDKN's personnel policies provide that employees will only be disciplined for just cause.
Establishing just cause means; having legitimate reason to invoke formal discipline. Disciplinary
actions are frequently overturned completely or reduced to a lesser level if even one of these
elements does not exist. However, there are occasional situations in which such serious issues
arise that termination is merited.
A self-audit to determine if just cause exists
We adopt the method of answering yes or no to each question on the audit. A "yes" response to
all seven questions indicates that just cause for discipline does likely exist, however just cause may
occasionally exist even if fewer than all seven are answered in the affirmative.
1. Adequate warning
Did the employee know or should the employee have known that the behavior
could result in disciplinary action?
2. Reasonable, related rules
Was the rule or order reasonable, safe, and related to GDKN’s needs?
3. Fair investigation
Did we conduct a thorough investigation of the facts and circumstances--including
the employee's explanation and/or evidence--prior to administering
discipline? Was the investigation conducted in a timely, fair and objective
manner?
4. Substantial proof
Is there substantial proof for our case?
5. Equitable treatment and past practice
Have the rules, orders, and penalties been consistently applied to this and other
employees in the past?
6. Appropriateness of discipline
Was the discipline related to the seriousness of the offense, to the employee's
record, and to the employee's level of responsibility within GDKN?
7. Meeting with the employee
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Was the employee provided an opportunity to be heard, to present evidence, give
statements, etc.? In cases of termination or other loss of pay situations, this
opportunity is required prior to taking action.

EMPLOYEE TRAINING PROGRAMS

As a potential client most firms will tell you what they can do for you. How do we actually do it is
the unique insight into our operations.
At GDKN we provide a climate where employees are continually developing their skills and are
committed to meeting, and exceeding client expectations. We invest a significant portion of our
gross income on training our employees to continually improve efficiency and productivity while
maintaining the professionalism required for conducting business in a competitive marketplace.
This enables the employees to stay abreast with the latest technologies and new developments.
In order to ensure that our employees are equipped to meet the challenges of the changing times
GDKN has instituted an R&D team of excellence that is constantly researching to find effective and
efficient ways to perform day to day tasks. This team then makes recommendations that are
reviewed by our senior management team. Once approved, our Training Development Analysts
develop WBTs and other training material to prepare our teams to use the new methods while
our IT team prepares to deploy the same into our production environment.
We provide below screenshots of such a WBT for our proprietary RCRMS. New versions of this
WBT are available every 3-4 months. As a result of our continuous training programs GDKN has
been able to continually improve its processes and enhance the delivery to our clients. Moreover,
this keeps our staff motivated thus allowing us to maintain a low attrition rate.
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AVAILABILITY OF PERSONNEL
GDKN has over 500,000 qualified candidates in its database for all job categories. As a result we
are able to provide qualified resources to our clients at very short notice.
Longer lead time would be required for the more technical requirements.

RESPONSE TIME
Within the first 2 hours of GDKN receiving the recruitment request following steps will be
completed:
REQUEST REVIEW
GDKN’s internal review of the Job Description received from UCF will be conducted by our
recruiting team
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DOUBTS - CLARIFICATION
If in doubt about any of the specifics of the need we will contact the responsible UCF employee to
seek clarification. We utilize a template to ask questions from the customer about the resource
they seek. Some of the example questions in the template are:
 Skill set sought
 Business Area expertise sought
 Knowledge of tools sought
 Communication skill level required
 Required vs Desired skills etc……
Within the next 2 hours
SKILLS MATRIX DEVELOPMENT
If there are no doubts or once all the doubts are cleared up, we will develop a Skills Matrix

ADD TO RCRMS AND GDKN.COM
Once the above steps are completed we will then add the request in our internal Work
Management/Applicant Tracking System RCRMS. This will immediately make the requirement
description available on our website.

ASSIGN, POST AND MATCH
o This request is then assigned to relevant recruiting personnel. Our highly
trained Recruiters then search our internal proprietary RCRMS database,
and various premium “members only”, web based search engines
o RCRMS sends out the job requirements via emails and fax to our industry
contacts for referrals including our current employee base
o We utilize the trade journals and print media for sourcing these candidates
o If it is a very difficult to find skill set then our technical recruiters make a
determination and we may use radio ads etc.
Based on the response from the above effort the following takes place in next 20 hours
PROCESS THE RESPONSE
The response from the above effort is then processed where we perform (as described earlier in the
“Recruiting Procedures” section) :
 Pre-Screening, Customer Service Screening, Technical Screening etc.
 Electronic Consent Signing
 Presentation of resumes to UCF’s Hiring Manager
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UCF INTERVIEWS
Based on the time it takes for UCF’s hiring managers to review the resumes presented by GDKN,
and the response received, rest of the process moves accordingly.

GDKN’s fill rate percentage is 80% and lead time to get an employee to work is 3-5 days from
the time an offer is made.
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OTHER INFORMATION
GDKN is a certified MBE. Below is copy of the certificate
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GDKN is ISO 9001-2008 certified. Below is copy of the certificate.
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