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Staffing agency
post the

internship  
opportunity on

the
college/university
career platform
and posts to the
V-TOP website  
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STAFFING AGENCY 
STEP BY STEP EMPLOYER
PROCESS FOR FIRST TIME

APPLICANTS

Staffing agency  
prescreens the

employer
(location of the
business, # of

employees, etc.)

Employer receives
notification of eligibility

via email from the
staffing agency

Staffing agency
screens and

notifies employer
of potential
candidate(s)

Employer interviews and
makes the final decision
on the selection of the

candidate(s) 

Employer must complete four (2,
3, 6, and 7) of the “Developing
an Internship” modules:
https://virginiatop.org/course-
catalog/ 

Employer participates in the job
description development
process with the staffing

agency

Staffing agency
schedules  a

meeting with the
employer to begin

the recruitment
process

V-TOP conducts an
initial business

verification of the
employer (if eligible-
refers to the staffing

agency)  

10
Staffing agency

completes the new
hire onboarding

process


