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Placements and The

Law

By Jeffrey G Allen, J.D., C.P.C

Your Agency Needs a Policy Manual Like This One
Okay, everyone…because you need this yesterday,
here’s a sample policy manual.
Whether it’s payment of commissions, conduct on
the job, or termination of employees, the law looks
to whether you provided sufficient notice to them of
what to expect. Only about 10% of the staffing offices
have a policy manual. It’s one of those low priority
“housekeeping” projects that never seems important
until you get nailed (or want to nail someone).
Unlike an employment agreement, a policy manual
covers general business operations. It states the
rules rather than specific rights and liabilities. A
good one can increase productivity, since everyone
knows where they stand.

1. Goal
The goal of (name of your business) is to
promptly, ethically and efficiently identify
and recruit qualified employees for clientemployers. Each person employed by us is
responsible for implementing this goal and
maintaining our favorable reputation among
clients, candidate and members of the public.
2. Office Relations
Co-workers should be treated with the
utmost respect and professional courtesy.
Since a significant amount of our business
is through a cooperative effort, we encourage
the exchange of job orders, resumes and other
placement information within the office.
Most of our business is done by phone, so
we are particularly careful to take detailed
messages for each other and ensure the call
is returned at the earliest opportunity.

What follows is a guideline to creating your own.
(cont’d on page 25)
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That’s not a problem until they start dinging candidates who have all the
core traits and skills, and some of the nice to haves, because they want
to wait for a candidate with just one more nice to have.

have one. Almost half of all advertised jobs for secretaries and admins
ask for a B.A. Yet, only 20% of current working secretaries and admins
have one.
“Even when the actual skills required haven’t changed or when this
makes the position harder to fill,” says the report, “employers are seeking
a bachelor’s degree for jobs that formerly required less education.”

manager wants a purple squirrel for a job being done perfectly well by
grey squirrels.
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• Executive Recruitment — 4th Q: $161.7 million
(+5.2%); Full year: $619.3 million (+4.8%). Fee
revenue increased in North America by $7.3
million, or 9.1% ($8.0 million, or 10.0% on a
constant currency basis).
• Futurestep — 4th Q: $45.2 million (+16.8%); Full
year: $171.6 million (+21.4%)
• Leadership And Talent Consulting — $72.8 million
(+10.1%); Full year: $267.1 million (+4.6%)

Indiana Staffing Agency Acquires Charlotte Firm
Indianapolis-based BCforward, an IT solutions and staffing corporation, purchased
Global Networkers Inc., an IT consulting firm in Charlotte, North Carolina.

graduates for jobs where the majority of those actually doing the job don’t
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Net income totaled $25.5 million in the fourth quarter, up 20.3% from $21.2 million, and $88.4 million for fiscal
2015, up 21.6% from $72.7 million in 2014.
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Korn/Ferry International finished its 2015 fiscal year with total revenue of $1.1 billion, 7% ahead of the $996
million in revenue the year before. The company’s fiscal year ends April 30.
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Global Networkers, whose business focuses on areas of financial services, technology,
industrial, consumer and technology-enabled business services, has become a unit of BCforward. BCforward
is the largest consulting and minority-owned staffing firm in Indiana with 5,000 employees.

People
Stephen Spagnuolo and Phoebe Henderson have joined
ZRG Partners in the executive search firm’s Cybersecurity,
Defense and Intelligence practice.
Spagnuolo, a US Naval Academy graduate
and former Marine Corps infantry captain,
will build the firm’s cybersecurity executive
search and advisory practice. Before joining
ZRG, he founded and was managing principal
of SASearch Advisors, a recruitment and strategic advisory
service in the area of global investment banking and security
issues. He will split time working out of ZRG’s Metro New
York and Washington, D.C. offices.
Henderson joined ZRG from NorthWind
Partners where she was a partner in the
Northern Virginia office. Prior to that,
Henderson was managing partner of
Benchmark Executive Search in Reston,
Virginia, and earlier was vice president of the executive
search firm Dahl-Morrow International. She is based in
ZRG’s Washington, D.C. office.

July 2015

3

Executive search firms employed 39,800 employees
in April, an increase of 3.1% over April 2014. The April
2015 is a preliminary count, subject to revision when
the May count is released July 2nd by the Bureau of
Labor Statistics.
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Ask Barb

against the unemployed was vetoed by the governor
in that state. Both New York City and Madison,
Wisconsin passed laws prohibiting employers

with

from discriminating against job applicants who

Barbara Bruno

are unemployed.

Dear Barbara:
How important is my LinkedIn profile when it comes to client development? I

Concerns of hiring authorities:
•

They Don’t Have to Hire the
Unemployed

think it’s more important for recruiters because I don’t see clients taking the time

Some employers argue that they have a
perfectly reasonable right to weed out the
unemployed and that it is just good business.

•

Dear Barbara:

How to Construct a LinkedIn Profile
That Sells

People who have lost jobs or have never been

to review my LinkedIn profile to determine if I’m a credible resource.
My LinkedIn profile is basically my resume, which doesn’t show why someone
should use me vs. my competition. It’s my face-to-face appointments that result
in landing new clients. My owner heard you at a conference and now wants us
all to update and revise our profiles. Does this refer to AE’s as well as recruiters?

hired are less qualified as a group than those

It’s getting more difficult than ever to surface top

Jonathan W. — Montreal, CA

who are currently working.

talent. Often I surface a qualified candidate who is
currently not working, but our clients refuse to interview

•

Job seekers who are out of the workforce for

Dear Jonathan:
I believe your entire social media presence impacts your ability to attract both

them. There are often good reasons why they are not

a significant period of time may also have

currently working and I was wondering if it is legal to

clients as well as candidates. Your LinkedIn profile should not just regurgitate your resume; it should be a mini

fallen behind in skills or current technology.

sales letter showing why clients should use you vs. your competition. Following are some tips I’ve been sharing

Job seekers want to earn more than their last

at conferences that can help you update your profile. LinkedIn also has a profile help page.

screen someone out just based on their current work

•

status. I also don’t understand our clients’ concerns.
These are people who had a good track record in
their past.

•

Rebecca W. — Detroit, MI

salary when in essence their current salary

PHOTO

Professional head and shoulder shot

level is zero.

HEADLINE

120 characters — should be keyword rich not your job title — What keywords

time, many job seekers are negative.

Dear Rebecca:

•

There are online job listings that will state “no

would your candidates search?

After being unemployed for a long period of

Some unemployed job seekers will take a

PROFILE

Edit your background

SUMMARY

2,000 characters — validate your expertise
Prepare this section in a Word document and copy and paste in summary

lesser job and then keep interviewing.

unemployed candidates will be considered.” Refusing

•

to hire people on the basis of race, religion, age or

•

companies that turn away jobless people as a group

• List links to website, to sign up

the first two lines

Employers often prefer to hire someone out of

or register

3. Who do you help

their competitors.

are generally not breaking the law, at least for now.

• Use bullet points

2. Talk about yourself in

with current references that can be checked.

disability, among other categories, is illegal. But

5. Call to action

1. First person is key

Someone currently working is a proven asset

• Add media, You Tube videos — add

4. WIIFM focused
Employers are also more likely to consider hiring

Ending discrimination against the unemployed

someone who is not currently working if they come

would most likely require new laws. In the states
many are starting to pull ahead of Washington. In

through their own efforts. When they are paying us

2011, New Jersey became the first state to adopt a

a fee, they want us to produce candidates they can’t

law making it illegal to post job listings that make

find who are working, but would make a change for

current employment a condition of applying or being

the right opportunity.

2,000 characters — not a copy of your resume — this should be a mini sales letter
1. Reiterate what you can do for whom

SKILLS

2. Call to action

50 Skills — 80 characters — Have individuals endorse your top 10 skills, keyword
phrases or areas of expertise

INTERESTS

1,000 characters — something about you — trigger common interests by adding
keywords with commas between words

Barbara J. Bruno, CPC, CTS

hired. Last year, a bill making it illegal to discriminate

EXPERIENCE

keywords to description

BONUS TIP

Shift F3 in the bar at the top — put in keywords and LinkedIn will highlight the
use of the words in your profile

Clients want us to produce candidates

they can’t find

July 2015
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SETTINGS

Uncheck the box — share viewers of this profile

Follow this advice and your LinkedIn profile will help you attract new clients who do review your LinkedIn
Profile when they are selecting resources for talent!
Barbara J. Bruno, CPC, CTS
(cont’d on page 6)
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(cont’d from page 5)

The 21 Day Production Plan

Step Two: Focus on booking sendouts. (Interview
between candidate and client – first interview.) The

Dear Barbara:

one easiest way to improve production is to schedule

I find it very hard to stay motivated daily when the

more sendouts each month.

majority of my day is spent leaving voicemails, not
getting returned calls, being rejected and not hitting my

Step Three: Write down the six things closest to

goals. The first two quarters of this year have not been

the money each evening before you leave work and

good and I don’t know how to get motivated enough to

commit to completing them the following day. Do this

turn this around. I’ve been doing this three years, and

consistently for 21 days. You will do this your entire

wonder if I’m getting burned out? I wanted to attend

career. Each month, add 10 planned outgoing calls

the CSP conference to hear you train, and my owner

until you have finally achieved your top six priorities

refused to pay for my registration. Any advice would

and 100% of the outgoing calls you will make

be greatly appreciated.

every day.
You can be controlled by incoming calls. If you do

Pam S.— Los Angeles, CA

not plan, you can be busy all day on urgent things,

Dear Pam:

but the important things won’t get done.

Motivation is something that has to come from
within you. If you doubled your income what would

Step Four: Track your stats and individual ratios.

that mean for you and the people you love? In this

You will then know exactly what results you need each

profession, that can happen, and only you can make

day to consistently achieve or surpass your goals.

it happen. There is no such thing as a three year burn

When you are hitting goals it’s easy to be motivated;

out unless you believe it to be true.

Gary Stauble’s
2-MINUTE
RECRUITING

7

Strategies
for Dealing
with HR

you are tested is when your production is flat.

You have to work on your attitude and expectations

Regarding the CSP conference, it’s often not a

and change the way you are working your desk. Here

good business decision for an owner to invest in an

are four changes I want to give you four changes I

employee who is not making them money and seems

want you to make starting now.

to have “checked out.” Follow my advice, improve your

Step One: Write down five non-negotiable goals you

attitude and efforts and I’ll more than likely see you

want to achieve by 12.31.15 in all areas of your life

at next year’s CSP conference! When you write your

with five dated action items. Post this list where you

goals for 2016 attending should be one of them. Ask

can see it as you work your desk. You can and will

your owner what you would have to do to “earn” a

achieve more success for your own reasons. When

registration to the conference.
Barbara J. Bruno, CPC, CTS

the action items are completed, you have achieved

TFL

each goal.

(back to TOC)

Barb Bruno, CPC, CTS, is one of the most trusted experts, speakers, and trainers in the staffing and
recruiting professions. If you want to receive free training articles from Barb, sign up for her NO BS Newsletter!
Barb has spent the last 20 years helping owners, managers, and recruiters increase their sales, profits, and
income. Her Top Producer Tutor web-based training program jumpstarts new hires and takes experienced
recruiters to their next level of production. If you’d like to contact Barb, call 219-663-9609 or email her at
support@staffingandrecruiting.com. If you enjoy Barb’s training, join her Premiere Coaching Club.

level openings, which are generally handled directly

If you are like most recruiters, human resources is
a department you enjoy dealing with about as much
as you do the IRS. In the best scenario, HR can play a
vital role as your ally in gaining valuable information
and moving the placement process along. The problem
often occurs when HR insists on being your only
point of contact. This constrictive relationship hurts
all parties: the candidate, the hiring manager and, of
course you, the recruiter.

by the decision-maker, and are often filled on a
retained basis.
So, what do you do if you get funneled to HR and are
forbidden to talk to the hiring authority?
Here’s the short answer: if it’s not likely to change
in the near future, don’t spend much of your valuable
time with a company like this. Are there exceptions?
Yes, but not often enough to invest the time with a

The motivation level of a good recruiter will fall to
zero for this client when he hears that he is stuck
working exclusively with HR. Now, he will only send
marginal people who happen to come across his desk
rather than conduct a serious search.

difficult, unproven client.
You can still send a resume here or there if you are
working with a competent HR person who can get
things done, but generally you are better off finding a
new client that will be more flexible.

Generally speaking, the bigger the company,
the greater the chance that you will be dealing
with increased red tape and HR bureaucracy. The
exception to this is if you are working on very senior

If you want to make an effort to work things out with
HR you do have some options. Below are some ideas
for cultivating a beneficial relationship:
(cont’d on page 8)
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(cont’d from page 7)

Target small to medium
size companies

Ask tough technical questions

Use the puppy dog close

6

Another approach would be to ask very specific,

People generally discuss the “puppy dog close” in relation to selling products, but the concept also

Most placements in our business happen with small

tough, technical questions of the HR person you are

applies when dealing with an HR rep who is trying to deny you access to the hiring authority. You’re

to medium sized companies. Smaller companies don’t

working with. If he or she cannot answer them, and

probably familiar with this concept but just in case, here’s a refresher that comes from a recent edition

usually have instant name recognition or a huge

starts squirming, you now have an excellent segue to

of Entrepreneur magazine:

internal recruiting machine, and will value your

say something like this:

“The puppy-dog close is one of the most powerful sales techniques ever invented (and it’s totally
based on customer experience). This is how it works:

expertise and advice more than a corporation that is

What we have found to be the most productive

a household name. These smaller companies haven’t

method of conducting a search is when we are

“A customer is in the pet store with a child who is begging for a puppy. Not at all sure this is such a

grown to a size where they have enough internal

able to work cooperatively with both HR and the

great idea, or perhaps not sure if this particular puppy is the right fit, the customer will not commit to

human resources support and are used to having

hiring authority. If we only work through HR,

the purchase. The savvy salesperson offers to let them take the

recruiters work directly with hiring authorities.

our effectiveness drops considerably because

small, and they do grow and create
new bureaucracy, you will be in a
better position to be grandfathered
in as the recruiter who is allowed to

Most
placements
are made
with SMBs

(based on your reputation and

say no to such a reasonable offer, especially with your child

rejected that we can use to hone in on

right there with those expectant eyes?

the best people.

“Of course, the child falls in love with the new pet, and there’s

Also, our credibility with candidates

no way the parent can return the dog to the store. Sold: one

we are recruiting drops considerably if

puppy. It’s that simple.”

we cannot answer any of their questions

So how does this method apply to dealing with an HR rep who is

about the process and the personality

preventing you from speaking directly with the hiring authority?

of the players involved. This affects the

history with the company).

When you make your case as to why you should have access, don’t

quality of people we are able to attract

Work on higher level assignments

for you. As you know, a big part of finding the

Much of the value that recruiters can provide is in

and personality and these are only gauged if we

right match are the ‘soft skills’ like chemistry

assessing soft skills that do not appear on a resume

have contact with the hiring authority.

and cannot be screened by an automated process.

Get underneath their resistance

These skills include leadership, boardroom presence,

ability to sell ideas, initiative, and project completion

Consider the Taoist concept that the river is mightier

skills. The likelihood of working directly with the

than the mountain. The idea is that rain eventually

hiring authority increases if you are working on

washes down the mountain into the river because it

positions requiring these skills.

gets lower than the mountain.

Don’t be afraid to get “underneath” HR in order to

Point out that candidate
quality drops without hiring
authority contact

achieve your purpose. Feed the ego; make your HR
contacts look good in front of their superiors; ask
how you can solve their problems. Make them feel

One thing to point out to HR is the fact that

respected so they can become an ally and an advocate

candidates will not take the position seriously if they

for you.

ask you to describe the manager’s personality and

Editor’s Note:

style and your response is, “I don’t know, I have no
direct contact with him.”

This hurts your ability to attract happily employed,
high caliber talent for the company.

July 2015

given if they decide they don’t wish to keep it. “How could you

a particular candidate did well or was
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work directly with hiring authorities

can be returned, no questions asked, and a refund cheerfully

we don’t have firsthand information as to why

An additional bonus is that if

you work with them when they are

puppy home for a few days, assuring the parent that the puppy

8

For more on the advantages of working with small
and mid-size companies, see Bob Marshall’s article
“When 28 Million Businesses Need Help, It’s Always
Urgent” in the May 2015 issue. Password required.
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ask for permanent access, ask for it simply on a trial basis. Reassure
the HR rep that if speaking to the hiring authority causes any issues,

7

you’ll revert back to the old way of doing things. This “let’s just try it
for a week” method works very well for this issue, and others as well.

Negotiate and build trust

make other similar concessions until you’ve gained

Tell HR that you want to work with them as a
partner and will not go behind their back, but that
you do need access to the hiring manager in order
to be effective. Say something like this, “We want to
become an extension of your department and make
your life easier.”

their trust.

If possible, meet the key players in HR in person or
take them to lunch to build rapport.

cooperative or are overly territorial, move on and find

If necessary, copy your HR contact on all emails
to the hiring authority to keep them in the loop or

partner. Do what you can to build a bridge but don’t

Final Thoughts
If HR is adamant that they do not want to have you
talk to the hiring authority, make them a source for
candidates and go find a better client. If they’re not
another company who will value you as a true search
settle for arm’s length relationships. TFL

(back to TOC)

Gary Stauble believes you should work hard and play harder. He assists owners and their teams in implementing
leading edge strategies that create the biggest impact with the minimum effective dose of effort. You can download
his complimentary report entitled “$1 Million Time Management” on his website. In the report, you’ll learn 9 time
management secrets of a $1 million producer. Get your complimentary copy now at www.TheRecruitingLab.com.
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Focus the Hiring Process by Preparing Your Client Well

By Terry Petra

not adequately equipped to make hiring

Properly preparing clients before every interview
provides you a timely opportunity to focus the process,

decisions based on both tactical and strategic

maintain control, and help ensure a successful

assessment techniques.

outcome. Unfortunately, most practitioners miss this

4. The candidate being interviewed does not have

opportunity because they either do not understand

to accept the position if it is offered.

how to execute appropriate client preparation or they

If these points look familiar, review last month’s

are fearful of their weak positioning.

article (“Are You Doing Enough to Prepare Your

The client preparation that is currently utilized

Candidate to Ace the Interview?”). In fact, if you utilize

throughout the industry generally fits somewhere

the approach outlined in that article, included in your

on a continuum that begins with merely sending a

client preparation should be a description of the areas

resume. As you move along the continuum, client

in which your candidate will be seeking information,

preparation becomes more comprehensive and may

i.e. the position, the performance standards that

include any or all of the following:

apply to the position, and what they should expect

• In-depth sharing of detailed information on the

while working for their direct manager. You should

candidate’s background, skills, experience, and

explain to your client the nature and scope of the

compensation history.

candidate’s preparation and why you have advised
them to specifically seek answers to questions

• Specifics about the candidate’s reasons

addressing those particular areas.

for change.
• An explanation as to “why” the candidate

Remember:

may be interested in the client’s employment

In order for the selection and hiring process to

opportunity.

achieve its objective, both the candidate and the

• Recommendations on how to approach the

client must make the right decision.

candidate during the interview in order to

A comprehensive approach to client preparation will

build their interest in working for the client.

help ensure this outcome, particularly, if it is focused

Although all of these areas should be covered during

on the process. Without repeating material that has

a comprehensive client preparation, there is also the

been covered in previous articles, we must stress

need to “focus the process” for the client. You will

the importance of properly completing the first three

understand the importance of this, if you agree with

steps in your client-centered process. Thoroughly

the following statements.

completing each of these steps is necessary prior to
establishing the selection and hiring process (see

1. Ultimately, the decision the client makes will

point three above).

have a greater impact on their life than it will

The key components of the selection and hiring

have on yours.

process that must be reinforced during client

2. The overall objective must be to ensure that

preparation include:

the candidate hired is best qualified to perform

1. The outcomes that must be produced by

successfully on the job, not necessarily the

the employee in order for them to achieve

candidate who does the best during

success in their new position. These must

the interviews.

be articulated in specific terms, including a

3. Most clients are not properly trained and do

realistic time frame. When, how, and by whom

not possess the skill necessary to conduct

will these outcomes be communicated during

effective interviews and, therefore, are

the hiring process?

July 2015
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2. The specific performance standards that
must be met by the new employee in order
for them to achieve success on the job. When,
how, and by whom will these standards be
communicated during the hiring process?

Top producers prep
the client as well
as the candidate

3. A review of the job related selection criteria
that must be met in order for a candidate to be
qualified to perform successfully on the job.

MisterCG / FreeDigitalPhotos.net

misstep by anyone involved in the process, at
any time during the process, could prove to
be devastating. In these uncertain economic
times, there is little margin for error.

4. Specifically, what will be covered at each
step in the process? What information will
be provided (when and by whom), and what
information will be expected in return?

8. Take the opportunity to strengthen your
position as the objective third party expert
on assessment techniques (which you should
be), process implementation, and outcome
resolution. This step is critical if you are to
maintain control of the process while helping
ensure a successful hiring decision.

5. In specific terms: who, how, and when
will they assess the candidate’s job related
qualifications? Develop with your client
the appropriate structure, strategies, and
techniques that will be utilized to accomplish
this phase of the process. The objective is to
ensure that what takes place is a proper job
related assessment of the candidate’s actual
qualification to perform successfully.

Obviously, if your positioning with the client is weak,
it will be difficult or near impossible to implement any
of the above. Nevertheless, in moving from average
to good and from good to great, our industry’s top
producers have learned the importance of focusing on
the process. Controlling a process that ensures both
the candidate and client make the proper decision
can be your primary point of quality differentiation.

6. Who, how, and when will they assess the
match between the candidate’s functional
preferences and the primary operating style
of the manager? Also included is the need
to assess the overall match between the
candidate and the culture and operating
philosophy of the client’s organization. It is
essential to ensure this assessment step is
completed in a timely and objective manner.

Comprehensive client preparation will help
eliminate interviewing surprises, miscommunication,
and unrealistic expectations. Most importantly, it
will strengthen your position as being absolutely
indispensable to the client in achieving a successful
outcome through the process.

7. How will the position and overall employment
opportunity be presented in order to build an
interest on the part of the candidate in wanting
to work for the client? It must be consistent
with the manner in which you presented
the opportunity. Reinforce the fact that the
client cannot hire a candidate who does not
want to work for their organization. A single

As always, if you have questions or comments
about this article or wish to receive my input on
any other topic related to this business, just let me
know. Your calls and emails are most welcome. TFL
(back to TOC)

Terry Petra has successfully conducted seminars for state, national, and international associations
as well as in-house consulting and training programs for hundreds of staffing/recruiting firms around
the world. Terry provides a full range of training and consulting services focused on the needs of the
staffing/recruiting industry. Training products include the updated “Petra Training System” and a
newly revised advanced CD Training Program entitled, “Just Do It Right! A Client Centered Process
That Works.” For a full review of his products and services, visit his web site at www.tpetra.com.
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The 14 Traits of Great Leaders
By Debby Millhouse

Great leaders have the ability to get others to do something they may or may not want to do willingly.
Some leaders are born. They have charisma and are natural leaders. The rest of us can learn leadership skills.
I recently heard a businessman speak on the leadership qualities he had learned while in the army and thought
it was a great list to start with and use to hone my skills as a leader. How do you rank? Do you have the following?
1. Bearing. Self-confidence, that is worthy of attention. It is hard to give a leader a full measure of credence if
you cannot get past a careless appearance or a timid deportment.
2. Courage. Physically and morally. You must be willing to take the steps to get the job done, make some
mistakes, and take some risks. Moral courage is a commitment to doing what is right. Leaders worthy of
respect do the right thing, in the right way, for the right reasons.
3. Decisiveness. You have to be able to make a decision. Do not, however, confuse decisiveness with inflexibility.
4. Dependability. Can others depend on you? Are you on time? Do you do what you say that you will do?
5. Endurance. Rigor – an ability to function during sustained hardship. Are you patient?
6. Enthusiasm. It is easy to infuse energy when you exude energy. Enthusiasm is more than just attitude;
great leaders can make the routine interesting.
7. Initiative. Great leaders are not satisfied with the status quo. Do you think and act outside of the box?
8. Integrity. The manifestation of your honesty. Integrity is the litmus test of respect - it determines whether
you will be taken seriously or not.
9. Judgment. It is critical that a leader’s decisions be based on all the available facts. There are few quicker
ways to lose a following than to appear arbitrary, partial, or unfair.
10. Knowledge. To lead others, you must know your business. Soldiers don’t follow leaders who are not
technically and tactically proficient.
11. Loyalty. You can ask much from soldiers, but you cannot tell them to be loyal. Exhibit character worthy of
loyalty. Loyalty flows two ways.
12. Tact. Good people skills go a long way in the art of leadership. Where and how we communicate can be as
important as the words themselves. Lead by example!
13. Unselfishness (Selflessness). Take the blame and share the accolades. Accomplishing the mission is not
about you.
14. Humility. Success requires a team effort. There is no “I” in TEAM.
Duty – Honor – Country! It not only works for our armed forces. Great leaders have a duty to their team. They
are honorable, with integrity, telling the truth and avoiding even the perception of a lack of character.
As you celebrate the birthday of this great country, remember those great leaders and then commit to becoming
one yourself. HOORAH!! TFL (back to TOC)
Debby Millhouse is the owner and CEO of CEO Inc. Founded in 1994, CEO Inc. is an award-winning,
full-service recruiting and business resources firm offering direct hire placement, temporary staffing,
and human capital services. Honors include being named as one of the Top 25 Charlotte Business
Journal Best Places to Work for multiple years, one of the 2013 Fastest-Growing U.S. Staffing Firms by
Staffing Industry Analysts, and the Best Staffing Firm in the 2014 Charlotte Observer Reader’s Choice
Awards. For more information, visit www.ceoinc.com or call 704-372-4701.
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How to Recruit the Right Candidate

I

By Debra Wheatman

n many articles about finding the right candidate, the emphasis is on the interview. I agree that the interview
process is critical. Expert recruiters and human capital management professionals are trained to determine
if a candidate is qualified and also a fit. However, there are factors beyond interviewing to ensure that you
send out the right person the first time. The following strategies can help you recruit the right candidate.

Candidates Who Complement the Manager

Explain to the hiring manager that it is better to take

Rather than finding a candidate who is the mirror
image of the hiring manager, look for candidates
who complement the hiring manager or someone
who fills a void on the team. If you can, interview
the hiring manager to uncover what the team might
be lacking. Do they have people strong in numbers
and compliance, but may need an innovator with
an entrepreneurial attitude? A different perspective
could take that department to the next level. This
leads to a mutually beneficial relationship where the
new employee is poised to add value for the long-term.
As the recruiter, you become a valued and trusted
business partner.

the extra time to identify and hire the right candidate
— someone who will add value for the long-term. This
will add much more value to the department, the
company, and avoid lost time and additional costs.

Ask for Sample Work
Every job is different. Not all occupations produce
work for a portfolio. A graphic artist or researcher
can easily share samples. Other careers have different
samples, such as case studies or summaries of major
transactions that will speak to a candidate’s ability.
In other cases, you may have to create a situation in
which you can observe a live sample. Consider asking
candidates to role-play, such as handling a sales

Write a Compelling Job Description

objection or dealing with an unhappy client. In some

Partner with the hiring manager on this. Every client
is different. Some will hand you a description. Others
will want your advice and guidance. In all cases, the
description needs the input of the hiring manager and
you need to be involved in that process. This should
be part of the service you provide and another way
to demonstrate your expertise. A well-written job
description can easily be turned into an excellent
and compelling job posting which will attract quality
candidates that meet the job criteria.

cases, computer or math tests can prove a candidate’s
skills. Getting sample work serves as some insurance
that a candidate meets the major job requirements
and will impress your client.

Always Perform Background Checks
In this age, background checks are quick and
inexpensive. You owe it to your clients to ensure you
are properly vetting clients, especially for key hires.
Do the check up front and avoid surprises later.
Consider the above strategies when finding the

Create a Reasonable Timeline

right candidates. Create an integrated multi-faceted

Don’t allow timing to be the top criteria in the search.
A quick hire is not always in your best interest. Your
focus should be on presenting the most qualified
candidates. Assess the candidate pool and provide
the hiring manager with a realistic timeline for the
search. A deadline does not turn a frog into a prince.

candidate search process. Communicate with your
clients throughout the process. This comprehensive
approach not only enables you to find and place
quality candidates, it raises your credibility as an
expert. TFL

(back to TOC)

Debra Wheatman is a Certified Professional Resume Writer (CPRW) and Certified Professional Career
Coach (CPCC). She is globally recognized as an expert in advanced career search techniques with more
than 18 years corporate human resource experience. Debra is a featured blogger on numerous sites and
posts regularly on her own site. She has been featured on Fox Business News, WNYW with Brian Lehrer,
and quoted in leading publications, including Forbes.com, The Washington Post, The New York Times,
The Wall Street Journal, and CNBC. Debra may be reached at debra@careersdonewrite.com or visit her website at
www.careersdonewrite.com.
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By Bob Marshall

What Are Recruiters?

by the large outplacement companies. So instead of
conducting the recruitment business with a higher

I Want

1. They are Marketers. They make daily marketing,

degree of expertise, these retained recruitment firms

or sales, calls. It is the first key to success. In

admitted defeat and gave up.

the immortal words of the famous Sidney Boyden
who founded Boyden Associates in 1946 (as

I sometimes think that today’s trainers are more

HUNTERS

for Recruiters

quoted in The Headhunters by John A. Byrne):

into teaching “sourcing techniques” (or worse yet,
“employment agency techniques”) than they are

“When I employed an associate I was

into teaching recruitment techniques! After all, our

interested in a man who could be a business

recruiters are told that video interviewing is just

getter and a merchandiser. I was looking
for widely acquainted top sales executives.

as good as in-person interviewing, and that to be

Because the ability to go out

successful they must tweet and build a blog following.

and promote business and get

They are admonished that an Internet presence is

business is more important

critical to their success.

than finding the men. I was

Oh yes, and how about offering executive career

least interested in somebody

counseling, resume writing services, reference

who would know how to

checking services, drug screening services, relocation

track down a man and

services, outplacement services, become certified in

find him.”

For many of our recruiters, these last eight years

final quarters of 2015 should be huge. So get your

on-boarding, etc. ad nauseam. And, of course, they

have been difficult, even transforming. The economy

recruiters ready and help them recapture their

need to charge fees for all of these activities. So what

has been sluggish. Their once agreeable hiring

original recruiting posture.

That means they find prospective recruits who

if our recruiters have become so tamed they are now

are happy, well-appreciated, making good money,

charging their candidates, something our industry

currently working, and entice them to move for

rejected a half century ago. Our recruiters are told

better opportunities (i.e., our search assignment-

to turn their backs on what they learned years ago

quality JOs). They don’t work with job-hoppers,

because that paradigm doesn’t work anymore.

job-shoppers or rejects.

managers have changed and now lack urgency to hire.

Taming Recruiters

Their candidates either won’t move or are reluctant

Over time, business relationships can change.

to pull the trigger.

Our recruiters start taking the POLR (Path of Least

And our recruiters have settled for whatever they

Resistance) route because it seems the easiest choice.

could get. Their client companies demanded that they

But is it really? Aren’t recruiters hunter-gatherers?

Well, all of the aforementioned businesses are fine

longer guarantee plans — again, no problem. And then

Shouldn’t they fight the effort by their client companies

as standalone professions, but make no mistake: They

they wanted money back guarantees; our recruiters

to tame them; to domesticate them; to turn them into

are NOT the recruitment profession — a profession of

could even do that.

farmers of the Internet and herders of the job and

which I am very proud and have been very protective

candidate boards?

of for the past 35 years!

lower their fees — no problem. Then they demanded

Candidates became prima donnas who demanded

This ‘taming’ becomes exacerbated by tough

that they be treated as such, and our recruiters caved

economic times.

to that as well. They told each other that they were

2. They are Recruiters. They recruit for a living.

3. They are Discriminators (in the positive sense
of that word). They are especially selective of
their job orders, only choosing the best, search
assignment quality, job orders on which to spend
their straight-commission time. These JOs fall
into the following three distinct categories:

These other professions are not what got us here.

• Those JOs that have a tremendous urgency

We are recruiters. We recruit for a living. That means

attached to filling the position. Our recruiters
are often paid to circumvent the time factor.

in a candidate-driven marketplace and that they all

Some pundits tell us we need to develop multiple

picking up the instrument (the telephone, for those of

had to settle, and so they did. Is it any wonder that

streams of income. Lately, it has been reported that

you recruiters living on the fringes of our profession)

• Those JOs that are very difficult positions

some retained recruitment firms have expanded their

and speaking into it! Only then can we establish

to fill. This is where the client companies

portfolio of services to include more broadly defined

rapport; the kind of rapport where people like, believe,

have run ads, offered referral bonuses to

Well, I am here to give everyone some good news.

“talent management” services. This blurred into the

trust and understand us. Rapport that is never built

their employees, checked with competitors,

Companies want to hire, need to hire. And so, the

area of “career transition” which is usually handled

on keystrokes!

consulted with colleagues and extensively

many of our recruiters became depressed about their
profession and some even left it entirely?

(cont’d on page 16)
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(cont’d from page 15)

3. Corporate Maturity — This is not a function

interviewed with no success. In these
scenarios, the recruiter offers the company

of age, but of maturity at the corporate level.

a window of opportunity — a “court of last

Having the ability to call the CEO of a client

resort,” if you will.

company and not being intimidated if they’re

wish to be kept apprised of top-notch talent as

4. Tenacity — If you want to put a star by one of

those talented people surface, regardless of

the most important traits, star this one! The

whether there is an opening.

ability “to hang in there” is critical. This is

4. They are Negotiators. Our recruiters pre-prep,

important in any profession, but especially in

prep, educate, debrief, act as buffers and close

the role of the recruiter.

their deals.

By Bob Marshall
Note: Copy this page. Pin it to your bulletin board. Email it to all your associates. Tape it to the office fridge. Detail it

asked to make that call.

• Those JOs from good client companies who

The 12 Practices of Every Big Biller

5. Balanced “X” Factors — Any changes in their

at your weekly standup. Not everyone can become a Big Biller, but everyone can bill bigger.

Once I had the honor of coaching a recruiter (I’ll call him David) who wanted to bill $1,000,000 in one
year. He called Paul Hawkinson, then the editor of The Fordyce Letter, and Paul recommended he speak
with me. Ultimately, David reached his goal during the year I spent with him as his personal trainer/
coach. I focused David on the following 12 practices of every top producer.

1.

They stay on the phone more often than not; usually double to triple the time of the
average biller.

2.

They make each call with higher quality; not because they are smarter, but because
they get more practice by doing it more often.

3.

They know they will be successful; they expect success. When they make a placement
they instantly use that positive reinforcement to get back on the phone. They use that
excitement to make more calls with a higher success rate. They get in the ZONE.

4.

They define their marketplace. They identify 1,500 company contacts in their chosen
specialty niche and call those contacts every quarter (25 attempts per workday). They
want to selectively hand-pick the 4%, or 60, who they will develop as clients, and with
whom they will place.

Positive Hostility — The ability to be confrontational,

5.

They always know their numbers and ratios.

tools. They can only talk and listen. They can’t

but in a positive way. We don’t want our recruiters to

6.

They always market to get new blood, new business, and to hone their marketing skills.

reach out and touch, use body language and

be ‘professional visitors,’ where everyone loves them,

physical mirroring or make eye contact. They

but nobody buys from them. But we don’t want them

7.

They always treat this business as a process, and not as a series of individual events.

have to be exceptional to accomplish all that they

to be purely hostile either, since rapport building is

8.

accomplish…and they are!

so important to their success.

They always plan the previous day and have a MPC (Most Placeable Candidate) ready
to market so that they can hit the ground running the next day.

9.

They know when to turn down substandard job orders so as not to waste their time.

5. And ultimately, they are GREAT Salespeople.

lives — even good ones — produce stress.

Our recruiters thrive in a marketplace where

Stress is a physical, mental or emotional

the normal marketing attempt to marketing

factor that causes bodily or mental tension.

presentation ratio can be somewhere around

This tension itself is stressful, often leading to

10%. They are successful in that marketplace

illness or depression. So our recruiters must

where they only place with 4% of their client

have this element under control.

base. And they deal, on a daily basis, with
emotional people on both sides of their

After these have to possess traits, I like to see the

transactions (refrigerator salespeople don’t have

following, but I can live without them:

to worry about their refrigerators changing their

Successful Failures — People who were successful,

minds, getting pregnant or moving to Topeka!).

but their past employers failed them.

And our recruiters do all of this via the telephone,
which effectively eliminates 3/5ths of their sales

Good Sense of Humor — The ability to not take

Qualities They Must Possess

themselves too seriously; to be self-effacing. Humor

Now, what qualities must our recruiters possess? I

can go a long way in getting our recruiters back on

believe that five are essential. They must bring these

the phone. Their job is supposed to be fun. If they

to the table. These qualities cannot be taught:

carry that humor to their marketplaces, it will come

1. Intelligence — Not Mensa membership, but

back to them.

they must be smart.

Empathy — The ability to understand both sides,

2. Creativity — Because each phone call, no

from their points of view.

matter how it starts, may head off in a

Ego Driven — They must have a big ego. It’s amazing

different direction, they must be creative
enough to flow with the call. They must be

to me how a group of big billers all fit in the same

noted for their flexibility.

room at the same time with their giant-sized egos.

10. They have a lot on their hot sheet (at least 5 full deals); they are not dependent on any
one deal at any given time.
11. They implement “The Theory of Threes.” This is taking three candidates to three
companies and arranging three sendouts with each company, or a total of nine
sendouts, thereby tripling their chances for success.
12. They are focused on the right activity. They are disciplined. They know that all
deficiencies come down to one of two areas: either a knowledge deficiency or an
execution deficiency. They know how to fix both. They strive for consistency. They
know their actions become their habits.

(cont’d on page 18)
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(cont’d from page 16)

Need to convince others to do what we want them

And finally, after all of these, I think of the attributes

to do — The ability to want to convince others of the

that one legendary recruitment visionary spoke about.

right way to conduct business; not to buy off on the

He used to say that the biggest billers:

first objection when they hear it because they know it

• Ignore conventional wisdom; they are never

is most likely a reaction and not a condition!

satisfied with the norm; they play outside

We are recruiters.
We recruit for a living.

Be Focused to Be More Productive:

Tips From a Big Biller

the box.

By Sean Rigsby, CPC

• Have written goals for measurement; if they are
not written down they are wishes, not goals.

Ability to listen and give positive feedback — This

• Visualize completion of their goals; have a clear

is key. Our recruiters are not in a profession made up

visual picture of their goals.

of silver-tongued devils; listen between the lines, don’t

We’ve all talked about basics, fundamentals, and

needed to be presented to our clients, managing our

what it takes to be a recruiter, so I’m not here to bore

email, communicating with our computer technical

you with any of that. But, it’s easy to get distracted

expert, and even more. The next hire I made was for

or feel like you are being pulled in fifty different

a researcher and sourcer, who I have handling name

answer questions too fast; the other side will give our

• Learn to deal with their anxieties regarding

recruiters the information they need as long as they

their performance. Everyone has anxieties;

directions, when in reality you just need to focus on

generation, advance sourcing, managing our social

listen and give positive feedback.

big billing is not the absence of anxiety, but

one thing at a time. I’d like to share some of my tips,

media networks, and handling writings as well for

the controlling of anxiety. Courage is not the

tricks, and insight on how you can take time off of

the company.

absence of fear, but positively dealing with that

your desk, and put it back into the efforts that really

A decisive person — Recruiters can’t be ‘wishywashy’ in their profession.

fear. You need fear in order to have courage.

Intuitive — Usually their first sense about something,
whether it relates to their candidate or to their client

• Avoid comfort zones; take calculated risks.

company, is true. Go with their professional intuition.

• And, live in the present. Be where they are at.

Things don’t go sour unless they smelled a little along

When they are at work, be there. When they

the way.

are at home, be there. But don’t be at home
A tight need for planning and organization — It’s

when they are at work and don’t be at work

not that our recruiters love it, but, over time, they

when they are at home.

become expert at it.
A leader — Someone who wants to lead, even if it is

So there you have it. Remind your recruiters where

just on their own desk. This trait encompasses many

they came from. Help them to recapture their roots!

of the preceding ones.

TFL

With all of this work being delegated to my team,

matter as a big biller recruiter.

I’m able to focus on what matters the most to us as

Work Delegation – It Takes
a Team

recruiters: hitting the phone.
With this work off my plate, it put more time back

The concept of delegating work isn’t a new one to

on my desk so that I can discuss work with my clients

any of us by any means. But, as I’ve found in my

much more efficiently, have more time to pull in

practice, this definitely should be discussed in terms

A-level candidates, and set them up with meetings,

of putting more time back onto your desk, so that you

which means at the end of the day, I will be able to

can focus on your primary functions as a recruiter.

bill more.

When I first started my company, I was a one-man

For you, it could be making a new hire to delegate

shop, like so many people starting off. I needed to

responsibilities, or simply having a meeting with your

bill, first and foremost, but there were other things

(back to TOC)

team to make sure everyone is maximizing on their

I wanted to accomplish or take care of as well, such

Bob Marshall began his recruiting career in 1980 when he joined MR Reno, NV. In 1986 he founded

as name/brand recognition for my company within

The Bob Marshall Group, International, training recruiters across the nation as well as in the United

our niche, social media postings, administrative work

Kingdom, Malta and Cyprus. In 1996, he returned to working a desk full-time, while continuing to

that needed to be handled, and then some. The work,

train recruiters. In 2015, Bob will begin offering his one-year TBMG Consulting Partnership proven

strengths, and minimizing their weaknesses. At the
end of the day, delegating the work will truly help you
focus in your efforts, and put more time in your hands
to function as a full-desk recruiter. Everyone on my

simply put, needed to be split up.

team has a unique skill set, so when we have each

training system in selected US and international territories. To learn more about his activities and descriptions of

For me, this meant making some hires. I hired an

member focus individually on their vital functions and

his products and services, contact him directly @ 770-898-5550; bob@themarshallplan.org; or visit his website @

administrative professional to handle entering my

play up on each member’s strengths, we are able to

www.TheMarshallPlan.org.

leads, managing our vendors, bannering resumes that

accomplish more work in less time.
(cont’d on page 20)
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(cont’d from page 19)

What Else I Do

Time Saving Applications
Recruiting is a very time sensitive profession, so I’d like to share a few applications I’ve added to my
workspace that have really helped boost my productivity.

Focus Booster
This application is essentially a desktop
timer that syncs sessions to the web.
This application can act as an automated
time sheet, for those of you that need
it, but through the dashboards and
exportable reports, it also will help you
visualize your progress. I primarily use
it as a visual aid to help keep me on
track with a timer that always sits in
the corner of my desktop.

I like to start my days by making my “money calls” in the morning. I’ve found there’s really no better way to
start your day then getting all of the good news first, and it really helps center my production for the day and
gives me a boost in momentum early on.
Another thing I’d like to mention is that time management is key. I have sections of the day blocked out where
I jam away at work, and I’ll even use my Focus Booster application to set a timer, and jam for anywhere from 45
minutes to an hour and a half at a time, where I have zero distractions, and 100% focus at staying productive
during these time periods. Also, I know it should be second nature to us, but keep your typical email responses
for candidates saved into templates, so your response becomes only a few clicks, instead of typing out an entire
message each time.
All in all, our business is time sensitive as we all know, so let’s minimize our distractions, play up on our
strengths, and stay focused people! TFL (back to TOC)

Schedule Once
This online scheduling tool allows you
to share your calendar with others
and make appointments, quickly and
simply, with other individuals. It can
be integrated directly into Outlook,
and can set up group appointments,
accept appointments you’re invited
to, and even set up multiple types
of meetings. This application is a
great tool for making scheduling easy
and convenient.

Cold Turkey
The last application I would like to
discuss is a product called Cold Turkey.
This application minimizes distractions,
helps stop procrastination, and focus
you on the important stuff. We all know
that as recruiters, computers are one of
our essential tools for keeping our desk
moving in the right direction, but they
can also be a big distraction if you let
yourself wander the web. Cold Turkey
allows you to select what websites you don’t want access to during work hours, so that the internet
no longer tempts with distracting diversions. If you have trouble keeping focused on your computer at
times, this product will work wonders for you.
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positive direction on a daily basis.
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Sean P. Rigsby, CPC is the managing partner of Rigsby Search Group in Shelton, CT. RSG is one of
the premier search firms focused exclusively within environmental business sector. Sean is a Member of
The Pinnacle Society www.pinnaclesociety.org, the premier consortium of 75 industry-leading recruiters
in North America. Sean is also an active member and has assumed leadership roles within a number
of industry organizations, where he has been a speaker as well. To learn more about Sean and his
Sean P. Rigsby, CPC, is the Managing Partner of Rigsby Search Group, LLC, and formed the
organization,
at approach
860-505-0013
or via email.
company
to meet the marketplace'scontact
need for a morehim
consultative
to helping both
clients and candidates. He has developed many long-term relationships with both clients and
candidates that extends nationwide and includes all U.S. markets, for a mix of clients from the
ENR Top 100 to smaller boutique type firms.

Sean is a Member of The Pinnacle Society www.pinnaclesociety.org. The organization is a
consortium of 75 of the highest volume recruiters in North America and recently became a
member on the Board of CAPS (Connecticut Association of Personnel Consultants). Sean is also
an active member and has assumed leadership roles within a number of organizations namely:
Environmental Professionals Organization of Connecticut, National Ground Water Association
and the Air and W aste Management Association, Environmental Business Council of New
England – Connecticut Chapter. He’s also been a speaker at various conferences for
organizations such as; American Institute of Professional Geologists, Association of
Environmental and Engineering Geologists, EnviroExpo of Boston and at the University of
Connecticut.

ATTENTION

Sean finds a strong calling to giving back. Recently he became a Member of the Patient and
Family Advisory Council for Bristol Hospital. He has Co-Chaired and led the Recruitment and
Retention section for the Saint Paul School Board in Kensington, CT. In 2010, Sean was
honored when he received the “HOPES Volunteer of the Year Award” by the Archdiocese of
Hartford.

Independent
Recruiters

Prior to founding Rigsby Search Group in 2012, Sean spent 19 years at RJS Associates, one of
the top search firms on the East Coast headquartered in Hartford, CT. While working at RJS,
Sean received numerous awards including: “Consultant of the Year” – 3 times, “Environmental
Recruiter of the Year” – 17 times and “Rookie of the Year” – 1993. When he finished his career
at RJS Associates, he was a Partner and was ranked as one of the top three highest producing
recruiters within the history of the company.

One Reservoir Corporate Centre
Shelton, CT 06484

Office: 860-505-0013

4 Research Drive

Cell: 860-874-7806

Suite 402

Email: srigsby@rigsbysearch.com

• Employer of record
• Payroll funding
• Back office services

www.rigsbysearch.com

The Independent Recruiter’s Resource
for Temporary and Contract Placements®
TFI Resources / 1616 S. Voss, Suite 700 / Houston, TX 77057 / 800.701.4014 / 713.975.7576

www.TFIresources.com
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What Color
Is Your

HAT
By Scott Morefield

They Aren’t All That Concerned
About Safety

Sure, the temptation is there. Even so, that doesn’t
give any agency (or any other employer, for that
matter) an excuse for violating the law.

OSHA has made it clear that they fully expect
temporary agencies to do their due diligence when it

They Unlawfully Discriminate

HOW
BLACK H
AT
AGENCIE
HURT US S
ALL

comes to workplace safety.

A client you’ve been after for years finally agrees

That doesn’t mean we have to put our workers’

to a meeting, walks you through their plant, then

hard hats on for them, but we do need to, at

begins negotiating.

the very least, perform an occasional safety
walk-through.

You’re looking at the prospect of providing dozens of

Agencies may think they are getting a leg up by

temps, enough to keep your agency rolling for months.

letting safety slide, but they are really shooting

The conversation is going great — they like you

themselves IN the leg.

and you like them — until the hiring manager lowers

(cont’d on page 24)

his brow, leans close and begins to awkwardly
explain how certain minorities “aren’t really

Do you know some of the ways “black hat” staffing

agency that has always worked to go above and

agencies try to get a leg up on the competition by

beyond even what is considered moral and ethical,

violating the American Staffing Association’s “Code of

some of the things I’ve heard over the years about a

Ethics?” You should. Because it happens more often

small percentage of competitors have always made

singled out or uncomfortable. It is,

than you think, and impacts you and the industry.

it really hard not to want to become a total and

after all, really for their own good.

complete snitch.

Wouldn’t they rather be somewhere

This code of ethics, which agencies, as a condition
of their ASA membership, pledge to follow, covers our

So, here now are some of the prominent ways black

relationships with our clients and employees, and to

hat agencies violate the ASA’s Code of Ethics.

some degree, with each other as well.
These days, it’s tougher and tougher to find qualified,

business person might read over and consider quite

willing labor to fill our job positions, particularly

reasonable, if not obvious.

if those positions are entry-level and don’t pay a

Yet, the adherence or non-adherence to these
agencies, the ones whose practices give all of us a

What if there existed a labor force with a reputation

bad name, from those of us who are trying to do the

for working long hours at tough jobs for low pay

best possible job for our clients and our job seekers.

without complaining?

Regardless of whether you are in

What if the only thing you had to do to

staffing as an internal office person or

take advantage of such a labor force was

a contract employee, you should take a

pretend a document didn’t look fake

minute to read the list. That way you’ll

(after all, we can’t possibly be expected

know if the agency you work for is

to be document experts, right?) or

operating within ethical, and especially

“forget” to complete the E-Verify you

legal, parameters.
As an internal employee of an

July 2015
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where they are more welcome?
Do you do business with that
do you risk all those profits by
trying to educate them, while
at the same time showing
a willingness to walk away

whole lot.

principles are what differentiates the black hat

The client wouldn’t want them to feel

client under those conditions? Or

They Hire Illegals

It’s a common sense list, one that any normal

a good fit here.”

based on your principles?
Your answer to that question
truly determines what color “hat”
you wear.

They Don’t Pay
Their Taxes
You’d think this one would be a
no-brainer, but some people never

told the clients you would complete for

seem to learn. Perhaps a few years in the

all applicants?

clink will help!

www.FordyceLetter.com
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(cont’d from page 23)

Screening out some clients
because of this may cost a few
bucks in the short-term, but it
will be far more profitable over
the long haul NOT to have that
gigantic comp claim or OSHA
investigation to deal with.

They Lie

Principles
are what
differentiates
the black hat
agencies

(cont’d from page 1)

out TRUE information, as long

How To Prepare A Policy Manual

as you can prove it.
So

stop

paranoid,

the

ridiculous,

mind-numbing

refusals to give references to
other, would-be employers.
Yes, we live in a litigious
society. Yes, people can sue you

numbers, job preferences, backgrounds, and

When clients, candidates or others call and visit

related information are solely our property.

our office, they have certain expectations which you
will either confirm or change. Regardless of their

While you are employed, this information is to be

attitude, they should be treated courteously.

held in the strictest of confidence. Should you leave
for any reason, it is not to be used by you, directly

3. Client and Candidate Confidences

or indirectly.

Our success is based upon the relationships we
have developed with clients and candidates.

We will vigorously enforce our right to the

Every company has heard it: “We’ve got a dozen MIG

for looking at them the wrong way. But it doesn’t mean

welders on hand, just waiting to come work at your

we should pander to the lowest common denominator.

requirements with clients, confidential information

and forms used to obtain them.

The odds of Johnny suing you for telling the next

concerning employee performance and business

5. Probationary Period

facility for $9 an hour.”
Lying will ALWAYS catch up with you, in business as

agency he’s trying to con that he has the attendance of

well as life. Tell the truth. Set reasonable expectations,

a nomadic sheep herder, assuming Johnny even finds

and your clients won’t expect the moon when you

out you told them, are about the same as a meteor

never had it to deliver.

striking your warehouse. The odds of him actually
winning said lawsuit are slimmer than that.

They Don’t Verify References

No wonder so many employees feel like they can

OK, maybe this is more of a “gray hat” area, but
since it’s in the Code of Ethics I’m going to include it.
Agencies (and ANY employer, for that matter) that
refuse to verify references are doing a disservice to

Get real. Nobody is going to sue you for giving out
someone’s dates of employment. Not only that, but

any adjustments or terminate the relationship

recruit qualified candidates while not jeopardizing

without notice.

our clients.

the next one.

Your performance will be informally reviewed at
30, 60 and 90 day intervals, to permit us to discuss
your progress.
We encourage you to ask any questions you may

information be revealed, directly or indirectly, to

have during this period.

their current employers.

6. Phone, Email, Postage and Office

Serious legal and business consequences can

Supply Usage

result from the breach of client and candidate

Moderate use of phones for personal calls and

confidences. Any employee who does so is subject

occasional personal emails are permitted, as long

to immediate dismissal without notice.

As reputable staffing firms know, you don’t have to

America.

to evaluate each other, allowing either party to make

reveal only those items that are necessary to

desire to seek other employment or personal

when they deserve them!)?

It’s just one more thing wrong with corporate

probationary status. This gives us the opportunity

to treat this information as confidential, and to

respected. Under no circumstances must their

incidentally, also means giving folks GOOD references

game is going.

of your business), you will be considered on

products, etc.). The utmost care must be exercised

consequences beyond the inconvenience of suckering

bring the best possible people to our clients (which,

and going home because they don’t like the way the

For the first 90 days you are employed by (name

transfers, terminations, plans for expansion, new

The right to privacy of candidates must also be

want mine, so how about we start working together to

It’s the equivalent of a petulant child taking their ball

developments are often discussed (promotions,

do anything, then walk away from a job with no

I don’t want your last “problem child,” and you don’t

fellow businesses, their employees, and themselves.

protection of our trade secrets, and the techniques

During the course of discussing staffing

be a “black hat” to run a successful staffing agency.

The continuation of our business depends on

But, sadly, those agencies that do business this way

the client and candidate database, and the unique

give us all a black eye! TFL

recruiting procedures we have developed. As an

(back to TOC)

as they don’t interfere with office business.

4. Access to Trade Secrets

Postage and office supplies (including photocopies)
are monitored, and we expect everyone to exercise
discretion in their personal use. You may be charged
for these unless prior consent is obtained.

employee of (name of your business), you will have

nobody is going to win a lawsuit against you for giving

This article originally appeared on StaffingTalk.

Scott Morefield has been in staffing almost his entire working life, starting with a brief stint as a
healthcare recruiter for Maxim Healthcare and continuing into his present 15+ year career with AtWork
Personnel, which has included roles as staffing manager, branch manager, and his current role of
Director of Marketing for his company’s 24 offices. Scott’s articles on various subjects have appeared on
many websites, including WorldNetDaily, Natural News, and regular blog entries on AtWork’s company
blog as well as his own, AMorefieldLife.com. He is also a regular bi-monthly contributor to the staffing industry

access to the database and obtain information that

Excessive personal phone, email, postage and

will become a part of it. You will also become fully

supply use without authorization may result in

acquainted with our procedures.

immediate dismissal without notice.
7. Expense Reimbursement

All client names, addresses, phone numbers,
names of hiring authorities, hiring preferences,

To be reimbursed, any meals, entertainment and

backgrounds, job openings, and related information

travel expenses must be approved in advance by the

are solely the property of (name of your business).

manager. Since our business is conducted primarily

In addition, all candidate names, addresses, phone

by phone and mail communication, personal

website StaffingTalk.com. Scott has a BBA in Human Resources and an MBA from East Tennessee State University.
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(cont’d from page 25)

meetings by consultants with clients are usually not

The manager has complete information regarding

productive. Therefore, we do not encourage them.

the coverage available, cost and claim procedure.

8. Compensation

11. Clerical Support

Our pay periods are on the (1st and 15th) day of each

Our office staff prepares and sends correspondence

month (or the first work day thereafter). Consultants

in the following order:

are paid a fixed draw at each interval, to be deducted

Employees are expected to be in the office actively

completed. The log will become the “nerve center”

authorized in writing by the manager, in advance.

of your desk, and provide a complete chronology

17. Holidays

of every client and candidate meeting. Prepare it

from placements made by the consultant. Where one
consultant places a candidate through a job order

3. Fee schedules

time, and must not be taken from the office.

written by another, each is entitled to half their full

4. Letters of agreement (retainers, exclusive

15. Billing Procedure

Commissions shall only be payable after the
guarantee period to the client, and shall be based

5. Resumes

submitting the placement information form to the

6. Cover letters

manager, to activate the billing cycle.

terms of settlement shall be solely in the discretion

When you submit a completed job order form to the

Upon termination, we apply the formula
recommended by Jeffrey G. Allen, J.D., C.P.C. in

manager, a fee schedule will be immediately sent to

determining the amount of commission due. (See:

the client. Any modification of the fee, guarantee, or

“What Do You Owe A Departing Consultant?”)

other provisions of the schedule must be approved
by the manager in advance.

9. Notice of Termination

Time preferences for vacation will be honored
according to seniority.

the hiring authority (including middle initial), title of

Unused vacation after the first year will be paid

date, start date, annual starting salary or other

upon termination.

information is missing.

19. Personal Time

the fee and terms to the hiring authority, confirm

will be determined on an individual basis, considering

the acceptance and follow up to be certain the

such factors as the reason for termination and length

schedule was received, a copy signed and returned to

of employment.

1. Copy of job order

our office.

2. Original candidate profile sheet

13. Sendout Slips

3. Resume of candidate

After the first 90 days, you will accrue paid

The information documents should be stapled to

personal time (including sick leave) at the rate of 1

the information form:

day per month.
If you request it, unused personal time will be paid
at the end of each year. However, you can carry up
to 5 days unused time into the second year, and up

4. Original send-out slips

slip in advance of an interview. If it cannot be mailed

5. Copy of log sheets relating to placement

or given to the candidate in time, the copy should be

6. Correspondence with client and candidate

mailed or given to the client.

the employee.

After 10 Years...............20 Work Days

number and zip code), all email addresses, name of

The amount of notice or pay in lieu of notice (if any)

major medical, hospitalization and life insurance for

After 5 Years...............15 Work Days

“Ltd.,” etc.), physical address (including suite

Therefore, it is your responsibility to always explain

your business) group insurance plan. This includes

After 1 Year................10 Work Days

where the entire name (including “Inc.,” “Corp.,”

terminate the services of any employee at any time.

employee is eligible for benefits under the (name of

Christmas Day

Your paid vacation days will accrue as follows:

the hiring authority, title of the position, acceptance

Each candidate should receive a copy of the sendout

Memorial Day

18. Vacations

Therefore, the manager will not accept any form

The fee schedule is our contract with the employer.

After 90 days of continuous employment, each

Thanksgiving Day

the following Monday.

The information form must be accurate and

(Name of your business) reserves the right to

10. Insurance

Presidents Day

If any of these holidays fall on a weekend, the

paid in a timely manner.

12. Fee Schedules

of (name of your business).

Labor Day

office will be closed either the preceding Friday or

complete to ensure the fee and commission will be

promotions, etc.)

New Year’s Day

Independence Day

Each consultant is responsible for completing and

7. Special projects (mass-mailings,

on net “cash-in” only. Collection efforts, costs, and

for the following holidays:

The log is subject to review by the manager at any

assignments, etc.)

subject to payroll deductions.

Although the office will be closed, you will be paid

readily continue with pending placements.

2. Congratulatory letters

commission. All draws and commissions shall be

working during these hours. Any overtime must be

All spaces on every page of the log should be

so that if you are absent, another consultant can

1. Invoices

from commissions earned as a result of fees received

14. Activity Log

to 17 days into every year thereafter. Time must be
taken in half or full day increments.
Unused personal time will not be paid upon

All computer documents regarding the placement

termination.

must be printed and included in the package.

The entire cost for your coverage under the basic

The sendout slip is evidence that we were responsible

plan is paid by (name of your business). You may

for referring the candidate, and confirms our fee

add dependents or increase coverage at your own

schedule again. Therefore, it must be delivered to

Regular office hours are 9:00 A.M. to 5:00 P.M.

expense pursuant to other terms and conditions of

the client before the interview (either through the

the manager if you will be late or absent from work.

Monday through Friday, except holidays, with one-

You are also expected to arrange for your placement

the policy.

candidate or directly).

hour lunch periods.

activity to continue in your absence.

20. Absenteeism

16. Office Hours

You are expected to provide adequate notice to

(cont’d on page 28)
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(cont’d from page 27))

Excessive tardiness and absenteeism, or the

Should you lose any of the keys assigned to you,

failure to notify us of your inability to report

notify the manager immediately. Personal and office

for work, are grounds for immediate dismissal

security is everyone’s responsibility.

without notice.

23. The Legal Effect

21. Equal Employment Opportunity

The courts are increasingly finding that policy

(Name of your business) is committed to a

manuals are valid contracts, even though they

policy of equal employment opportunity. It is

may not be written in legalese or be signed with

your responsibility to procure job orders and

the formality of employment agreements (Weiner v.

refer candidates without regard to race, religion,

Mcgraw-Hill, Inc. 57 Ny2d 458, 457 NYS2d 193, 443

national origin, age, sex, marital status or other

NE2d 441).

discriminatory requirements.

Be as creative as you like, but:

22. Security

a. Keep it simple.

The front door should be locked except during

b. Allow room for managerial discretion.

regular office hours. Client and candidate

c. Don’t overstate your willingness to treat

information sources, correspondence, messages,
reference materials, and other confidential items

employees “fairly,” “equitably,” “equally,”

should be locked in your desk or the central files at

“consistently,” “impartially,” “evenhandedly,”

the close of each work day.

etc. (This can lock you into policies you never
thought possible.)

Online and office information on your computer

d. Be sure it is consistent with your employment

must be carefully controlled.

agreement.

Visitors should not overhear conversations or read

e. Review it with your attorney and accountant.

information concerning proprietary business that
does not involve them.

Use it well! TFL

(back to TOC)

Jeffrey G. Allen, J.D., C.P.C., is the world’s leading placement lawyer. More than 35 years
ago, Jeff turned a decade of recruiting and human resources management into the legal specialty
of placement law. Since 1975, Jeff has collected more placement fees, litigated more trade secrets
cases, and assisted more placement practitioners than anyone else.
Jeff holds four certifications in placement and is the author of 24 popular books in the career
field. Jeff’s experience includes: Author of “The Allen Law” – the only placement information trade secrets law
in the United States; Expert witness on employment and placement matters; Recruiter and staffing service office
manager; Human resources manager for major employers; Certified Personnel Consultant, Certified Placement
Counselor, Certified Employment Specialist and Certified Search Specialist designations; Cofounder of the national
Certified Search Specialist program; Special Advisor to the American Employment Association; General Counsel
to the California Association of Personnel Consultants (honorary lifetime membership conferred); Founder and
Director of the National Placement Law Center; Recipient of the Staffing Industry Lifetime Achievement Award;
Author of The Placement Strategy Handbook, Placement Management, The National Placement Law Center
Fee Collection Guide and The Best of Jeff Allen, published by Search Research Institute exclusively for the
staffing industry; and Producer of the EMPLAW Audio Series on employment law matters. You can email him at
Jeff@placementlaw.com.
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