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How To Start Your Owm M Ilion Dollar Tenporary Help Service

This is a service business with excellent growth potenti al,

i ndi cations of strong stability, a nationwide market with a
growi ng denand and a risk factor that's rated average or |ess
than nost new busi ness ideas. Tenporary Help Services are well
suited to absentee ownership situations; require no experience or
techni cal knowl edge on the part of the entrepreneur; and have
only mnimal equi pnment needs. Net profits before taxes for sone
establ i shed tenporary help services have been reported as high as
$500, 000 per year

There's a difference between regular, private enploynent agencies
and a tenporary help service. The enploynent agency is a

"br okerage" office that matches unenpl oyed persons with avail abl e
jobs. The tenporary help services hires people onto its own
payrol |, sends them out on contract jobs, and pays them

accordi ngly.

Tenporary hel p services nake noney "off the top." They send out
tenporary workers on one or two day only jobs paying $15 an hour
to the worker, and collecting $20 an hour for the tinme the worker
spends on the assignnent. More and nore, businesses are willing
to pay the premiumcosts for a trained person for just a few days
at a time, than to accept the burden of a 40-hours per week
payrol |l obligation and the task of finding enough work to keep
such a person busy enough to justify a fulltine salary and the
attendant support costs. Businesses everywhere are finding it
easier to pay nore for "tenporaries" that hire 40-hour per week
"permanents." That's the secret of success with this kind of

busi ness, and the point to keep in mind when selling your

servi ces.

The successful tenporary help services recruits as many skilled
and qualified workers as possible. These workers differ fromthe
regul ar job-seekers in that they're |ooking for "tenporary" work
only. For any nunber of reasons, they're only willing to work on
jobs lasting fromone to five days, or perhaps two or three
weeks, on any one job assignnent.

These persons are ideal for the enployers needing hel p but not
wanting to hire and train fulltinme enployees. Your task will be
to find and attract top people and to maintain conplete files on
them What kind of jobs they specialize in, their attitudes about
wor k, and when or how often they're willing to wok woul d be
essential information to have in your file.

Each person should be tested in your office, sent out on a few
assignnents to build a favorable reputation as a good worker, and
then offered a permanent listing on your roster of available
speci al i sts.

Wrk hard to build your roster of available workers. Wthin

ni nety days of start-up, you want to be able to send soneone out
to fill any enployer's needs, regardl ess of the job requirenents.
Job assignments will range fromloading dock to Iight clerical
work to word processing and even naster-of - cerenoni es work.

Dependi ng on the size on your market, you coul d conceivably
specialize in tenporary help for data-processing, the nedical or
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| egal professions, or perhaps the retail trade; and you'd still
nmake a | ot of nmoney. Generally, though, we are going to show you
here how to start a "full-service" tenporary hel p agency.

You'll need a good mix of enployers in your area for best chances
of real success. Your area can be one of high unenpl oynent or one
with relatively few unenpl oyed. Wi chever the case, the thinking
of the business community and the work force avail abl e should be
non-traditional; there should be an undercurrent of thought
toward the idea of calling in specialists to handle a job

qui cker, and nore efficiently, that the fulltinme worker

The people wanting to affiliate with you as workers will be
housew ves, college students, retired people and a | arge nunber
of people who like to work, but don't want to be tied down to a
regul ar job. Wen you explain the concept of your service, you'l
be pleasantly surprised at the nunmber of traditionalists you'l
convert to tenporary workers.

First, you should visit your |ocal Chanber of Commrerce office.
Expl ai n the phil osophy of your service, neet the chanber officers
and ask for their help. You'll find that they have a listing of
all mmjor businesses in the area, plus the nanmes of the 'right"
people to talk to in selling your service. |If you request, you

nm ght be invited to Chanber neetings and introduced to the

busi ness | eaders in your community. The only kind of information
it islikely they will be able to help you with is a listing of
doctors, lawyers and small, hone-based, one person enterprises.
However, don't neglect contacting these people; they have a need
for varied specialized help just as the larger, nore wi dely known
firms in your conmmunity.

You can | ocate your offices just about anywhere. You'll find,
however, that your greatest success will come if you locate in a
nodern of fice buil di ng housing professionals such as | awyers,
accountants, investment counselors, insurance conpany offices,
etc. Project a professional inage. Locate in a downtown or

busi ness section of your town when you are able to do so.

Basically, you'll need 6000 to 700 square feet of office space.
You shoul d have a reception area, two offices and a roomto store
supplies. The nore prestigious your business address and office,

the better caliber clientele you'll attract. people | ooking for
tenporary work, and enpl oyers considering using your services,
wi |l doubt your abilities if they aren't favorably inpressed with

your i nmage.

It is possible to start this business in your home, but nake sure
you have the space for a reception area, and at |least a

sem -private interview area. Mdst of the selling efforts will be
conducted by mail, phone and personal visits to the enpl oyers

pl ace of business, so you won't have any problemthere. However,
you may run into zoning problens if your city zoning people

di scover a |l arge nunber of cars parked at your house every day.

It certainly always helps to be a good ternms with your neighbors,
and further, working by appointnent will keep traffic under
contr ol

So, practically speaking, starting your business fromhone wll

require a nmuch smaller initial investnent. in this particular
busi ness, rent and advertising will be your |argest expense, so
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begi nni ng the business fromyour honme is definitely worth
considering if your start-up funds are limted.

In actual operation, have the applicants interested in your

servi ces contact you by phone. You would then set up appoi ntnents
either in their hones or your own, thereby elimnating congestion
of cars in front of your hone, as nmentioned above. |If you began
on a part-tine basis, you could have a famly nenber or friend
answer your phone and set up appointnments for you. If you do
begin part-time, and working out of your home, you m ght | ook
into the advantages of a professional tel ephone answering

servi ce.

Anot her idea for saving on costs might be to rent unused space
froma business already established. These busi nesses ni ght be
sal es and distribution offices, suburban insurance agenci es,
qui ck print or copy shops, and repair service shops. Look around;
many busi nesses have had to take what was available at the tine,
and woul d be nore than happy to | ease or share their vacant
space. Keep in mind though, that you'll do nuch better with an

of fice of your own, and you should nove into one just as soon as
you can afford one. Proper facilities that convey a professiona

i mage shoul d be nunber one on your list of priorities.

Your business image is projected by your address and the
appearance of the building in which you | ocate. Your reception
area wWill set the nood of professionalismand efficiency. The
reception area will should be inviting--walls painted in |ight
pastel colors, wall prints, floor |anps and wall-to-wall
carpeting. It should also feel confortable while being
functional. Confortable nodern chairs and sofa; perhaps a floor
pl anter or two, reception desk and ask trays all help to achieve
this effect.

The main office need have only a desk and a confortable chair,
facing the door, a chair beside or in front of the desk, and a
file cabinet. A print or two on the walls, and perhaps a bookcase
are the only "extras" you mght use to dress up your office.

Your second office equipnent will be for testing your applicants.
You can i nexpensively build a table along the Iength of two

wal l's, partition it into cubicles and have an el ectric
typewiter, an addi ng machi ne and nmaybe a headset connected to a
di ct aphone/ recorder, and another set up for testing short hand
capabilities. Later on, you'll probably want to have a word
processor and a conputer

I deal Iy, you should al so have a sales office and a storage room

The sales office will be where you greet and talk with enpl oyers
who drop in to | ook over to find out about your business. Miinly,
this office will be where your people will work fromwhen calling

prospective clients and selling your services by phone. The
storage room needs only shelves to hold various forms, mailing
pi eces, envel opes and busi ness records.

One way to hold your start-up costs to a mnimumis by |easing
your office furnishings and equi prent. Watever you do, renenber
that you're projecting an image, so don't settle for |ess than
the best. This is absolutely inperative in regard to any

equi prent used for testing your applicants,. You might be able to
work out an arrangenent with the business departnment of a | oca
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col l ege, or business school, to send you applicants to themfor
testing on their machi nes. Such an arrangenent, even at a cost of
$5 to $10 per test, could save you several thousand dollars in
start-up costs.

The first person you hire should be either an experienced nmanager
or someone you can quickly train to assunme those duties. It's
best to hold out for a person with at | east one year experience
as a bona fide personnel nanager. This person should be outgoing,
detai | - mi nded, people-oriented and able to work well under
pressure without |osing his sense of hunor. You don't want
sonmeone likely to blow this cool when confronted with a difficult
situation.

Your nmanager will be responsible for organizing the interview and
testing systens, for setting up your sales solicitation program
and for supervising the tenporary workers, as well as your office
staff. It's a highly responsi ble and denandi ng position, so don't
be reluctant to spend the noney necessary to get the best. You
will need to research to determ ne what salary such a top nanager
receives in your area.

The next nenber of your staff should be an enthusiastic, hustling
sal es person. This enpl oyee shoul d be experienced and adept at
selling by phone as well as in person. Unless you can afford to
pay a good direct mail advertising copywiter to create you
mai | i ng pieces for you, it would be wise to |look for direct mail
advertising or copywiting experience in the background of the
sal es person you expect to hire.

Your sal es person shoul d spend the nornings calling prospective
enpl oyers on the phone, and the afternoons nmeking in person sales
calls. Wth this kind of work routine in mnd, |ook for sales
people with high anbition and energy levels. Try to pick the kind
who' Il cone in early and stay late to work on his direct mai
efforts, clearing the decks so that he uses his tine during
regul ar busi ness hours to close sales by phone and in person. You
need and want a "closer"---not an order taker. Be as sel ective as
you have to be in choosing this sal es person

In addition to the going rate which a sales person of this type
shoul d be paid, you should al so consider paying a 5 percent bonus
for each new account brought in. Wien you find the right person
it will be worth it, so nmake it worthwhile to join your staff.

Not all sales people will necessarily develop into good sal es
managers, so try to find one who fits ALL your requirenents. The
sal es manager would recruit, organize, develop, notivate and
supervi se your sales staff. Wth those responsibilities, you'd
want to offer a salary plus override on the sal es production of
his staff of sal es people.

You'll need an efficient and fool proof bookkeeping systemto keep
track of your payroll, client billing, incone taxes, work
schedul es, hours worked and all the noney that comes in. For this
chore, | suggest that you contract with a conpany that handl es

this type of work for a nunber of independent snall businesses.
Explain to them everything you think you need; ask themto set up
a system and then instruct your receptionist on howto keep it
up to date on a weekly or nonthly basis.

You'll save noney in the long run if you will consult with an
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accounting firmand have them set up a systemthat not only

wor ks, but can be interpreted and conputerized fromthe

begi nning. Later on, you may want or need to hire a fulltine
bookkepper just to keep up with the daily entries. If so, check
out salaries paid in your area for that kind of work.

The | ast nenber of your staff will be your receptionist. This
person should be a | ady better than average | ooks, a | ot of
enpat hy for people in general, and an easy snile. She should
dress stylishly, but not provocatively. Wen she isn't answering
the phone or greeting customers, she can be admi nistering tests,
doi ng m scel | aneous typing, making folders for the records of
your workers, and general office filing. And if you have an
accounting systemset up, she could also assist with the daily
bookkeepi ng.

The kind of tenporary workers you'll want to attract will fit
into several general categories, and can be recruited in a nunber
of different ways. Good places to look first will be in the

busi ness, secretarial and technical schools in your area, and
perhaps al so the colleges. To sustain your efforts, have a
brochure and your conpany made up, and nmake sure the placenent
directories or counselors always have an anple supply on hand.
Many school s stage "career days," when enployers are invited to
set up booths on canpus and talk to the students, pass out
literature, and invite the students to visit their conpanies.
Make sure that you know about these, and that your firmis
represent ed.

Anot her group will be housew ves who perhaps held regul ar jobs
before marriage or the birth of a baby, and now want to get back
into the job market. You can bring these people in by posting
bulletin board notices, arrangi ng announcenents at neetings, or
guest speaki ng engagenents. And of course you can try for guest
appearances on local radio or television talk shows.

Anot her group to recruit will be the "bored with |ife" people.
These will be in the 45 to 55 age group, not satisfied with the
future where they are, and looking for a better opportunity.

It is inperative that you begin recruiting and signing workers as
soon as possible; at |least a nonth before you open for business
is not too early. According to industry surveys, the nbst conmon
reason for the failure of tenporary help services is not enough
workers lined up to fill the client demand. Wen you get a
request for help, you should be able to send out a qualified
person.

Each market area differs in the nunber of different types of
workers a tenporary service should have available, but in every
case, it's best to have nore than you figure to be a basic need.
You nust establish a maxi mum nunber of people within any one
occupational field that you'll sign up, or else you won't be able
to keep everyone busy. Unless you keep the workers you have

regi stered working pretty nmuch as often as they want to work,
you'll begin to | ose them

It's not hard to determ ne when a person is losing interest in

tenporary job assignnents through your firm Wenever you call to
gi ve an assignnent and you can't reach the person you're calling,
try several followup calls. It should becone obvious to you that
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he's no longer interested if you still can't reach himw th your
followup calls. It's a good practice to ask for notification of
vacation or other plans that will affect their availability for
wor K.

If you call and a job assignnent is refused with a | ane excuse,
come right to the point and ask if he wants to change his
availability status, or if you should drop himfromyour |ist of
avai l abl e tenporary workers altogether. Never coddl e a tenporary
worker. if he's not avail able when you call to give an
assignnent, or he gives you a less than valid excuse for not
accepting, flag his "call assignnment" card and nove onto your
next avail able worker. You might call a couple days later to
check his availability and interest in continuing to work, but
don't waste too nuch time. You can always reinstate such a
worker, but it is probably better to spend the tine recruiting a
repl acenent .

As nmentioned earlier, one of your major expenses will be for
advertising. Your manager and sal es peopl e should keep you

advi sed on your current advertising inmpact and results, and from
this you should have a good understandi ng of how to use your
advertising budget nost effectively. Your advertising should be
"doubl e-barrelled,” ainmed at both the enployer and the worker

Generally, your efforts to add new enpl oyers to your client |ist
shoul d focus on direct mail. Advertising efforts to recruit new
tenporary workers shoul d be al nbst exclusively devoted to
newspapers. Years ago, sone radio stations sold sixty-second
commercials to a few tenporary hel p agenci es. The agenci es tal ked
to prospective enployers, playing up to the fact that they had
skilled workers to handl e overl oad and deadline situations. These
commercials were broadcast in the nornings before 8 o' clock. Then
they followed up during the afternoon hours with comrercials
inviting people seeking tenporary help to conme in and sign up
Everyt hi ng worked wel|l except that not enough prospective

enpl oyers call ed often enough to justify the expense. This
advertising nethod is being followed on a small scale in sone
areas even now, so watch for it.

For really professional results, you should get a freel ance
advertising copywiter to do your direct mail piece. This should
be a 4-page brochure naki ng these points.

1. Al enployers have a sudden work overl oads; face deadline
situations; or are suddenly left with a nmountain of work for
specially trained enpl oyees just when they are home sick, on
vacation or off for an energency.

2. Your conpany understands these workl oad probl ens, and has
avail abl e skilled professional replacenent workers who can
qui ckly step in and get the job done.

3. Your conpany thoroughly test each of the specialists hired for
these special staffing crisis situations, and can assure the

enpl oyer that they are tops in their individual areas of

experti se.

4. Your conpany is well aware that nany busi nesses would like to

save the expense and headaches of hiring a full-tinme speciali st
of the sanme caliber of your people on a "tenporary" or "on-call"
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basis. YOUR peopl e cannot be hired by the prospective enpl oyer
because they already work for you; but if and when a tenporary
wor ker is needed, your conpany stands ready to fill the need,
regardl ess of the job specialty required.

5. Even if he doesn't need one of your people today, the need
could arise at any time, and suddenly. So he should just keep the
brochure and your tel ephone nunber handy, and don't hesitate to
call you personally for whatever help is needed.

Once you have the copy witten, decide on the |ayout and type
style you want to use; if and what color will be used; and take
it to aquality printer. Your brochure should be printed on

60- pound coated paper, and folded to suit your needs by the
printer.

Your conplete nmailing should consist,of a short cover letter
inviting the recipient to avail hinself of your services; a
brochure expl aining your services in greater detail; postage paid
busi ness reply card. The nailing envel ope and the cover letter
shoul d addresses to each busi ness owner or personnel manager by
name.

Pay the cost of a bulk rate postage permit; have your pernit
indicia inprinted on your mailing envel opes; and organi ze your
mai lings to get between 200 and 500 letters into the nmail three
days a week, every single week. Don't skinmp on your direct nai
advertising efforts, because this will be the |ifeblood of your
success.

Your newspaper ads for qualified workers |ooking for tenporary
assi gnnents should be display ads in the "Hel p Wanted" section
Most such ads are one colum wide by 3 to 6 inches deep. Be sure
you have an ad running in the Sunday paper, and at |east one nore
on Wednesday or Thursday. Before you even start soliciting
accounts, you could run an ad one colum by 6 inches deep every
day for a nonth.

These ads should invite the readers to cone in and register with
your conpany. Work with your freelance copywiter to say what you
want to say. Overall, though, these ads should explain that you
have plenty of jobs going begging; that the worker sets his own
days to work, and can take jobs as often or as seldom as he
likes. Stress the real advantage of "paychecks on your
ternms"---an inpossibility with a nine-to-five job. (W have had
reports of enployed persons conming in to interview, going back
and quitting regular jobs, and becom ng great "tenporaries.")

Don't forget to send out news releases to all the nmedia in your
area when you open for business. Leave yourself open for
broadcast tal k show intervi ews, and when you pronote soneone,
pass special mlestones or becone involved in unusual stories in
connection with your business, at |east tel ephone the nedia and
give themthis informtion

The nost inportant requisite for success, however, is consistent
advertising. In a city of 100,000 popul ation, you shoul d budget
$10, 000 for your first year advertising. Plus, get involved in as
many pronotions and as nuch public relations contact and
publicity coverage as possible. Once you' re beyond the

"br eak-even" point in your business, you will allocate funds for
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advertising based on your gross incone.

In day-to-day operations, your manager will interview applicants;
do testing; talk with clients; solve problens; take orders from
enpl oyers; and nmake job assignnments. Usually, his busiest tine
will be right after lunch when job orders start to come in. Wth
this in mnd, you mght want to arrange for himto take an early
| unch peri od.

Wil e your nmanager is "running the show' your sal es person will
be maki ng tel ephone calls in the nmornings, and in person during
the afternoons. It's a very good idea to send out your direct
mai | advertising one week, and then call on these sane people,
ei ther by phone or in person, the next week. Renenber that you
sales calls should be relaxed visits, allow ng the prospects to
| earn nore about your business and the kinds of people you have
avail able. During each sales call, the prospect should be |eft
with the feeling that your conpany can save hi m noney, solve a
| ot of production and scheduling problens, and take the
exasperation out of his personnel requirenents.

As a rule, you'll find that nost jobs are called in during the
afternoon hours. Wth this in mnd, it would be wise to have a
set procedure for your specialists to call you each afternoon to
| et you know where they can be reached thru 5:00 p.m if they are
avail able for a job assignnment the next day. You might want to
set a policy of "no call fromyou---No assignnent for you."

Most tenporary hel p agencies give their workers a supply of a
3-part time card when they're hired by the agency. Wen the
request for a worker cones in, the nost qualified in the required
category is called. Job, nane of conpany, |ocation, approxinate
length of job, and salary are all explained. If they agree to
take the offer, they fill in the tinme card for the day the work
begi ns. Wen they report for work, They have the tine card signed
by the enployer to verify starting tinme, and finishing tine. One
copy of the tinme card stays with the enployer; the tenporary

wor ker keeps a copy; and the other copy is mailed to your office.
Snoot h and sinpl e, but nake sure you've got everythi ng worked out
bef ore you begin.

Your bookkeeper notes the proper information on the | edger for
that enployee, files the tinme card, and sends a | edger duplicate
to accounting for billing. O course a reninder call should be
made first, but as a rule, any account that hasn't paid within
thirty days should receive a personal visit. As to the hard-core
del i nquent account, no nore enpl oyees furnished, and a collection
agency to clear up the account will be your policy. You may want
to l ook into the advantages of selling your accounts receivable
to a factoring conpany.

Run |i ke the brokerage type enpl oynent agencies, your tenporary
hel p agency will not require |licenses other than those required
by any other business in your area. You should, however, bond
each of your enployees in order to protect yourself from any
possible liability or other |egal entanglenents. And of course,
you'll need to carry a standard busi ness insurance policy.

That's it, the HON WHAT, WHY and WHERE---of getting started with

your own profitable tenporary hel p services! Renenber it takes
solid and consi stent advertising, earnest recruiting, and
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selling. So don't stop or let up until you have everyone in your
area registered, and every possible enployer as a client, aware
of your business. It's a big job with Iots of challenging work

i nvol ved, and you'll need good people to help. It is worthwhile
to search out these people with care, to be sure you have good,
reliable enployees---the rewards will be worth it! Organize your

busi ness for success, and get with it. The WHEN is NOW!!
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