How to Use Private Employment Agencies

Employers are increasingly turning to employment agencies to perform all of their
recruiting and hiring processes. Currently, about 5 percent of all jobs are filled
through private employment agencies, but that number is likely to increase in the
near future. However, don't be tempted to turn your job search completely over to

an agency. This is but one avenue for securing employment.

Types of private employment agencies

The facts:

Private employment agencies act as a liaison between companies and job seekers or employees. « 5 percent of all job hires take place

They generally fall into four categories.

*  Permanent Placement Firms basically recruit and hire employees for firms. They placeadsfor « More than 90
jobs, read résumés and conduct interviews. They also recruit potential employees to keep on file
for future job openings. This Guide will concentrate mostly on this type of employment agency. companies have

o Executive Recruiting Firms, or Headhunters, are much more aggressive in seeking out new
employees for their clients. Often, they work in specialized fields where talent is in short supply,
such as information technology, engineering nd security. Even though they will sometimes
assist the unemployed, they are better known for luring the gainfully employed to another

employer.

* Job Search Specialists work for the job seeker and act more as a career counselor or career
coach by evaluating your skills and grooming your presentation. If you need the assistance of
a career counselor, review the JobSearch Guide How ro Select a Career Counselor.

* Professional Employer Organizations (PEOs) are better known as leasing companies. They
basically hire and manage employees for small businesses, handling all aspects of human
resources such as recruiting, payroll, health insurance and employee programs.

What a placement firm can do for you...
Find job openings that are not advertised in traditional ways.
Get your foot in the door at a desired company.

Evaluate your skills and goals.

Improve your résumé and presentation skills.

Take you through practice interview runs.
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... and what it can't

*  Conduct the entire job search for you.

* Decide what job is best for your goals and skills.
e Assist you in changing your career path.
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P’ Finance basics

' 'Y Private Agencies earn their fees in one of two ways:
e By the company when a job is filled.

i\ * By the applicant when the applicant is placed.

The typical fee is 10-15 percent of the position’s annual
salary, although there are many variations. In most cases, the
employer foots the bill. But don't assume anything.

Other money tips:

¢ NEVER pay an agency just to register.

¢ Find out if and when you have to pay a fee for job placement.
* Do you still owe the fee if you quit, get fired or are laid off?

Offer you temporary-to-permanent assignments. Review the
JobSearch Guide Pluses & Minuses of Temporary Employment.

through private employment agencies.
percent of

used private
employment
companies to help
them recruit and hire new employees.

« Employment firms typically specialize
in one or two career fields. These
fields run the gamut from engineering
to construction to child care. Since
agencies tend to specialize, you will
need to find those firms that specialize
in your area of interest.

Who would benefit the most by using a

placement firm?

e Job seckers who have little time.

+ Job seekers who have experience in their chosen field.
« Job seekers who are relocating.

Who would benefit the least?

The career changer! Private placement firms generally work for
the employer. They have no vested interest in placing someone
without the requisite experience and skills. If they place you with
a company and you don't work out, such a misguided placement
could jeopardize their business arrangement with that company.

WARNING!

Always ask up front about fee arrangements. Even if the agency assures you
that the employer is responsible for the bill, there might be a contract clause
that requires you to come up with the fee if the employer refuses to pay or
you leave before a specified time. Watch for the following situations:

The agency asks for both a registration fee and a finder's fee. This
indicates that they may be collecting money from both you and the
employer.

They insist that you sign the contract on the premises during your first
contact with the agency.

They demand that you sign exclusively with them. You are liable for the
fee if you refuse an employment offer. READ THE CONTRACT
CAREFULLY BEFORE YOU SIGN ANYTHING!
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Selecting a private employment agenc)

What to look for in a placement firm

Get answers to the following questions before signing up:

How much experience does the company have? Don't sign with someone
who's just opened their doors for business. If you have questions, call the
Better Business Bureau for a recommendation.

Are they accredited with an industry association? This will ensure that

their business practices are ethical and in line with industry norms.

What is their placement record? If the figures are exceptionally high, like

95 percent, it's reasonable to suspect that they're only signing applicants

that they know can be placed.

What are the agency's employment specialties? If they focus on

accounting and your field is construction, don't let them talk you into

signing.

What types of services do they offer? Check to see if they have in-house

career counselors that help polish résumés and interviewing techniques.

Check to see if, and how much, they charge for such services.

* Who will be your outplacement counselor? If it's not
the initial person who signs you on, ask to meet the
person with whom you will work. Make sure they're
enthusiastic and friendly. Feel free to discuss any
issues you might have about the process.

* Do you have to sign a contract? Ask to take it home.
Show it to friends and family for comment. If you
have doubts, let an attorney review it.

Leasing companies

Private Employment Organizations (PEOs), sometimes called E
than 100 employees. If you want to work for a small company,

contact with their clients, they:

Do all of the recruiting and hiring for the company.
Are aware of any job openings.

Do you need a headhunter?

Executive recruiting firms, also called
headhunters, almost always act on behalf of
employers. In some cases, however, the
employee can hire them to find a position. In
this case, you are expected to pay their hefty
fees. Contact one only if:

¢ Youhave a much-desired talent or skill, and you want to find

the best possible job and salary package.
*  You'd like to relocate but are torn between two or three areas.

—

If a headhunter contacts you:
¢ Call them back immediately, but don't specify your
conditions or stipulations. Listen to what they have to offer.
* Keep in constant touch with them.
¢ Send a brief letter - not a résumé - outlining:
» The position you desire.
> Your qualifications.
> A short list of recent employers and the dates that you
worked for each.
Keep your headhunters abreast of any new achievements on your
current job or any change in your circumstances.

mployee Leasing Companies, are increasingly utilized by companies with fewer
get your foot in the door by contacting one of these firms. As a result of their close

Determine who their clients are and send a résumé to the interviewing authority at the PEO. Then follow up with a phone call.

Can you sign with more than one placement firm?

If one placement firm is good, shouldn't two or three be better? There's nothin

firm allow it and that all of the firms have the same basic requirements.

I'ips on using placement firms in your job search

g unethical about it. Just make sure that the contracts with each

Since most employment agencies with whom you're signing will be paid by the employer, their first priority will be to make

the employer happy. Take the following steps to ensure that your interests are protected as well:

Prepare for your first meeting just as for any other job interview.
Be clear about what kind of job you want and what you will not accept.

e

Define your qualifications specifically for the job you want. If your skills are stated too broadly, chances are you won't be

placed or you will be sent to a job out of your field.

Don't allow yourself to be bullied or ignored. If you feel that you're not being treated properly, go to another agency.
Once your application is taken, stay in frequent touch with your placement counselor, so your name stays fresh in the counselor’s mind.

Continue to search for job openings on your own.

When a job becomes available through the agency, make sure that it's exact]

on the employer's, rather than the employee's, requirements.

y what you want. Agencies will often make hasty placements based

Sign with as many firms as you want (so long as there is no registration fee or exclusivity clause).

Internet resources
www.collegegrad.com/jobsearch/network-intelligence-gathering/using-employment-agencies-successfully/

-- Tips for college graduates.

https://www.thebalance. com/getting-a-job-through-a-stafﬁng-agency-2063929--

employment agency.

How to get a job using an

https://money.howstuffworks.com/business/getting-a-job/employment-agencies.htm—- Information for the job

seeker.

For information on ordering JobSearch Guides for your organization, visit www.jobshoppublishing.com

Rev2020- 125



