Silver & Associates, Inc.

Temporary Staffing Services

Presentation

Silver & Associates, Inc., is highly selective of every temporary employed.  Each applicant is screened and thoroughly tested before being classified and added to our employee roster.  To supplement our screening program, Silver & Associates, Inc., employee  references are  checked.  This enables our recruiters to get an appraisal of the applicant work attitudes and motivation.  This is done by telephone when possible or through our reference checking system.

SCREENING OF APPLICANTS
A thorough background investigation will be conducted on all applicants and will include verification of the following:

Substance Abuse Screening

No additional Cost for positives

No additional costs for NHL collections sites

Turn around time: 24 hours

Social Security Number Verified

Turn around time ½ to 1 hour

Criminal Records Check - Harris County

Turn around time: ½ to 1 hour

First additional County 

All other additional Counties

Turn around time: ½ to 72 hours

Civil Records Check

Turn around time: 24 hours

Workman’s Compensation Search (18 States)

Turn around time: 24 hours

Psychological Profile

PE 1 or PE 2

Credit Information

Turn around time: 24 hours

Pre-Placement Physicals (Medical Exam)

Turn around time: 24 hours 

Silver & Associates, Inc., have prepared a drug and criminal background questionnaire form for all temporary applicants to complete before they are added to our employee roster.  They are also referenced - checked via phone and as well as drug tested upon the request of our client.  We also provide our client with a criminal background check in neighboring counties.  Silver & Associates, Inc., shall conduct background checks in accordance with all applicable local, state, and federal laws.

ADMINISTRATIVE PLAN
The primary focus of our recruiting service is to provide qualified candidates for positions opened within your company.

Quality Control Plan:
All candidates are entered into our tracking system which is designed specifically for the temporary services industry.  Resumes, applications, and test results are entered upon receipt.  This data is reviewed by our recruiters to determine which employees qualifications will satisfy the needs of our clients requirements.  Telephone contact are made to qualified candidates to confirm:

Availability

Background, including experience and

education

Desired pay rate

Eligibility to work in the United States, and clearance status, if applicable

Willingness to travel to client's work location

Length of time they can commit to the

contract assignment

ORIENTATION OF EMPLOYEE
Prior to commencing to their assignment, Silver & Associates, Inc.  temporary employees participate in an orientation which consists of a review of our clients expectations, policies, regulations, and office hours.  In addition to our own polices and procedures, this information is communicated at the time our employee completes all necessary employment paper work.

All candidates are entered into our human resource recruiting system designed especially for Silver & Associates, Inc.

When a candidate is selected for an assignment, we require the employee to review an agreement stipulating the terms and conditions of employment, including:

· nature of the assignment

· straight time and overtime rate of pay

· description of  benefits to be received

· additional requirements as a condition of employment.
PERFORMANCE EVALUATION REPORT
A stringent quality control system is maintained by our staff.  At the beginning of each assignment, an arrival call is made to the supervisor.

On the second day, a quality control check is made.  

Thereafter, a weekly assignment contact is made to accurately evaluate the work performance and made to maintain quality performance level of employees.  

Upon completion of each assignment, contact is made to accurately evaluate the work performance of the each temporary.

HOURS OF OPERATION:
Silver & Associates, Inc. will provide our client’s Personnel Department with a 24-hour telephone answering service for emergency orders.  Our recruiters are available 7:45 a.m. to 5:00 p.m., Monday through Friday.  During non-business hours the recruiters are equipped with pagers and can be reach by the answering service.
JOB ORDERS
All job orders that are received at least two (2) days prior to the scheduled report date, will be filled by 5:00 p.m. on the day of receipt. 

Temporaries filling same day job orders, will report to the work location within the required two (2) hours from the time the order is received by Silver & Associates.

RESPONSE TIME
A 15-MINUTE CONFIRMATION BY PHONE TO THE DEPARTMENT OF PERSONNEL - Silver & Associates, Inc., will provide 15 minutes confirmation by phone or E-mail if available, to our client’s Human Resource Department with the name of each person who will report for the assignment.   With the cooperation of our client, we will respond to same day orders; orders received on 24 hour notice; or orders received more than 24 hours in advance.

EXCLUSIVE ORDERING AGENT
Silver & Associates, Inc., acknowledges that job orders will be accepted only from a designated representative of your company, and the representative will act as an exclusive ordering agent for your company.

Silver & Associates, will maintain records of all job orders, submitted by your Personnel Department.  All such records will be kept at a location; suitably accessible to your company’s Human Resource Department and other authorized individuals.

EMERGENCY MEDICAL TREATMENT
Any work related injury or illness will be covered by Silver & Associates under our Worker's Compensation Insurance Program.  We will be responsible for keeping accurate records and reports on each occurrence.

QUALITY GUARANTEE
Silver & Associates, Inc. will provide an eight (8) an hour minimum guarantee of employee replacement.  

This applies to each temporary employee who is sick, does not meet contract requirements, voluntarily leaves without permission, or simply is just not working out.

PAYROLL PROCEDURES
Silver & Associates, Inc., will prepare payroll checks, make all necessary deductions, pay all taxes and insurance required by federal, state and local laws. Upon receipt of  authorized time sheet signed by a supervisor with actual time worked.

Any additional changes after a temporary reports to work will be paid the greater hours actually worked or two (2) hours minimum report pay.  Each temporary should leave the “yellow” copy of their time sheet with the supervisor of his/her department.

STRAIGHT TIME - Shall be paid for the first forty (40) hours in a work week.

Overtime - Shall be paid at time and one half beyond forty (40) hours in a work week.  Overtime must be approved by a supervisor prior to being worked.

Payroll Procedures - All applicants requested for payrolling, are required to complete the following:

an application

a general safety rules form

complete W-4 and I-9 forms

pre-employment profile disclosure agreement

Reports- on request, Silver & Associates, Inc., will provide a monthly report to the Human Resources Department that includes the department name, division and name of an employee.  The report will also include subtotals by department, a total number of employees, total hours worked, and a total monthly billing amount.  It will be submitted by the 10th of each month.  The report will reflect the exact costs for that month, and customized to your specifications.

MONTHLY & ANNUAL RECRUITMENT STATISTICS
Monthly Reports - On request, Silver & Associates, Inc., will provide a monthly management report which will include:

Summary of total dollar volume and hour usage by the department and division.

Breakdown of skill classifications.

Reason for order (i.e., vacation or illness fill-in., project activity, etc.).

Reports shall contain the department or division name budget account temporary employee name, job title, regular and overtime hours, regular and overtime pay rates, and total charges for that temporary employee.

Summary of temporary personnel working by race/sex/EEOC category.

Silver & Associates, Inc., computerized Human Resource system has the ability to customize any reports required by our client’s Personnel Department

.

INSURANCE
Silver & Associates, Inc., presently carries the following insurance and will provide  certificates of insurance, on request.

Comprehensive General Liability

Comprehensive Auto Liability

Worker's Compensation

Fidelity Bond Dishonesty Bond

Commercial Umbrella Liability

Professional Liability

RECRUITMENT METHODS
Silver & Associates, Inc., utilizes a variety of resources to recruit a variety of qualified applicants. 

Newspaper Classified Advertising through the Houston Chronicle

Trade Publication advertisement

Web Page

Internet

Career Fairs

National Society Black Engineers

National directory & News weekly

Linkages with vocational training schools

Employee / Applicant referral program

Client company referrals

Job posting with local colleges and universities, training schools,  community centers,

etc. 

Texas Employment Commission

All ads will be reviewed for clarity, appropriateness and EEC/AA designation.
TESTING OF APPLICANTS
Silver & Associates, Inc. administers the following test to all applicants:
Record Management

Alpha Filing

Numeric Filing

Ten-Key Adding Machine

Machine Aptitude

Math Comprehensive

Typing

Shorthand

Spelling, Vocabulary & English Comprehension

Grammar

Word Processing - variety of software applications

Applicants are tested by Silver & Associates recruiters in every category in which they have stated to be proficient.  The applicant is then interviewed by the same recruiter that received the job order.  This allows more of a guarantee that the employees’ skills will match your specific requirements.

IN-HOUSE PROCESSING TRAINING - Silver & Associates, Inc., offers word-processing training in various software applications.

ON SITE RECRUITER
Silver & Associates, Inc., on request will provide a recruiter  to the Personnel Department to handle all temporary and permanent needs facilitating communication and issuing quality human resource services.  The duties performed will be the following:

Hours 7:45am to 5:30pm, Monday-Friday

Maintain a database of quality candidates

Administer timekeeping

Interview  all potential employees for Paper Group Holding

Process invoices

Distribute paychecks

Research accounting discrepancies 

Responsible for monthly staffing reports

Performance evaluations for each and every  employee with Paper Group Holdings, Inc.

Drug & Alcohol testing

Criminal Background checks

Employment reference checks

Responsible for  administrative tasks for employees

Meet regularly with Paper Group Holding, Inc. Human Resource Department

Respond to 24-hour answering service

MISSION STATEMENT
Silver & Associates, Inc. encourages our  employees to strive for excellence.  We encourage our employees to take on new challenges each and every day.  We pride ourselves on our constant and continuous professionalism.

William Silver,

President

Business References

City of Houston

Texas Department of Human Services

 Texaco, Inc.

JP Morgan Chase

MD Anderson Health Science Center

METRO

University of Houston

University of Texas Health Science Center

Blue Cross Blue Shield

Aetna Insurance

Asplundh Tree Experts

City of Austin

Bank One

Sprint

Verizon Wireless



FINANCIAL REFERENCES
R & C Financial Services

902 Meadowlark Lane

Sugarland, TX 77478

Momentum Financial, Inc.

3120 Southwest Freeway, Suite 608

Houston, TX 77030

