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Temps need on-the-job support
Clear instructions
lead to efficiency

By DIANE FAULKNER
jacksoNville@bizjoun'lals.com

Crunch time can happen any time.
It's flu season and key employees
are bedridden. It's vacation season

and key employees are away. Meanwhile,
it's business as usual.
Most companies, especially smaller

ones, generally look to temporary place-
ment agencies for help.
While it is rare to find short-term help

who can step right in and do specialized
work, temporaries can help with a multi-
tude of tasks.
To make sure the temps you hire really

are helpful during your company's
crunch time or can efficiently fill in while
a staff member is on leave, take the fol-
lowing advice:
• Plan. What exactly do you need the

temp to do for you? What might come

up? Before contacting your human
resources department or an agency, write
down your needs and wants. Specific
requests get filled the quickest, since
salary and experience level are more eas-
ily determined.
• Inquire. Ask your staff how and

where temporary workers would be most
useful. Then ask your best workers to
recommend someone for the job. Con-
sider giving some sort of reward if the
recommendation tUtTISinto a hire. Rec-
ommend-a-friend temps are generally
less expensive than using agencies. How-
ever; temps from agencies usually have
been screened and tested for skills.
• Communicate. Let your employees

know what you're doing. Even the most
secure employees may feel threatened
when suddenly new faces are in the next
cubicle. Letting staff know beforehand,
and letting them help determine the best
ways to utilize temps, can get them excit-
ed about the extra help, because they'll
know you're doing this [0 help them as
well as yourself.
• Prepare. Don't pay good money to
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have your temp sit around watching you
create a workspace. Before the person
arrives, allocate a workspace, find a
phone, a computer and any other sup-
plies the worker might need.
• Who's the boss? Assign a buddy to

meet the temp at the door and introduce
him to the supervisor and co-workers.
Let the temp know who to go to with
questions. A trip around the building to
find the coffee, copier, restroom and cafe
wouldn't hurt, either.
• Communicate again. Provide new

temps both a written and verbal explana-
tion of exactly what you want done. Be
clear about work rules, office routines,
daily starting and quitting times, breaks
and the length of the assigrunent.
• Be reasonable. Don't expect a tem-

porary mail clerk to know everyone's

location within five minutes or a recep-
tionist to immediately understand all the
peculiarities of your phone system. The
project can be challenging, just be realis-
tic about what a newbie can accomplish.
• Communicate some more. The

assigned supervisor or buddy should
check in with the temp to answer ques-
tions and evaluate progress. The most
basic instructions can be misunderstood,
so it's a good idea to follow up to make
sure the project is on schedule. It's much
cheaper to correct mistakes early than
have to write off a whole day's work sirn-
ply due to a miscommunication.
• Respect. Temps may not be around

long, but while they are, they are a cru-
cial part of your team. Remember; you
would not have called them in if you
could do aU the work yourself. Treat
these workers just as you would anyone
else - or better yet, treat them as you
would like to be treated. After the project
has begun, get their feedback and sug-
gestions. Professional temporaries -
there actually are such animals - have
experience in a variety of environments,
They may have perspectives you've never
dreamed of that could end up saving you
a bundle.
• Temp-to-hire? While most employ-

ers, especially smaller ones, use temps
specifically for special projects, there are
those who actually intend to keep good
workers on after completion. Uyou are
one of those employers, don't withhold
that information. It may be the extra
incentive necessary to motivate superior
performance.
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