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“What we can do for you”

General Directory of Services

2010
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Our purpose is to help you to resource key staff, quickly and cost-effectively.  And thereafter to help you gain the best possible return on your investment via high quality training and development.
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Permanent Support Staff
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Staff taken on by you as part of your permanent support team

· Retained (‘Executive’) Assignments – 25% of salary

· Contingency Recruitment –20% to 25% of salary

Contract Support Staff
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Staff taken on by you for an agreed fixed term contract 

· Short Term –25% of contract value

· Longer Term (6+ months) – 25% reducing to 20% after 6 months

Temporary Staff
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Staff paid by us and provided to you on an agreed hourly rate

· Exclusive (we meet all your needs) – 25% to 30% of hourly cost

· Standard Contract (no exclusivity) – 35% to 40% of hourly cost

Corporate Training
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High quality tailored training to help your teams become more effective.

· Approach

· Courses/prices

Outplacement – ‘Career Transitioning’
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Cost-effective help via a range of structured modules to aid job seekers

· CV guidance and advice

· Marketing strategies

· Interview training

· Psychometric profiling

· Executive coaching

Professional Services 
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Our expertise and experience can support your HR strategy 

· SHL Aptitude/Personality Profiling – from £200 per profile 

· Salary and Benefits Research Reports – no charge

· Training (e.g. time management, coaching etc) - £500 per half day

· Executive Coaching - £225 per hour 

Other Support
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Depending on your circumstances, we can offer further relevant support 

· Payroll – low cost payroll services, inc PAYE admin, for weekly or monthly paid staff

· Candidate Verification – in addition to routine testing of all candidates and referencing of temporary staff, we offer financial and other background checks 

· Model employment contracts, model staff handbooks – no charge to clients 

NB: The above notes summarise but do not replace our Terms of Partnership
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Permanent Support Staff

Retained (‘Executive’) Assignments

Retained assignments invite a higher degree of commitment from both you and us – where careful planning and thoroughness at every stage are the priority these offer the benefit of a more in-depth approach along with a more comprehensive guarantee.

· You notify us of your assignment, providing summary details

· Retainer fee (5% of target salary) payable on our acceptance

· We work with you to develop a detailed, agreed assignment brief

· We then select pre-interviewed, pre-tested candidates for you

· We arrange/co-ordinate candidate interviews with you

· Assignment fee (25% of actual salary, less retainer) payable on start

Guarantees

· If we fail to provide qualified candidates for you within 4 weeks of taking on the assignment, we will refund 110% of the retainer to you

· If within 6 months of commencement, our candidate leaves you for any reason (other than redundancy) we will replace free of charge or refund 50% of the second fee

Contingency Recruitment

Contingency recruitment gives rise to a fee on commencement of employment - you only pay for success.  With this kind of recruitment speed of response is the first priority:  our goal is to provide a strong shortlist within a prompt, agreed timescale.

· You notify us of your assignment, providing summary details

· We secure any further information needed

· We source and put forward potential candidates

· Interviews arranged and co-ordinated as required by you

· Assignment fee 20% to 25% (depending on salary) paid on start

Guarantee  

· If within 10 weeks of commencement, our candidate leaves you for any reason (other than redundancy) we will refund 50% of the assignment fee
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Contract Support Staff

Contracts arise where we source the candidate, and you take payroll responsibility:

Short Term (less than 6 months in duration)

Short term contracts provide a cost-effective solution for specific projects, or for covering extended absences.  

· You notify us of the contract, providing summary details

· We secure any further information needed

· We source qualified candidates

· Interviews arranged and co-ordinated by us, if required by you

· 25% of contract value payable as introduction fee

Guarantee

· If within 5 weeks of commencement, our contractor leaves you for any reason (other than redundancy) we will refund 50% of the assignment fee

Longer Term (6+ months Duration)

Longer term contracts provide flexibility e.g. for maternity cover, or where headcount constraints prevent permanent staff recruitment. 

· You notify us of the contract, providing summary details

· We secure any further information needed

· We source qualified candidates

· Interviews arranged and co-ordinated by us, as required by you

· 25% of first six months of contract value, thereafter 20%, payable as introduction fee 

Guarantee

· If within 5 weeks of commencement, our contractor leaves you for any reason (other than redundancy) we will refund 50% of the assignment fee
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Temporary Staff

Temporary Team 

All Gordon Yates temporary staff are eligible for loyalty bonuses.  These provide an incentive for temporary staff to commit to an assignment, perform well and see things through to completion.

All Gordon Yates temporary staff come with a unique one week 100% ‘no quibble’ guarantee.  If you are less than satisfied, simply let us know - our invoice will be reduced or cancelled at your discretion.

Exclusive Supply

Our ‘contracts for exclusive supply’ run for 12 months, subject to 1 month’s notice on either side at any time.  You undertake to source temporary support staff solely through us, thereby allowing us to feed back savings in cost and more competitive pricing.

Exclusive supply - charges

· Between 25% and 30% of payroll cost, dependent on volume

Non-exclusive supply - charges

· Between 35% and 40% of payroll cost, dependent on volume

Costs – Temporary Staff 

Payroll cost, where referred to above, comprises:

· Agreed hourly rate to temp (including statutory 5.6 weeks’ holiday pay) included

in the hourly pay rate

· Cost of Gordon Yates loyalty bonus scheme (6.1% of hourly rate)

· Cost of employers’ National Insurance (12.8% of hourly rate and bonus cost)

Temporary Virtual Assistance

We offer temporary support online where this is more convenient for you. This may arise if you have insufficient space, if the booking is out of hours or simply for reasons of organisational convenience. We manage your job from start to finish, using experienced temps working from home or from our offices.

Charges as above.
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Corporate Training

Most of the training we do with the corporate sector is delivered to groups, but one-to-one training plays an important part too.

In every case, our training is tailored to meet your needs. We explain how this process works in the section below entitled "approach".

The kind of training we offer is set out in "courses/prices". We hope this will give you a flavour of what we do. In practice though nothing comes off-the-shelf, all our training ends up reflecting each unique need.

Approach

We follow a five-step process:

1. The analysis - we identify the need by working in partnership with you to define the training topic and talk through your desired outcome. We clarify goals. Where appropriate we send questionnaires to attendees, and use Learning Style exercises to identify the preferred learning styles of participants. 

2. Production - we write a tailored course to meet the agreed training needs. We meet with you to run through the final schedule with you and ensure approval. 

3. Delivery - we run the training course/s, ensuring maximum participation via a combination of 'tell and sell' techniques and active creative group/individual exercises. Learning goals agreed at the start of the session are evaluated at its end, with personal action plans put in place for attendees to take away. 

4. Follow-up - we hold one-to-one and/or group sessions following up on personal action plans. 

5. The final countdown - the opportunity for you and our trainer/s to share feedback and discuss any required future action.
Courses/prices

The following provides a flavour of the kind of training we do, but each course we run is tailored to your needs. Whatever you want to achieve, talk to us - we love a challenge!

Programme topics include:

· Customer service 

· Time management 

· Coaching skills (individual and team working) 

· How to work with your PA 

· Effective communication 

· Business writing skills 

· Understanding sales (basic, intermediate and advanced) 

· Leadership skills 

· Change management 

Prices start from £500 per half day plus VAT

Group bookings are priced separately.
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Outplacement – ‘Career Transitioning’

Cutbacks are part of business life. As with growth, the challenge is to manage change effectively.

Outplacement support for departing staff is a caring, responsible thing to do. More than this, it is an investment in your ‘brand’ as an employer. It helps to make a difficult transition much easier. It also aids morale and motivation among those who remain and who have to continue working through the loss of former colleagues.

Senior executive outplacement is well established. However outplacement support has its greatest impact upon employer ‘branding’ when provided for the main work force affected by cutbacks and redundancy. The Gordon Yates outplacement model focuses on this latter group. We call it Career Transitioning.  It is a high value, low cost model.

On-site delivery…

We offer a range of powerful training and support, from essential advice to sophisticated coaching sessions, designed to help individuals re-launch their careers. This can be delivered on-site if needed and tailored depending on budgets, employer priorities and the needs of the individuals concerned. Price range from £150 per person, or £500 per half day.

… or personal vouchers?

Alternatively, many employers prefer to provide pre-paid vouchers. Departing staff then choose from the options available under our Career Doctor menu, selecting the modules most relevant to them and ‘topping up’ with their own money if they want.  This is a popular option that gives staff individual choice.

A voucher for £150 for example, would enable an employee to purchase all three of our basic job search modules - covering the application, the CV and the interview. £300 could pay for two intensive care programmes – ‘Creating the Opportunity’ and ‘Closing the Deal’.  £1,350 would enable a course of Executive Coaching. These are simply examples. The point is that vouchers put the individual in control.

Vouchers can be for any value. You may even choose to provide different values for different levels of seniority, perhaps awarding long-standing staff higher levels of support. We work with you to decide. For larger numbers discounts may apply.

Career Doctor menu (see www.gordonyates.co.uk for full details):

· Application Doctor – how to plan and target job search, how to stand out

· CV Doctor – how to ensure your CV sells and presents you in the best light

· Interview Doctor – how to avoid the pitfalls and come across strongly

· Intensive Care #1: Creating the Opportunity

· Intensive Care #2: ‘Closing the Deal’

· Psychometric Profiling – scientific evidence of abilities and personality strengths

· Executive Coaching – high level support to facilitate career transition  
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Professional Services

We are pleased to offer our expertise and experience in support of your needs:   

SHL Aptitude/Personality Profiling

SHL are market leaders in psychometric profiling.  Gordon Yates personnel are SHL qualified to administer/interpret a wide range of psychometric tests, including ability, personality and motivation profiling.  Details on request.

· From £200 per profile

Salary and Benefits Research

For 21 years Gordon Yates in association with The Guardian has tracked the support staff job market, monitoring trends in: salaries; benefits; bonuses; holidays; working hours; role content; job satisfaction; staff turnover and much besides.

We publish the results of this research on the web (www.secslife.com)

Gordon Yates clients gain the further benefit of the SecsLife helpline. If our access to the wealth of more detailed, unpublished data is ever of potential use, then we are always pleased to help if we can provided participant confidentiality isn’t jeopardised.

Training

Sample programmes include: time management; coaching skills for individual/team working; how to work with your PA

· From £500 per half day 

Executive coaching

This concept has seen enormous growth in recent years. Initially used by senior executives, coaching these days is increasingly used by successful people throughout organisations. Executive coaching provides a trained specialist who listens and is able to facilitate both the setting and the achievement of self-development goals.

The feeling of self-discovery is enlightening and motivating, often giving rise to the recipient’s greatest learning moments.

Accredited by the University of Strathclyde, the School of Coaching Certificate is widely recognised as the gold standard of executive coaching.  Gordon Yates offers this by arrangement, on a limited basis.
· £225 per hour 
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Other Support

Depending on your needs, we are pleased to offer further support where this is helpful to you:

Payroll Services

Pay administration can be a major burden for smaller organisations.  We can take care of the burden for you, dealing with tax and NI documentation, deductions, payslips and payment administration for both weekly and monthly pay.

Charges

· Typically, between 12.5% and 15% of pay cost

Candidate Verification

Central to how we work is that we meet all our candidates and interview them face-to-face.  Beyond this, proof of identity and right to work in the UK are always established.  Where needed, candidates also undertake office and IT skills tests using our market-leading “Prove It!” software. Additionally, temporary staff are reference-checked on the basis of two references provided.

Where further specific verification is required, Gordon Yates maintains an account with Experian for:

· Financial Report – confirmation of electoral roll, CCJ, bankruptcy, voluntary arrangement and director disqualification data - £7.08 per report

· Secondary Education Qualifications Check – confirmation of dates, subjects and grades - £12.98 per educational establishment

· Higher Education Qualifications Check - confirmation of dates, subjects and grades - £12.98 per educational establishment

· Professional Membership Check – confirmation of membership - £12.98 per body

· Employer Reference Check – confirmation of dates, position held and (where provided) reason for leaving - £12.98 per employer

Model Employment Contracts/Staff Handbooks

Sometimes, smaller or newer organisations taking on new staff face problems with employment contracts and other legislative requirements.  We keep our own employment documentation constantly updated to meet changes in employment law, and are happy to share these with you.

· Gordon Yates clients, no charge
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