
OUR SERVICES
Human resources is time consuming and can be a land mine for companies who are not fully aware of the risks of non-compliance. There are 
seemingly endless numbers of laws and regulations affecting the employment operations of a business. Without knowledgeable experts focused 
on HR, things can get out of control quickly and expose you to potential fines, audits and lawsuits.  

A desk cleared of your HR responsibilities can impact the busy finance professional, small business owner, the one and only human resources 
professional doing it all or even a large HR team that needs help with a major project. Free up time to focus on your business and expertise, 
while we focus on reducing your employment risk.

HIRING PROCESS MANAGEMENT
We can write job postings to accurately reflect your jobs to target the right candidates.Job Posting

Applicant Review & 
Interview Scheduling

Review of applicant resumes/applicants can be time consuming – we can identify the best 
candidates and pre-screen or schedule interviews.

Interview Question 
Development

Offer Letters

Asking the right questions to identify the candidate’s knowledge, skills, and abilities is critical.  
In today’s job market, we can help prepare your interviewers for what to expect from savvy 
job seekers who are prepared to interview you.

Create offer letters that are compliant with employment laws including Employment At-Will 
and pay requirement language.

New Hire Onboarding Onboarding is a new employee's first look into your company's culture. We can develop or 
help you improve upon your current onboarding and orientation process.
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ORGANIZATIONAL STRUCTURES
Org Charts We can review your structure and create organizational charts.

Department or 
Organization 
Restructure

Has your company experienced growth and your current department structure is creating 
productivity issues and conflicts between departments? Utilize our extensive expertise in 
restructure management to help you find operational efficiencies. Having the right people on 
the bus is important, now let's also put them in the right seat.

Position Eliminations 
or Layoffs

If you are in the unfortunate situation to be handling position eliminations or a widespread 
layoff, we have expertise in the analysis of your documentation, discussion with management 
teams and exit meetings.



EMPLOYEE FILES & RECORDS
Setup & Record 
Retention

We will create an employee file system that is compliant for your active and inactive 
employees with destruction requirements. We will leave you with a filing system that will be 
super easy to maintain and is an auditor’s dream.  

Compliance Review
Do you have I-9 Forms, medical documents or DOT driver records in your general employee 
file? Who has access to your employee files? We will review your current file systems and 
documents for compliance with federal and state regulations.

EMPLOYEE HANDBOOK

Creation or Review
Employees should have a resource to answer their basic employment related questions. 
Employers should have a document that helps to mitigate its risk. We will either create an 
Employee Handbook from scratch, or do a review and update of your current document.

Performance Appraisal 
Creation or Review

We will provide detailed or simple performance appraisal forms and documentation 
management guidance.

PERFORMANCE MANAGEMENT

Documentation
Properly documenting your employee performance is critical to protecting your company and 
setting clear performance expectations for employees creates engagement and can help with 
retention.

Career Path & 
Succession Planning

We can help identify career succession for your employees. This will help with retention for 
employees and efficiencies for the company.

Performance 
Discussions

We can provide expertise in performance related discussions and proper documentation for 
promotions, demotions, restructures and layoffs. Your performance documents will protect 
you when you make decisions relating to these areas of employment. This is your justification 
to reduce risk for discriminatory practices.

PAY MANAGEMENT
FLSA Exemption Test - 
Exempt or Non-Exempt

Fair pay amongst employees can also cost you if not properly administered. It can bring 
heavy fines and high turnover. We can analyze your current pay practices and make 
recommended adjustments.

Do your job descriptions support your FLSA classifications? Have you performed the 
exemption test on all of your positions? Not paying overtime, when it is due, can result in 
huge fines and back payments.

Pay Equity

Time Records
Are your hourly employees tracking and approving their hours? Are your employees taking a 
lunch break? We can help you create a process for keeping compliant time records - either 
paper or electonic.
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EMPLOYEE RELATIONS
Difficult Discussions We can work with your managers to help them work through difficult employee relations 

issues and conversations. 

Retention Strategies
In an economy with low unemployment, employees have options on what company they 
choose to work for. Let us work with management and employees to help identify changes 
that can improve employee retention.
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HR TECHNOLOGY

HR Technology 
Selection

Are you still using paper for your human resources or payroll records and processes? Or do 
you feel that your current HRIS or payroll solutions are not meeting your needs, or are not 
efficient? We have the right knowledge and experience to research and ask the right 
questions to recommend the best HR technology for your company.

HR Technology 
Implementation

Do you have the executive support, but no IT department or expertise in HR technology to 
implement a new HRIS or payroll solution? Let us bridge that gap. We have experience with 
full circle HRIS and payroll implementations, from vendor selection and data collection to 
testing, go live and user training.

Staying Current
Employees continue to look for information on demand. Having cloud-based and mobile 
technology can be a great recruiting tool in a tough employer labor market. We can review 
your current practices and make recommendations to gain efficiencies and retention.

HR Toolkit & 
Compliance

If you are a startup or small company that isn't yet large enough for a full-time human 
resources team, let us handle your HR needs. We will provide you with the documents, 
templates and checklists that you need to run a HR compliant organization. We can help you 
research and implement your HR technology solutions and also answer your HR questions as 
they arise.

STARTUP COMPANY

Education
Human Resources compliance is ever changing and can be difficult to stay on top of. Let us 
help you and your management stay current and compliant. We can be a resource for your 
growing business as your needs change. 

HR HEALTH CHECK
1 Hour Discovery 
Conversation

We will review a selection of your current job descriptions to ensure that they include required 
sections and support their current FLSA designations.

We will spend about 1 hour meeting with key stakeholders to help gain knowledge about the 
company's current practices, procedures and culture. This will help us understand what the 
human resources needs and gaps are.

Job Descriptions

Personnel Files
We will spot check the setup, security and compliance of your active and terminated 
employee personnel files.

Hiring & Firing We will review your current hiring and firing processes, practices and documentation for 
compliance and best practice standards.

HR Technology We will review your current HR Technology to determine if you could gain efficiencies through 
new or different solutions. This could include applicant tracking, payroll and HRIS.

Time Records We will review your current timesheet or time records for compliance or efficiency.

Health Report After your Health Check, we will provide you with a Health Report to outline your health 
rating in each area of review. We can move from here into treating any areas in need.
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