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Selecting the Right Agency
Understanding your needs
Have a site visit
Organizational guidelines for hiring
Technology available
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Understanding Your Needs
Get the right fit the first time around.
What competencies are required
- Filing schemes
- Computer skills
- Telephone answering
- Detail accuracy
Challenges and successes
- What issues have you had in the past (i.e. 
getting the right talent)?
- What type of person has worked well?
Duration of assignment



COPYRIGHT Wachovia CONFIDENTIAL

Have a Site Visit
Have agency shadow jobs to be filled
- Share job descriptions and procedures
Agency to have an understanding of work 

environment
- Allows representatives to meet your 

Department Managers, Supervisors and Team 
Leaders

- Gives Agency a better understanding of office 
climate, dress code, facility, etc.
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Organizational Guidelines for Hiring
Allow enough time to place and screen
- Work out a salary range.  Some companies 
already negotiate corporate contracts.
Does your company require pre-screening 

(drug testing, background checks, 
confidentiality agreements)?
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Technology Available
Does your company offer web-based 

ordering, time approval and e-invoicing?
- Understand the ordering process before you 
begin


