[image: image1.png]i -

SEDONA _-:-——-—‘-=“"""__:_.__"
STAFFING SERVICES






CareerPros, LLC dba Sedona Staffing Services is a client-driven company. We listen to the needs of our Clients and fill those needs. It is our objective to serve our clients in an efficient and professional manner that allows them to concentrate their efforts on their business.

Sedona Staffing maintains a staff of Human Resource Professionals certified by the Society for Human Resource Management and certified by the American Staffing Association in Employment Law. Our employees keep up to date on information pertinent to the staffing industry and are skilled in management and employee motivational techniques. We are innovative in attracting and retaining quality associates, and are accustomed to and comfortable with working with diverse cultures.

CareerPros, LLC dba Sedona Staffing Services is a certified woman-owned and managed business. We are dedicated to our clients, our employees and our associates. You will be working directly with decision makers. It is our philosophy to empower our staff giving them the ability to say, “Yes.” Since we are not a franchise bound by corporate inflexibility or governed by franchise rules and assessments, we are able to be creative, flexible, and responsive to your needs.
Sedona has the ability to offer a comprehensive benefits program to our associates which gives us the competitive edge when recruiting for top talent. Our packages vary based on position and client agreements, and may include:
· Health

· Vision

· Dental

· 401K

· Bonuses

· Paid Vacation and Personal Days

· Company Vehicle
A description of our services is below. Many of these services were developed for specific client requests. If there is a service you would like us to provide that is not listed, please let us know. We are always willing to research a variety of scenarios and provide proposals for your consideration.
Summary of Services Available
Temporary Staffing:  

Whether your needs are for a special project, to cover vacations, or a flexible workforce at peak times, Sedona can match people to fill your needs in a timely manner at a reasonable rate. Our services provide the people, payroll, benefit costs, payroll taxes, Workers’ Compensation, and unemployment claims. 

Temp-to-Hire:

Temp-to-hire allows you to reap the benefits immediately filling a position without the hassles of advertising, screening, and interviewing non-qualified applicants. You’ll get an opportunity to see how productively employees perform on the job, how they interact with co-workers, and how they treat your customers – before you make a hiring commitment. At the end of the orientation period, there are no additional “buy-out” fees.

Smart-Hire:

If you like the idea of Temp-to-hire, but prefer to recruit on your own, Sedona provides the same services as Temp-to-hire, but at a reduced rate. And, you decide the length of the orientation period. When you’re satisfied the candidate is a good fit, you simply give us a call and then place the person on your payroll.
Contract Professionals:

When permanent staff additions can’t be justified and your company still needs top-notch technical, executive, or professional skills, Sedona Staffing can assemble the best and brightest from across the nation to join your team for as long – or as short – as you need them.

Staff Leasing:

A unique business service where Sedona Staffing assumes the legal and administrative responsibilities for part or all of your payroll, benefits, and any other human resource functions you’d like us to manage.

HR Consulting:

For a company that is in need of short term assistance in getting their Human Resource functions organized, streamlined and in compliance, Sedona Staffing can provide consulting services. We will come to you and audit your paperwork and processes, as well as train on recruiting, screening and interviewing techniques. See below for a list of HR Consulting Services offered through Sedona:
· Wage/Compensation Surveys

· Creation of Employee Handbooks
· Job Description Writing

· Performance Plans

· HR Audit – auditing of paperwork, policies and/or processes 

· Compensation Structure Creation

· Benefits Review

· Lean Manufacturing

· Certified Focus Group Facilitator
Direct Hire/Recruiting: 

Sedona Staffing Services is focused on providing companies with professional candidates for all areas within their company. 

( We are a member of NPA, National Personnel Associates Cooperative, Inc., a global network of over 1,500 professional employment consultants. This allows Sedona to supplement our efforts in recruiting by networking with other agencies across the country. 

( We have memberships with several local and nationwide job search websites including AccessDubuqueJobs.com, Agcareers.com, hotjobs.com, JobKite.com, CumulusJobs.com, SimplyHired.com, and more.
( We have experience working with local Workforce Development offices, as well as researching and identifying local and effective print advertising options.
( Sedona maintains a database with over 15,000 current candidates in a variety of fields. 

Certified Exam Proctoring Site
Sedona has been certified by several local and national organizations to serve as their official exam proctoring site. We have dedicated secured workstations that comply with regulations on privacy, security, systems and general room set-up. If your organization utilizes proctored exams for pre-employment, employee certification, or other needs, talk to your local Sedona site for more information.

Tutorials & Testing

Sedona has the ability to acknowledge, examine and evaluate each candidate and/or employee’s strengths and weaknesses varying from personality to acquired skills through our testing and tutorials. Testing includes, but is not limited to the following:

· Prove It – A software system that may be administered online or in person with the ability to test skills varying from simple mathematical and administrative skills to engineering programs in a variety of languages. There are over 800 evaluations to select from!
· Personality Profiling

· Wonderlic Personnel Test – An intelligence test primarily known for being administered to prospective employees for the purpose of recruitment, development and retention.

The tutorials give Sedona the capability to help each individual develop their skills including the Microsoft suite: Word, Excel, Access, PowerPoint and Outlook.

Out-Placement Services:

Many employers offer out-placement, a job transition service, to the workers they are laying off or terminating. Sedona can help make this a smooth transition through our Out-Placement services. Out-Placement offerings include: 
· Resume writing 

· Job searching

· Interview skills                

· One-on-one coaching 
· Word processing, fax and photocopy access

Training
When your organization is in need of employee training programs and you’re seeking third party facilitation, Sedona can help! We have experience in conducting employee training programs on a variety of topics, and we are available to create customized programs to fit your organizational needs. Some examples are listed below:
· Safety Training

· Harassment/Diversity Training

· Sales Training

· On-Boarding Orientations
Pre-Screening
Whether your organization is new to the area or expanding your current workforce, Sedona understands the challenges of filtering through the hundreds of resumes and applications you may receive. We offer a pre-screening service where Sedona will collect applications, review candidate qualifications, conduct preliminary interviews and background investigations, and provide you with interview-ready candidates. We will work with you to gain clarity on your needs, and the qualifications you’re looking for in your potential workforce. Call your local office for more information.

Customized Staffing Solutions
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