Procurement Services Associates

Expectations for Contract Employees

The purpose of this letter is to explain some of PSA’s basic expectations concerning your temporary employment.  Since the “rules” for temporary employees differ with each job assignment and are not the same as those that apply to regular employees, we want to make you aware of some of these issues.  Not understanding these expectations can cause serious problems related to your placement – up to the termination of the assignment.  In our experience, the issues of professionalism outlined below are often more critical to your overall success than your technical expertise or other qualifications.  Please contact your PSA Recruiter if you have any questions concerning these points.

1. Professional Business Attire:  You should take your cues from the business attire of your supervisor, but until you have specific information on the appropriate attire for a particular company, you should err on the side of over dressing.  Overly casual attire such as exercise clothing, sweats, t-shirts, shorts or athletic shoes are not appropriate business attire.

2. Professional Behavior:  Your behavior reflects on you as a purchasing professional and on Procurement Services Associates.  You are expected to conduct yourself at all times in a courteous and highly professional manner.  Contact PSA if circumstances create a situation that might cause you to raise your voice, or argue with any customer, employee or supervisor. Never walk off a job assignment!  Contact PSA in situations that might cause you to consider that action and we will resolve the problem.

3. Confidential Information:  Some temporary assignments may expose you to confidential information such as patient medical information, trade secrets or other types of proprietary information.  You may even be required to sign a non-disclosure agreement where you promise to keep that type of information confidential.  You should be very careful about discussing information about an employers business with friends, family or business associates.  Also, keep track of files, data disks and other proprietary information that is given to you, as you will be required to return that information at the completion of the assignment. 

4. Arrive On Time:  You should allow considerable extra time to reach your job location until you have a clear understanding of how long your commute will take.  Since you are an hourly employee, you are expected to be at the job location and ready for work at the designated start time.  You may notice that regular salaried employees at the job site sometimes demonstrate flexibility in their arrival and departure times.  However, that flexibility does not apply to hourly temporary employees.  

5. Clarify Your Assignment:  As a new employee it is understood that you will have questions and need direction concerning exactly what needs to be accomplished.  Ask your supervisor any time you have questions about the work or are unclear on the assignment.  Take notes when your assignment is discussed and confirm that you have understood the tasks, the order in which work should be completed and all work completion deadlines.  On a daily basis, keep your supervisor appraised concerning your work progress and discuss any difficulties you are having.      

6. Workload:  Since your assignment may be a new project or a combination of duties performed in the past by several people, you may experience times when you run out of work.  You should immediately notify your supervisor if that happens and request additional work.  Remaining idle, attending to personal business, or waiting for someone to notice that you are out of work will lead to problems.  It is often best to estimate when you will complete your work and to ask for additional work in advance.

7. Internet Use:  Software that closely monitors Internet use is fast becoming the norm at many companies and you should assume that your supervisor has the capability to track the Internet sites that you visit.  Never use the employer’s computer for non-business purposes such as personal email or Internet surfing.  Although these activities may be normal for regular employees, they are never appropriate for contract employees.  The employer’s phone should also be used exclusively for business purposes.

8.  Cell Phones:  Many people have these portable phones and they are the appropriate method for making personal calls during your breaks.  Making or receiving cell phone calls during work hours should be actively avoided since it can result in the company ending your assignment.

9. Time Cards:  As an hourly employee you are required to accurately record your hours on the job.  You should not claim work time before the start of your shift in cases where you arrive a few minutes early.  Since you are subject to paid overtime, your supervisor must approve in advance if you work more than 8 hours on any one day.  Un-approved overtime will generally cause your assignment to terminate.  In order for us to process your time sheet for our payroll, you must submit a copy signed by your supervisor.  We attach a copy of your signed time sheet to the invoice we send to our client company.  Any discrepancies in these documents will cause serious problems.

10. Absences:  Temporary assignments are generally based on the assumption that you will be available for the entire assignment.    In the event that you are too ill to attend work, you must phone your supervisor before the beginning of your regularly scheduled shift to inform them of your absence. The employer may request that we provide a replacement employee if you are unable to attend work on a reliable basis.  You should also call PSA at (925) – 685-4289 to notify us of any absences.

11. “Temping” vs. Consulting:  It will not be unusual for you to work in a purchasing department that is having difficulties with workflow, procurement processes, or efficiency issues.  As a temporary employee, your job is to pitch in, follow instructions, remain flexible and work hard.  As you gain personal credibility based on your work effort and accomplishments, you may be asked for your opinion on various aspects of the purchasing process.  Remember that your primary role is as a worker not a consultant.  Avoid being overly critical or volunteering your assessment of the current processes unless you are asked.

12. Co-Workers:  Most often our employees are welcomed by co-workers at the job site and appreciated for their help and professionalism.  However, temporary employees are sometimes viewed as competitors or as a threat to overtime or job progression.  Be sensitive to these issues, focus on your work, and stay out of office politics.  Remember that this may also be a stressful time for your co-workers.  Avoid asking co-workers too many questions or for assistance unless directed to do so by your supervisor.

13. It’s a Small World:   PSA is proud of our record of successful placements and we try to associate ourselves with the finest purchasing professionals.  During the past 14 years, we have learned that the purchasing profession in California is indeed a very “small world”.  The unfortunate truth is that one incident of unprofessional behavior by a temporary employee can quickly get around the purchasing field and may “haunt” that employee for years.  PSA’s expectation is that you will always keep your cool and act professionally.  Again, never raise your voice or get into an argument with co-workers or your supervisor.  Remember that if you expect to be successful in the purchasing field, there are no job assignments that “don’t count.”   Contact PSA if you have any difficulties that you want to discuss.

I have read the above and understand the behavioral expectations outlined above.

Signature:_______________________________     Date:  _________________

Print Name:_____________________________
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