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Both my parents are hourly workers. My dad is a driver 
who has worked for the past 40 years delivering parcels for 
companies, while my mum helped him as she worked part 
time as a cleaner. My dad would leave for work at 4:30am to 
beat traffic and often finished late in the evening for 6.5 days 
each week. His dedication and passion towards hard work 
made me want to help others in the hourly worker space.

I worked part-time throughout school to pay for myself and 
was fortunate to be the first in my family to come to America, 
where I attended Harvard University. Harvard felt like an 
opportunity not just for myself, but for my parents and 
extended family who all came from a blue-collar background. 
Through my familial bonds, I feel a deep need to give back 
and help others in the industry be recognized, appreciated, 
and protected. 

From supermarkets and restaurants to hotels and healthcare 
companies, Workstream has streamlined the hiring and on-
boarding processes for all types of local businesses. We’re 
sharing our insights today to help empower local businesses 
and hourly workers to do better work and reap the benefits 
of a mutually beneficial hiring process. Regardless of whether 
you decide to use our product, I hope this guide will help you.

Desmond Lim - CEO, Workstream

Introduction
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As one of the first branded experiences you will offer 
your potential hires, it’s in the best interest of your job 
posting to speak directly to your audience in a consistent 
voice that resonates with your internal communications.

Having the right keywords in the title of your posting 
is one of the most important keys to search-engine 
success. Follow with a compelling introduction to your 
company’s vision and typical collaboration process. 
When writing the description use common terms and 
be transparent about the role’s requirements and any 
qualifications. 

Clearly state the compensation and duration of the 
project, but keep this brief. 60% of applicants search for 
jobs on their phones, so it’s best practice to review and 
revise down your job posting, using short bullet points 
where functional.

Lastly, consider your hiring demographic’s daily schedule 
and commute before posting for cues at when best to 
get their attention. Once the applications start to roll in, 
respond quickly by using an Applicant Tracking System 
to stay in touch with applicants through text and email.

We share the secrets to Pleasant Hill Grove Grocery 
Outlet’s hiring process and how they utilize Workstream 
to its maximum potential in this case study on the 
Workstream Blog.

Preparing for Launch
SECTION 1: THE PROPOSAL

“Workstream cut out the tedious task of 
onboarding and paperwork. It saves us at 
least 15 hours every week. We couldn’t be 
happier with the program.”Jason Olson, Grocery Outlet Owner

https://www.workstream.us/casestudies/pleasant-hill-grocery-outlet?utm_source=pmfa_members&utm_medium=email&utm_campaign=hiringguide&utm_content=ebook
https://www.workstream.us/casestudies/pleasant-hill-grocery-outlet?utm_source=pmfa_members&utm_medium=email&utm_campaign=hiringguide&utm_content=ebook
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“Ever since Workstream made all the tedious 
task of on-boarding and paperwork so much 
easier, I have much more time to myself!”
Jason Olson - Owner, Pleasant Hill Grove Grocery Outlet

Casting the Net
SECTION 1: THE PROPOSAL

Millennials are currently the largest generation in the 
U.S. labor force, but it’s Generation Z that will be filling 
internships and entry-level roles for years to come. 
Gen Z is the first generation of digital natives having 
interacted with mobile devices, touch screens, voice 
computing and apps since childhood. These job seekers 
not only understand digital technology and social media 
platforms but appreciate the fact that a digital world 
makes life easier and more flexible. 

Directly address your offline Gen Z patrons and easily 
convert them into informed team members with Text-
to-Apply. Easily incorporated into posters, flyers, emails 
and even receipts: text-to-apply allows job seekers 
to start your application process by texting a unique 
short code directly from their phone.

Over 60% of Generation Z prefers and relies upon 
referrals from an employer’s current or former 
employees as the most trusted job-search source. 
Referred candidates are hired faster, less expensive, 
and stay with their company longer than traditional 
candidates.

Cast a wider, more reliable net by sharing text-to-
apply opportunities with current employees, specific 
professional connections on social media, or even 
friends and family who might be personally invested in 
the success of your brand or business.

WE'RE HIRING! 
Scan or Text 2345 to (850) 404-0245

Workstream Solution! 
Check out Workstream’s integrated Referrals Feature  -→

Workstream Solution! 
Demo our Text-To-Apply Generator  →

http://help.workstream.is/en/articles/3470340-workstream-training-referrals?utm_source=pmfa_members&utm_medium=email&utm_campaign=hiringguide&utm_content=ebook
http://help.workstream.is/en/articles/2820683-how-to-get-a-text-to-apply-poster?utm_source=pmfa_members&utm_medium=email&utm_campaign=hiringguide&utm_content=ebook
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Text Recruiting
SECTION 2: THE INTERVIEWS

Reaching candidates by text could solve the larger 
problem of getting someone to interview–either the 
candidate or the recruiter–to respond at all. 81% of 
candidates expect a 2-week hiring process at most, 
while the hiring process actually now takes longer than 
ever. To close the gap, employers and seekers should be 
considering and utilizing the most evidently effective 
way of interacting with opportunities.

Texting allows that layer of personal space by giving 
the recipient room to respond when they find free time, 
without undermining the importance of the message. 
Even the most direct emails can be caught up in spam 
filters but push notifications for texts are often turned 
on by default. With phones so deeply ingrained into our 
every day lives, texting can break down a barrier to entry 
for those who have prioritized getting the job.

When it comes to hiring new talent, technology adoption 
can itself be a selling point for your organization. If your 
small business is using modern, efficient technology, 
it markets you well. With 86% of reported candidates 
feeling positive about getting text messages during the 
interview period, the odds are in your favor.
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Productivity Hacks
SECTION 2: THE INTERVIEWS

Consistent contact is key in recruitment. More than two-
thirds (67%) of candidates in the current market have 
accepted another offer because they waited too long 
to hear about a preferred role,  so once they’ve started 
on this journey, it’s up to you to secure the best leads 
before competitors. Automated interview scheduling 
helps companies meet top talent faster by eliminating 
candidate loss caused by unnecessary back-and-forth 
emails and phone calls.

The annual churn rate for hourly workers is 49%, 
meaning half of your hourly staff likely churns every 
single year so it’s easy to feel like you’re constantly in 
interview mode. Keep a regular interview cadence 
blocked off in your calendar with monthly and weekly 
overviews to predict and manage churn, and add details 
for your team’s interviewers in the comments. View our 
Sample Interview Schedule for reference →

Workstream Solution! 
Check out Workstream’s Availability Calendar Feature  -→

Workstream Solution! 
Sync interviews to your calendar easily  -→

http://help.workstream.is/en/articles/3185223-how-to-set-up-your-availability-using-workstream-calendar?utm_source=pmfa_members&utm_medium=email&utm_campaign=hiringguide&utm_content=ebook
https://www.workstream.us/blog/interviewing-hourly-workers-organize-calendar?utm_source=pfma_members&utm_medium=email&utm_campaign=hiringguide&utm_content=ebook
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When you factor in recruitment and training costs, the 
average cost-per-hire for hourly employees is $4,129. The 
best way of reducing that cost? Smarter hiring. Hiring 
managers need to ask more questions to understand 
whether an applicant is a good cultural fit and likely to 
stick around.

Bad-mouthing previous employers, short undedicated 
work experience, tardiness and being unprepared, no 
references, and/or the lack of shared goals can all be 
signs that a potential hourly worker might disrupt the 
current peace and productivity of your existing team and 
drive rock-star employees away.

1

2

3

4

5

Bad-Mouthing or Negativity 
Bad-mouthing former team members from the start 
could signal a generally negative outlook or even a lack 
of personal responsibility in the workplace.  
Ask how they’ve improved on a recent critique.

Short Work History 
From experiencing a string of hardships to signaling 
that they’re difficult to work with or uncommitted, one 
too many previous jobs over too little time is something 
you’ll need to ask about.  
Address the candidate’s short history and any gaps.

Tardiness or Disorganization 
Failing to prioritize the scheduling of or attendance 
to their interview and being unprepared or seeming 
uninterested during your time together could signal that 
a candidate might struggle with preparedness.  
Communicate company preferences around timeliness.

No or Low-Quality References 
A long history but no references might indicate that they 
did not make a notable impact in their last role, but it 
could also mean that their previous employer may not 
have an accurate understanding of their capabilities. 
Ask about the last manager that really inspired them.

Unrelated Goals 
Having goals unaligned with your role’s track could be a 
sign that your candidate will continue to look elsewhere 
to fulfill those goals once hired.  
Present long- term milestones to understand interest.

Surveying the Water
SECTION 2: THE INTERVIEWS

$4,129
The average cost-per-hire for 

hourly workers is

?
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After you’ve gone through 
the process of attracting and 
interviewing the candidate, you 
finally get to offer them the role! No 
matter the commitment, a part-time 
employee is still an investment for 
your organization and a meaningful 
offer letter let’s them know you’re as 
invested in them as you hope them 
to be for your company. 

Make a verbal offer first, followed by 
a short written letter with a space 
for the job candidate’s signature and 
the date. It benefits both you and the 
potential employee to have a legally 
signed document detailing the offer.

There are just three things you need 
to remember to include in a job offer 
letter to protect both you and the job 
candidate: the offer of the position, 
the detail of the position, and some 
legal considerations.

Detail
• Hourly Rate
• Pay Schedule
• Exact Take-Home Pay
• Exempt Status

Hey [Name of candidate],

On behalf of everyone at [Company name], we’re 
delighted to offer you the role of [Job title]!

After getting to know you over these past few [days/
weeks/months], it became clear that your talents, 
goals, and values are a perfect match for our team. It 
would be an honor to bring you on board as we work 
toward [Describe a little bit about your mission].

Your official offer letter outlining everything you need 
to know [is attached/was sent in a separate email]. 
Please let me know if you have any trouble viewing it. 
As you review the offer details, we’d love to answer 
any questions you might have before you make your 
decision.

We’re aiming for a start date of [Date], and it would be 
great to hear your feedback on this offer by [Date]. If 
this time frame doesn’t work for you, just let us know.

So the real question is… can we order your [laptop/
name plaque/team jacket] yet? :)

Cheers, 
[Your name]

Legal
• ‘Not A Contract’
• At-Will Employment
• Contingencies

Offer 
The offer letter should be 
written in an exciting tone 
and convey the message 
that the candidate should 
be proud to have made 
it to this final level in the 
process.

Templates
SECTION 3: THE OFFER LETTER
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Print out these forms and make sure employees fill 
them out before they start. How you gather the forms is 
ultimately up to you, but this is what you’ll need. All of 
these forms are linked to the federal websites for easy 
downloading.

Direct Deposit 
Form  →

I9 Employee 
Eligibility Form  →

Authorizes a third party, 
usually an employer, to directly 
send money or funds to an 
employee’s bank account.

Used to verify the 
identity and employment 
authorization for individuals 
hired to work in the U.S.

W4 Form  →

W2 Form  →

W9 Form  →

DL 1-65 Form  →

The Employee’s Withholding 
Allowance Certificate is filled 
out to ensure employers 
withhold the correct federal 
income tax for your pay.

Used to report wages paid 
to employees and the taxes 
withheld from them.

The Taxpayer Identification 
Number and Certification is 
used when a business hires 
an employee as a contractor.

Collects emergency 
contact information for the 
employee.

8850 Form  → Equal Opp. Data 
Form  →Filled out when hiring 

individuals from certain 
targeted groups who have 
consistently faced barriers to 
when seeking employment.

Employees can self-identify 
their race, ethnicity, veteran 
status, or disabilities. 
Employees can decline to 
answer these questions.

Workstream Solution! 
Request a Demo of our Paperless Automation →

Reeling in Paperwork
SECTION 4: THE PAPERWORK

https://eforms.com/direct-deposit-authorization/?utm_source=pmfa_members&utm_medium=email&utm_campaign=hiringguide&utm_content=ebook
https://eforms.com/direct-deposit-authorization/?utm_source=pmfa_members&utm_medium=email&utm_campaign=hiringguide&utm_content=ebook
https://www.uscis.gov/i-9?utm_source=pmfa_members&utm_medium=email&utm_campaign=hiringguide&utm_content=ebook
https://www.uscis.gov/i-9?utm_source=pmfa_members&utm_medium=email&utm_campaign=hiringguide&utm_content=ebook
https://www.irs.gov/pub/irs-pdf/fw4.pdf?utm_source=pfma_members&utm_medium=email&utm_campaign=hiringguide&utm_content=ebook
https://www.irs.gov/pub/irs-pdf/fw2.pdf?utm_source=pmfa_members&utm_medium=email&utm_campaign=hiringguide&utm_content=ebook
https://www.irs.gov/pub/irs-pdf/fw9.pdf?utm_source=pmfa_members&utm_medium=email&utm_campaign=hiringguide&utm_content=ebook
https://www.bls.gov/jobs/forms/1-65.pdf?utm_source=pmfa_members&utm_medium=email&utm_campaign=hiringguide&utm_content=ebook
https://www.irs.gov/pub/irs-pdf/f8850.pdf?utm_source=pmfa_members&utm_medium=email&utm_campaign=hiringguide&utm_content=ebook
https://www.fcc.gov/general/eeo-forms?utm_source=pmfa_members&utm_medium=email&utm_campaign=hiringguide&utm_content=ebook
https://www.fcc.gov/general/eeo-forms?utm_source=pmfa_members&utm_medium=email&utm_campaign=hiringguide&utm_content=ebook
https://www.workstream.us/paperless-onboarding?utm_source=pfma_members&utm_medium=email&utm_campaign=hiringguide&utm_content=ebook
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Welcome Checklist
SECTION 5: THE JOURNEY

Greet employees at reception with a smile!

New Hire Paperwork 
Help your new employee to review and sign all 
the HR administrative paperwork.  
Need a reminder? Go to Section 4 →

Accompany employees to their work stations. 
Check comfort and that all equipment is in 
proper working condition. Direct them to 
technical support.

Quick Department Tour 
Show the common areas such as the lunchroom, 
bathrooms, employee parking, etc.

Introduce your new employees to co-workers. 
This is incredibly important to ensure employees 
will work well together. Use an icebreaker game 
if you’re onboarding multiple people the week 
- for example you can have each person share a 
fun fact about themselves.
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Orientation Checklist
SECTION 5: THE JOURNEY

Business Fundamentals 
Introduce the company mission, values 
and leadership. Inspire and make your new 
employee’s feel welcome.

Employee Handbook 
Typically encloses all the company’s rules and 
regulations, company culture etc.

Explain/review key policies of your company. 
Even if this is covered in the handbook, you 
should review these policies. 

Define job responsibilities. 
What is their core function? How is their work 
being reviewed? Give them an opportunity to ask 
questions.

Introduction to benefits plans and perks 
Do you have bonuses if they hit milestones 
with the company? What are their options for 
insurance and/or paid leave?

Physical tour of the workplace 
Guide them through nearby facilities, identify 
areas where they are allowed to go and what 
areas to avoid.

Get Feedback 
Ask your employees to ask questions once 
they’ve completed the process and again a few 
days later.

Training and mentoring 
Schedule a training session with a senior 
employee to teach them the ropes and develop a 
mentor relationship.
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1
2
3
4
5

Develop strong onboarding, coach HR 
and recruiting to work together on a 
consistent narrative.

Provide clear and easy opportunities for 
training and advancement.

Create an enjoyable work environment, 
where all your employees can feel like 
family.

Recognize and motivate high-
performers with monetary incentives.

Adopt and promote accessible internal 
communications tools and strategies to 
keep everyone aligned.

5 Tips for Keeping Top Performers
SECTION 5: THE JOURNEY
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1
2
3
4
5

Assign a mentor ahead of private 
intervention to encourage a sense of 
belonging.

Talk privately and try to understand their 
situation so that you might improve their 
working conditions.

Provide contextually relevant and 
constructive feedback.

Put goals in writing to set clear 
expectations for progress.

Stick to stated consequences to set an 
example for the team moving forward.

5 Tips for Managing Difficult Employees
SECTION 5: THE JOURNEY



15

When I started Workstream, my search for clients 
began on Stanford campus with Coupa Cafe. The 
owner responded within hours of my first cold email 
and we met in-person the next day. My window of 
opportunity to answer her hiring dilemma with a demo 
of Workstream arose within 15 minutes. Within just a few 
days, Workstream had closed its first deal.

Over the next year, I was able to transform the hiring 
and on-boarding process for Coupa Cafe and their 
stakeholders. With that success, I’d go on to speak with 
over 2,000 businesses such as Jamba Juice, Sightglass 
Coffee, Sports Basement, and Westin where I would 
offer to do the same.

By practicing many of the insights in this guide, I found 
the opportunity to work with our amazing team and 
empower our clients hiring decisions. With or without 
Workstream, I wish you the same success and more.

Desmond Lim - CEO, Workstream

Conclusion



Workstream is an all-in-one hiring platform 
based in San Francisco, CA.

hello@workstream.us

workstream
FACEBOOK

LINKEDIN

TWITTER

mailto:hello%40workstream.us?subject=Ultimate%20Guide%20Follow-Up
http://https://www.workstream.us/?utm_source=pmfa_members&utm_medium=email&utm_campaign=hiringguide&utm_content=ebook
https://www.facebook.com/pg/workstream.us/posts/?utm_source=pmfa_members&utm_medium=email&utm_campaign=hiringguide&utm_content=ebook
https://www.linkedin.com/company/workstream-us/?utm_source=pmfa_members&utm_medium=email&utm_campaign=hiringguide&utm_content=ebook
https://twitter.com/workstream_us?utm_source=pmfa_members&utm_medium=email&utm_campaign=hiringguide&utm_content=ebook

