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BUILDING A TEAM
I'm Minding My Business 

As the needs of your business increase, you will need more

support. This support will require you to build a team. Building a

team and going through the hiring process can be intimidating if

you’ve never done it before. 

I’m going to help you understand this process a little more

through this series but first lets determine your business needs so

you know if an employee or contractor will work best for your

business model.

Contractors are self employed, provide their own tools for work

and must submit invoices for payment.

Employees perform services that can be controlled including

what work needs to be done and how it should be completed. 

How To Hire
By Dr. Kari Williams

BUILDING A TEAM

KNOWING THE
DIFFERENCE BETWEEN
AN EMPLOYEE AND
CONTRACTOR

ATTRACTING THE IDEAL
CANDIDATE

DRAFTING AN EFFECTIVE
JOB DESCRIPTION
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P H O T O  B Y  M A R T I N  R .  S M I T H

Level of instruction: If the company directs when,

where and how work is done, this indicates a

possible employment relationship.

Amount of training: Asking workers to undergo

company-provided training suggests an employment

relationship, since the company is directing the

methods by which work is accomplished.

Degree of business integration: Workers whose

services are integrated with the business operations

or significantly affect the business's success are

likely to be considered employees.

Extent of personal services: Companies that insist

on a particular person performing the work assert a

degree of control that suggests an employment

relationship. In contrast, independent contractors

typically are free to assign work to anyone.

Control of assistants: If a company hires,

supervises and pays a worker's assistants, this

control indicates a possible employment relationship.

If the worker retains control over hiring,

supervising and paying helpers, this arrangement

suggests an independent contractor relationship.

Continuity of relationship: A continuous

relationship between a company and a worker

indicates a possible employment relationship.

However, an independent contractor arrangement

can involve an ongoing relationship for multiple,

sequential projects.

Flexibility of schedule: People whose hours or days

of work are dictated by a company are apt to qualify

as its employees.

Here are some additional key factors to help you

distinguish an Employee from an Independent

Contractor

1.

2.

3.

4.

5.

6.

7.

Employee vs. Contractor



8. Demands for full-time work: Full-

time work gives a company control over

most of a person's time, which supports

a finding of an employment

relationship.

9. Need for onsite services: Requiring

someone to work on company premises

– particularly if the work can be

performed elsewhere – indicates a

possible employment relationship.

10. Sequence of work: If a company

requires work to be performed in a

specific order or sequence, this control

suggests an employment relationship.

11. Requirement for reports: If a worker

must provide regular written or oral

reports on the status of a project, this

arrangement indicates a possible

employment relationship.

12. Method of payment: Hourly, weekly

and monthly pay schedules are

characteristic of employment

relationships, unless the payments

simply are a convenient way of

distributing a lump-sum fee. Payment on

commission or project completion is

more characteristic of independent

contractor relationships.

13. Payment of business or travel

expenses: Independent contractors

typically bear the cost of travel or

business expenses, and most contractors

set their fees high enough to cover these

costs. Direct reimbursement of travel

and other business costs by a company

suggests an employment relationship.

14. Provision of tools and materials:

Workers who perform most of their

work using company-provided

equipment, tools and materials are more

likely to be considered employees. Work

largely done using independently

obtained supplies or tools supports an

independent contractor finding.

15. Investment in facilities: Independent

contractors typically invest in and maintain their

own work facilities. In contrast, most employees

rely on their employers to provide work facilities.

16. Realization of profit or loss: Workers who

receive predetermined earnings and have little

chance to realize significant profit or loss through

their work generally are employees.

17. Work for multiple companies: People who

simultaneously provide services for several

unrelated companies are likely to qualify as

independent contractors.

18. Availability to public: If a worker regularly

makes services available to the general public, this

supports an independent contractor determination.

19. Control over discharge: A company's

unilateral right to discharge a worker suggests an

employment relationship. A company's ability to

terminate independent contractor relationships

generally depends on contract terms.

20. Right of termination: Most employees can

terminate their work for a company without

liability. Independent contractors cannot terminate

services without liability, except as allowed under

their contracts.

**Key takeaway: Independent contractors

are not employed by the company they

contract with; they are independent as long

as they provide the service or product

agreed to. Employees are longer-term, on

the company's payroll, and generally not

hired for one specific project.

When working with independent

contractors, do not treat them like

employees, always have a written contract,

and do not allow extended timelines.



Areas in my
business I need

support

Job/Duties that can be
managed by an employee

Job/Duties that can be
managed by a contractor



HOW TO DRAFT AN EFFECTIVE
JOB DESCRIPTION TO ATTRACT
THE IDEAL CANDIDATE
You want to organize and manage your business in a creative and innovative fashion to

generate very high levels of customer satisfaction, and to create a working climate conducive

to a high degree of personal development and economic satisfaction for your employees or

contractors.

To grow a healthy business is to continually assess the needs of the people who hold the

same vision. This vision creates a harmonious, productive, and profitable business

environment.This may include providing training classes to help improve skills conducted on

a regular basis and it is your responsibility to be committed to this process.

This is why the next important step in building a team is to hire the right candidates. The first

step before hiring is identifying the roles you need fulfilled in your business and drafting an

effective job description that clearly outlines the roles and responsibilities. The job

description communicates to potential hires your expectations upfront and also answers the

question “What does the person in this role actually do?”

COMPONENTS OF A JOB
DESCRIPTION
Job Title
The Job Title is a brief description (1-4 words) of the

job which reflects the content, purpose, and scope of

the job  

Job Purpose
The Job Purpose provides a high level overview of the

role, level and scope of responsibility consisting of

three or four sentences providing a basic

understanding of the role. Answering the question

“why the job exists?”

Job Duties and Responsibilities
This section contains a description of the duties and

responsibilities assigned to the job; also referred to as

the essential functions. They describe the

fundamental nature of the job which occupies a large

proportion of the employee’s time.



JOB DESCRIPTION CONT.

Education, Experience and Other Skill Sets

Identify the educational qualifications that an employee

or contractor must possess to satisfactorily perform the

job duties and responsibilities. State the educational

qualifications in terms of areas of study and/or type of

degree or concentration that would provide the

knowledge required for entry into this position.

Identify the minimum number of full-time experience

required in terms of years and the type of work

experience that an employee needs to be qualified for the

job. If there are specific licenses or experiences that are

required for the position make sure you are specific.

When stating required knowledge, include the level or

depth of knowledge required for entry into the position. 

Education and Experience: An endorsed high school

diploma with a minimum of 5 years experience in the

field of cosmetology/barbering. Managers must train

with the owner a minimum of 1 year. Advanced

education in communication and technical skills are

preferred and reviewed on an individual basis.

I also recommend that you include details about the

compensation. Transparency upfront also allows you to

attract the right candidates for the job. Also consider

that the amount you are able to pay someone will also

reflect their skill level. More experienced candidates will

be attracted to positions with hire pay. Lastly you want

to include some details about the working conditions.

Read More



Sample Job
Description

Handles all phone calls politely and professionally using the name of the salon, as

well as your name, when answering the phone. 

Books appointments for stylists by requesting client's name, phone number, credit

card information and type of service when contacted. Confirms appointment

information with client before ending conversation. 

Confirms all appointments with clients by contacting clients the day before they

intend to come-in for service. 

Checks-in clients upon their arrival to the salon. Check-ins includes gathering all

pertinent data for client’s file. All data gathered from each client is to be filed by the

end of the day. 

Informs stylists when their clients have arrived or canceled. 

Handles all financial transactions for clients and will have a complete

understanding of the POS terminal as well as the credit card terminal and

functions. 

Closes out the POS terminal and credit card terminal at the end of the day/shift. 

Maintains and balances cash drawer at the end of each shift. 

Issues all gift card certificates. Keeps a record of all gift cards sold and used.

Checks-in new inventory and stocks appropriately. 

Maintains answering machine every morning and returns calls promptly. 

Maintains reception area, waiting area, and display units. 

Informs clients of all products available for purchase - having knowledge of all

services offered and the corresponding price. 

MAHOGANY HAIR REVOLUTION

Receptionist Job Description

Mahogany Hair Revolution is currently seeking a dynamic and client focused

Receptionist for its salon located in West Los Angeles. This position will report directly

to the founder and owner of the salon as well as the Executive Assistant. 

The responsibilities for this position include, but are not limited to:

 



Sample Job Description
Continued

Excellent customer service skills

Proficiency with handling cash and credit card POS terminals

Ability to handle confidential situations

Ability to adapt to changing priorities

Strong communication and interpersonal skills

Excellent time-management and organizational skills

High school diploma

One year of administrative experience

Associate’s degree

Two years of related experience

Desired skills:

 

Work Environment:

This job operates in a professional salon environment. This role routinely uses standard

office equipment such as computers, phones, photocopiers, filing cabinets, fax

machines, and cash and credit card POS terminals. 

 

Physical Demands: 

This is largely a sedentary role; however, some filing and stocking is required. This

would require the ability to lift files, open filing cabinets and bend or stand as necessary. 

 

Position Type and Expected Hours of Work:

This is a part-time position, Monday through Friday, 20 hours per week. 

  

Required Education and Experience

 

Preferred Education and Experience

  

Mahogany Hair Revolution is an equal opportunity employer and does not discriminate

against and individual’s race, creed, religion, disability, or sexual orientation. 

 


