How to Hire for a Short-Term or One-Time Project
When it comes to hiring someone to perform a task, you want to make sure you are hiring the
right individual since you are entrusting them with the details of your business.
While they may not be a regular employee that is going to be working with you side-by-side, you
will still want to have the assurance that they are qualified to handle the task you assign to
them. As we discussed in the last module, a lot of the project sites have ways to view a worker’s
qualifications and skills. However, you may want to ask your own questions of the people you
want to hire and review actual examples of their work.
But before you hire someone, you will want to decide on the specific task you are going to hire
them for. You may need someone for only a one-time task, like building a website or creating a
logo. Or you may need to hire a virtual assistant for a longer period of time to handle
administrative tasks, such as answering customer questions, order processing or blog content.
Knowing this will not only help you to choose a category for the task or tasks you want to hire
someone for but it will also help you in terms of budgeting. One-time tasks tend to be paid at a
specific cost while long-term tasks tend to be paid on an hourly basis. This is something that you
can work out with the person you hire and determine what is best for both parties.
Once you know the type of task you want to hire someone for it will also help you decide where
you can go to find someone to do the work. In module three, I showed you some major
outsourcing sites as well as some sites that are best for specific tasks that you can use to find
qualified workers.
While our main focus with this program is to show you the benefits of hiring a VA, we also want
you to be aware of your options should you want to outsource for a short period of time or onetime tasks.

Posting Your Job On Project Sites
When you have determined the type of project you want to hire someone to handle, it’s time to
post the job on the project site of your choice. Here we will focus on hiring one-time projects.
Later within this module we will discuss the aspects of hiring a virtual assistant for more longterm or permanent projects.
For this example, I am going to explain how to post a project on Elance. If you haven’t done so
already, you can sign up for a free account with them.

Once you are signed in, you will want to click on the Hire section at the top of the screen.

This is where knowing the category of your job will come in handy. If you look on the left side of
the screen, you will see the categories you have available to choose from.

In this example, we are going to choose someone to write a business plan. To post the job on
Elance, click on the green Post Your Job button in the upper right hand side of the screen.

Here you will give your project or job a title and enter a detailed description for it. Remember
that the more detailed your description, the better your chances are of attracting a worker who
is qualified to do the job. If you don’t include all of the necessary details or you are vague, you
may end up having a bunch of people applying who aren’t a good fit for the work required.

You will also need to choose the category of work to place the job in. On Elance, business plans
are located in the Sales & Marketing category.

If you are comfortable using more of a template to post your job, you can also use one of the
pre-filled job templates provided on the right side of the screen. However, as I just mentioned,
you will want to make sure the specifics of your project are included to attract the right workers.

Once you select a category, you can also select specific skills that may be required to apply for
your job. You can see that some categories have been pre-selected for you but you can change
those. For this type of project, I will select Business Plans and Financial Reporting as skills I
would like to see as I have already stated in my description.

Next, you will choose how to pay the worker you hire and what range is acceptable for your
budget. This isn’t a required field but you will have to decide if you have a price in mind that you
want to pay or if you want to leave it up to the people who apply to create a range to pay from.

For this type of job, I would recommend a fixed price as it’s a one-time project. If it were
ongoing it would be more appropriate to hire it as an hourly rate. You will also want to decide
on the duration of how long you want to give the person to complete the project. Keep in mind
that you will want to allow time for any revisions that may be necessary as the project is being
worked on.

You will also want to click on the drop-down arrow next to Location, Privacy and Other Options
setting.
This will give you more options to fine tune what type of candidates will sign up for your project.
Mostly, you will want to decide if you want to open the job up to the public or if you want to
hand select specific people based on their skills. I recommend selecting people based on their
skills as you can limit the amount of responses you receive and you already know you are dealing
with qualified people.

Once you are done, click on the Continue button.

Elance gives you a chance to edit your posting or go ahead and post the job. Make sure that all
of the necessary information is included here prior to posting.

Now since I selected that I want to invite people instead of make the job open to the public,
Elance takes me to a screen where I can invite qualified candidates.

Click on the green “Ok, I’m Ready to Get Started” button to continue.

If you look on the screen, some of the workers have ratings while others don’t. Since this is a
specialized task, I want to make sure that I hire someone who has done a great job in the past. I
will choose those people who have done at least a few jobs and have a 4-star rating or higher.
You will also want to be mindful of how much the workers charge per hour as you will want to
stay within your budget.

As you invite people, Elance will keep track of it and make sure that this is what you are choosing
to do.

Once you are done selecting candidates, all you need to do is sit back and wait for them to
submit proposals.

You can also view your proposal and view bids as they come in.

Now you can sit back and wait for proposals to come in for your project. I would normally give it
at least 2-3 business days so that you know you are giving people a chance to respond to your
invitation.

If you remember, we specifically stated that we wanted candidates from the United States only.
Looking at the screen, you can see that some people bid on the project who aren’t from this
region. You can decide for yourself if you still want to review their qualifications as they already
have shown that they either haven’t read your proposal or paid attention to the details.
For the purposes of this example I will go ahead and start by disregarding those proposals not
from the United States.

How to Sort Through Candidates Bidding on Your Project
Once proposals start coming in for your project, you can start weeding out some of the
candidates that are not a good fit.
One way to eliminate some of the candidates that may not be best for your project are those
that submit a proposal that is vague and does not address key elements of your project. These
are the types of candidates who have not taken the time to read the details of your project.
You can add certain elements to your project description in order to give candidates an
opportunity to mention them within their proposal. One element that you can add is
personalization. For example, end your project description by signing your name to it or at least
include it in the text. When candidates submit their proposals, they should address you by your
name if they have read the description thoroughly.
Another item you can add to your project description is direct questions for candidates to
answer within their proposal. This can range from asking people to provide a detailed
explanation of their experience to asking them to provide examples of their work that are
related the type of project you are asking them to do.
Those candidates who don’t respond with answers to your questions will have shown that they
have not taken the time to read your project description, which proves that they are not worthy
of hiring. You will want to pay attention to the candidates who go above and beyond to respond
to your questions and provide you with enough information about their experience to feel
comfortable hiring them.

Interviewing People You Are Interested in Hiring
After you have singled out a few candidates that you feel may be a good fit for your project, you
will want to interview them to have a better understanding of their work and how they are
qualified to help you.
On Elance, you can send them a message to ask them any initial questions or request a time to
talk. Just click on the envelope icon at the top of their proposal to start your message.

You can interview candidates by phone or by an online video chat method such as Skype or
Google Hangouts. Since your candidates may be in another country, the easiest and least
expensive methods of communicating may be to interview your candidates online.

Skype
It is free to use Skype as long as you add those people that you want to connect with to your
contacts.

With Skype you can choose whether or not you want the person you are talking with to see you
in a live video screen or you can just talk with them through the computer. If you have a
webcam, you have the capability to do a live video chat but it isn’t always a necessity.
Whether or not you choose to do a live video chat may be based upon a difference in time
zones. It may be morning for you but late evening for the other party. You may be better off
doing a voice chat instead of worrying how you look or forcing the other person to be on
camera. Skype also has a lot of other features that you may want to use to stay in touch with
your team. I will cover these in a later module.

Google Hangouts
Once you sign up for a free Gmail account, you gain access to all of their products including
Google Hangouts.

Google Hangouts offers very similar features to Skype. You can even have live conversations
through the camera on your phone if you are on the go a lot and don’t want to be confined to
your computer at the office or home.

Interviewing Your Candidates
Once you have set up a time to talk with candidates, you will need to have an idea of what you
will discuss during the interview.
Interviewing candidates for this type of work is generally less formal than an actual job interview
but you still will want to ask them enough so you feel confident in knowing whether or not you
will want to hire them.
Asking work-related questions or one’s about their qualifications will generally give you an idea
of what the person would be like to with. You should be able to get a sense of their personality
and their ability to handle the tasks you assign them.
Keep in mind that if you are hiring for a one-time project an interview may or may not be
necessary. However, if you are hiring a virtual assistant you will want to know as much as
possible about their experience and their personality as you will be working with this person on
a long-term basis.
Some interview questions that you may want to ask are:
- Why did you submit a proposal for this project?
- What qualifications do you have for the work involved?
- How long have you been doing this type of work?
- How much time do you have available to work on this project?
- When do you think you will be able to deliver the finished product?
You will want to tailor your questions to your specific project and ask any relevant technical
questions as well.

Once You Decide on a Candidate
After you have narrowed down your selections to one or two people, it’s time to get them
working on your project. If you feel confident in their ratings and skills, you can hire them
directly to get started.
On Elance, you simply click on the green Select button at the bottom of the proposal. Elance
does let you choose more than one candidate for projects if necessary.

If you can’t decide on one person, you may want to assign a small task to the few people you are
interested in. Make sure you follow the guidelines listed on any project sites as some frown
upon doing sample work in addition to the actual project. Most are okay with it if you are still
paying the freelancer but always check to make sure you’re not violating any policies.

How to Hire a Virtual Assistant
If you need help on a more regular basis, you will want to seriously consider hiring a virtual
assistant or VA for your business. A VA can help you with a wide variety of tasks and can be
available to work with you during set hours throughout the work week.
This will save you the time and hassle of having to outsource each individual task to separate
people. Your VA can take on many administrative responsibilities and become an important
member of your team.
While there are many sites out there that can connect you with qualified virtual assistants, we
recommend using the site that we have provided with your membership.
That’s all for module four. In the next module, we’ll cover how to manage your virtual assistant
once you hire them.
See you there!

