The Virtual Manager

NTREPRENELRS SPENT MOST OF THEIR
tirme putting out fires,” savs man-
agement consultant Lynn Marie

Hoopingarner of Profitable  Solutions
Institute  Ine, in West  Hollywoaod,
Califomia. “They're not necessarily looking
at tie long-term health of their company.”

Most independent financial planners
have their backs to the wall. They're fran-
tcally busy almost all of the time, and
althougth planning is their profession,
they have little time t0 chart courses for
themselves and their emplovees. There
are client e-mails bo answer, phone calls to
return; it's hard enough to keep track of
yourself—who has time to manage
emplovees? Here's help: Web sites that
can help you manage vour stall.

Personngl  management—recruiting
staff, delineating job responsibilities, writ-
ing performance appraisals, establishing
company neglected  or
ignored in many small, growing business-
es. [t not an item you see on your bottom
line, and you're not big enough to hire a
personmel director. But managing human
respurces is critical tooa small business,
“Investment advisors are in a service
husiness. Without good people, advisors
rannot provide good service, and without
oood service, they lose good costomers,”
says Hoopingarner.

How can the Web help? Well, it has
put at your fingertips tools that small
baginesses previously could only dream
of. There are Web sites for conducting
personnel reviews, e-mail courses vou
can take to teach how to interview job
candidates, aptitude tests to help you
find the right person for a job, and Web
sites for employers to run background
checks on new hires.

policies—is

Une key personnel management task
that the Web can help vou with is con-

Most financial planners
don't have the time or
talent to manage their

personnel. Now, you
quessed it, you can

get plenty of help

on the Web

ducting performance reviews, A lot of
advisory firms don’t conduct formal
reviews because the firm is small and,
quite frankly, reviews are socially uncom-
fortable o doo But instituting a review
process is not that difficult and can help
your business run better.

Hoopingarner, a Certified Managemennt
Consultant who charges a minimum of
510,000 tor consult with firms on a strategic
plan, says the number one reason people
take jobs, leave jobs, or are unhappy with
jobs is not money: It's job satdsfaction, or
lack therend. Job satisfaction has a number
of components, she says, and one of the
biggies is feedback—regular feedback and
ongoing opportunity to get ik

“Entrepreneurs are usually so busy
trying to book the next deal or find a new
client they neglect their most important
resource: their people.” says Hoopingar-
ner, “One of the best ways to nurture that

resource is to give L?mp|L'A}'I.‘E:i regu]a L
meaningful feedback.”

For a small advisory firm, instituting
performance reviews is especially impor-
tant because vou are competing in the job
pool against large corporations. Your
employees can go to or are coming from
corporate behemaoths where feedback is
given regularly, so you need to do perfor-
mance reviews, too, How often? At least
annually, says Hoopimgarner, but if you're
up against a personality issue in your
office or in a hyper-growth situation,
more frequent reviews, perhaps even
quarterly or monthly, may be needed. It
can protect an emplover to have a prob-
lem with an emplovee docurnented,

The best performance review tools |
found on the Web—indeed the best per-
sonnel administration tools, period—were
at wawan HETeols.com. The performance
review tool provided me with many ideas
I never would have thought of about how
best to review an employee, Other sites,
such as wwwallbusiness.com, offer forms
for conducting a performance review, but
HRThols.com gives you interactive bools
that prompt you, make suggestions, and
actually help you write the review,

HRTeols com appears to be the leader in
Web-based human resources tools. [t will
be copied, but for now it's the most com-
prehensive, one-stop shopping place on
the Web for fulfilling the HR reeds of a
small business.

HETools.cam is owned by
Km]l.»'lodge[—'njnt, which makes software
for managing personnel issues. People
Manager is for tracking emplovee emer-
pency numbers, attendance, and other
employee data. KnowledgePoint also
makes Descriptions Mow for writing job
descriptions, Policies Mow for establish-
ing an employee policy handbook, and
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FPerformance Now for reviewing perfor-
mance. They're each street-priced at
about 575

Whal KnowledgePoint has done on the
Web is create streamlined versions of these
software products for businesses to use a
la carte. IF yvou want to conduct a perfor-
mance review, you can set up an account
on the Web and review employees for
59.95 each, or do as many revlews as you
want for three months for $49 .50,

The performance review tool works a
lotlike the software, Tt's not 2 perfect tool,

but it is guite powerful, You're given a
choice of types of employees to review. A
salesperson gets a different sel of review
criteria than a manager Mext, yvou're
given choices of rating levels. For
instance, maybe vou want to decide fo
call the top rating, “outstanding perfor-
marnce,” or maybe you'd feel more com-
tortable using other terms. You have pre-
selected terms to choose from or vou can
WTite your own.

The most impressive part of the perfor-
mange review tool is that it actually writes
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texl For your review. When you are rating
an employes based on his problem-solv-
ing skills or custormer service ability, for
ingtance, and you select the rating that
says the employee "meets the require-
ments” or is "outstanding,” your selection
generates a small line of text that is incor-
porated into the written review you give
the employee. If you say the employee is
“outstanding” instead of just “meeting the
requirements,” the line of text changes.

I spent close to an hour writing one per-
formance review of an employee and rated
the emplovee on about 10 different job cri-
teria. The Web tool made me think about
things | never would have if not for its
guidance. You can also write goals for the
emplovee and make plans for improve-
ment. And the best part of this is that it's
all point and click

Writing, performance reviews is an
ongoing process, however, and you may
find that buying the software will cost you
less. Also, you and vour emploves may
not be comfortable with having personal
jobr performance mformation sitting on a
Web server owned or leased by a stranger.

HRToals.com offers several other tools
that can help vou. You'll find help with
writing a pr:rs::u:u'ml handbook for 589,
and vou can buy the policies software
made by KnowledgePoint for less. Go to
wewte Desthargains.cont and do a search for
“Folicies Now™ to see vendors and the
lonwest prices.

Alternatively, a similar employee
handbook writing service is available for
52295 at wioieallbusiness.com. That site
alse offers other helpful personnel man-
agement  information  for  free. For
instance, when you register at this site,
you petl access to free information about
how: to offer a job to a new hire, or how to
fire a bad employes. You also can print
out other forms; including things like e-
mail policies.

One of the most provocative Web
tools for managing personnel issues are
aptitude and achievement tests.
HRTools.comi has an arrangement with
Achievement Te¢ Inc., a Grand Prairie,
Texas, designer and distributor of such
Milt Cotter, president of
Achievement Tec, says his company is

tests.

the first in the nation to offer testing and
assessment kpols via the Web., Small
companies can get access o these ser-
vices through HRETools.com.



Cotler says advisors will probably pet
the most value out of his * Achiever” test,
which takes about an hour to complete
and costs F25. It tells you about a per-
son's sales ahility and leadership by giv-
ing you behaviorally oriented questions.
Cotter says his firm paid $1.2 million for
the copyright on the Achiever test, which
was developed by a pioneer in assess:
ment testing. T took it and it was pretty
exhausting, (It didn’t assess me as being
a genius, 50 it may be somewhat inaccu-
rate) But other insights were uncanny.
It's difficult to say whether you will wan
to place a great deal of weight in this
exam when evaluating & candidate, but it
certainly can't hurt,

These tests also can help you eval-

uabte current L'1I'|p||1_1.'i't?-:. Achiromi

Tecccar has a  pa rtnership  with
weve SkillSaft.com, which offers online
fraiming. 50 if vour assessment test
reveals a particular weakness, say, for
public speaking, then you can take an
online training course in public speak-
ing. HRToods comt, by the way, offers some
free onling training. You can sign up for
@ free e-mail course on interviewing
prospective employees, managing em-
plovees, and other topics. 1 have to admit
['was surprised to see they actually offer
sormne valuable ideas for free,

Advisory firms have another big per-
sormel issue to deal with finding honest
employess. Since vour employees deal
with other people’s money, ensuring that
prospective emplovess are honest and
are who they say they are is important.
Tou may even want ko run a criminal
check on a prospective emplovee, The
biggest company in the business can be
found at wwe Choicepointine.com and a
small but promising competitor s at
REFILEL pepp P-TIESE, SO,

David Cook, vice president of
ChoicePoint Inc., says advisory firms
can gain access o its different verifica-
tion  services at  warw.order.choice
poindiac.com. While vou can sign up for
the services over the Weh, the Federal
Fair Credit Reporting Act rules make it
mecessary for you to fax a signature to
Choicelnint first. The basic checks are
mexpensive, For instance, for $9.75 you
can confirm that a job candidate isn't
giving you the Social Security number
of a dead person, and it will check the
candidate’s and

address telephone

number to be sure it is valid. But vou
need the prospective employee's autho-
rization to run these checks,

Running criminal checks is a bit more
costly. There is not a national database
for eriminal records that these compa-
nigs can use; county courthouses have
these records. W people-wize. com
charges $16 per counky for a criminal
record search, and a ¢ivil case check
costs 5200 Cook at ChoicePoint says a
to do a
statewide search, but his firm also offers

handful of states allow vou

metropolitan-area searches encompass-
ing Educational

institutions can also be checked by

multiple  counties.

these frms,
Personnel management on the Web is
still very much in its infancy. But for an

:IL‘I‘i=i.~'|'|r'} firm that doesn‘t have a
human resources staff, this baby can
make a difference. | cuie |

Andeeie Gluck is president of AdvisorSifes

Inte, [www.advisorsites.com], wiich creafes
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