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How do we finish the client’s power point presentation and the government RFP by tomorrow when we’re so short staffed? Who’s going to 
train the new guy and what if he doesn’t work out?  Do I buy a building or continue paying a blood-thirsty landlord who does not have enough 
parking for my employees? How do we get bigger accounts?  How do we keep from getting too big too fast? How do we generate more profit on 
existing business?  Should we hire a new employee or upgrade our equipment?  Do we get a loan, lay people off, or close our doors?  How do 
we market our product in a bad economy when we’re being overspent?  Should we keep our internal sales force or work with independent 
distributors?  The client wants his order by 4 p.m. next Friday and we can’t get anyone on the phone to confirm shipment.  It’s 4:30, the printer 
is stuck in traffic with 5,000 catalogs and they need to ship by 5 today. Why does the receptionist always call in sick on Fridays and Mondays 
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10 Tips for Using Interns, Part-Timers, 
Temporary Workers and Contractors

Do you need more staff to grow your business, but lack the budget for full-time employees? 
There are many ways to get the help you need without breaking the bank. Here are 10 tips 
for effectively using interns, part-timers, temps and contractors.      

1.	 Assess your needs. Write a job description, then figure out who could fill it. Must the worker 
be physically present, such as a retail clerk or receptionist? Or can the job be handled by 
someone off-site?   

2.	 Find a temporary agency that fits your industry. Temporary agencies aren’t just for 
administrative positions anymore. There are agencies specializing in niches from health-
care and accounting to information technology and law.       

3.	 Know what to expect. What kind of training does the agency give its temporary workers? 
How are they recruited? If a temporary worker doesn’t work out, how quickly can the agency 
provide a replacement?       

4.	 Contact colleges and universities. Looking for interns? Find out which schools in your area 
have internship programs or placement offices. You may also be able to find interns by  
targeting a particular department, such as a business school’s marketing program.     

5.	 Consider seniors and moms. In today’s economy, many seniors are seeking part-time work. 
And lots of moms are looking for ways to ease back into the work force after having children, 
or seeking part-time jobs while their children are in school.              

6.	 Put time into training. To get the most from a part-timer or intern, you must give them the 
same kind of training, feedback and support you’d give any full-time employee.   

7.	 Check out contractors carefully. Ask independent contractors for samples of their work. 
Get references and check them. Ask how responsive the contractor was, how fast they turn 
projects around and how much direction they require.

8.	 Communicate. Communication is key to working successfully with independent contractors. 
Use online meeting tools like GoToMeeting.com, online collaboration tools like BasecampHQ.com 
and Box.net, and instant messaging to keep everyone on the same page.     

9.	 Keep it legal. State and federal laws regarding treatment of interns and part-timers vary. For 
instance, in some states interns must be paid; in others, they can work for free. There may 
also be restrictions as to the number of hours a person can work without receiving benefits. 
Your accountant or attorney can help you stay on top of the rules.       

10.	 Treat independent contractors right. Misclassifying someone as an independent contrac-
tor can expose your business to tax liability and fines. Visit the IRS Web site (www.irs.gov) for 
more information on the distinctions between independent contractors and employees.        

By Rieva Lesonsky

Rieva Lesonsky is CEO of GrowBiz Media, a content and consulting company that helps entrepreneurs 
start and grow their businesses. Before launching her business, she was Editorial Director of 
Entrepreneur Magazine. Follow Rieva at Twitter.com/Rieva and read more of her insights on 
SmallBizDaily.com. 
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