
Trudy Rankin (00:06): 

Welcome to the Online Business Launchpad Podcast. We're going to be helping guide you step-by-step 
through the process of growing your business online, and we're going to be giving you tips and 
techniques that are going to help you break through the barriers that can stop you making progress in 
your business. 

Trudy Rankin (00:26): 

Well, welcome to the Online Business Launchpad Podcast, I'm really excited to share today's episode 
with you. Now, I know I've said this before, but I really love helping people make their businesses work 
for them, and a lot of new business owners I talk with have worked hard to get their business up and 
running, and now they're ready to start scaling and growing, but it's a lot for one person to do, there's, 
there's so much to do that it's impossible to do it by yourself. 

Trudy Rankin (00:51): 

So, so people are starting to think about hiring someone, or maybe several someones to help out, but 
they don't know, quite know where to start that hiring process, what do you do first, what kinds of 
things do you need to know, um, who do, can you talk to, so I asked my friend Lilian Bolek who's an HR 
Specialist, and she's been doing some work for us as we grow, and I asked her to share some of her 
knowledge and expertise with you. 

Trudy Rankin (01:17): 

She's going to be talking about some of the things you need to know, think about, and do when you 
start to bring people on and grow your team. So welcome Lil. 

Lilian Bolek (01:25): 

Hi, how are you Trudy? 

Trudy Rankin (01:26): 

Uh, great to have you here. So maybe you could just tell our listeners a little bit about yourself, you 
know, what's your background, and maybe tell us a little bit about what the thing was that you found 
most challenging when you first made the switch to HR Specialist. 

Lilian Bolek (01:43): 

Yes, sure thing. Uh, I've been working in HR for about 13 years now, um, I'm, I'm considered a generalist, 
as well as an employee relations specialist, uh, so I've been through, um, a master's in business, um, you 
know, he- in Human Resource Management, uh, and from there I've just developed a career in HR. So 
starting from the very bottom, like most people do, and then working your way up, um, through to 
management. 

Lilian Bolek (02:06): 

And, uh, in my last role I was a People Culture Manager, and prior to that I was a People and Culture 
Advisor, which meant, um, I was working within an aged care space doing, um, mainly employee 
relations, uh, work with an aged care organization. 

Trudy Rankin (02:24): 

https://www.rev.com/transcript-editor/Edit?token=i4cjxVf5TTwmD2uo6vGMecJqZtgHzExmg2HjtfYrduoY4kmn2G4yhm1hqaazrFffFSOuLMFCTKR2LoT77ayjBPX3-bQ&loadFrom=DocumentDeeplink&ts=6.35
https://www.rev.com/transcript-editor/Edit?token=-kO2WpeO6ylfXjzhQ-uLdOx9jaSd42yo8sf8Gxr-_g0L5TTwyUm6MdwHEcHsbrhNQEbio2s1XbB76FjyGd2JH2Dfamg&loadFrom=DocumentDeeplink&ts=26.62
https://www.rev.com/transcript-editor/Edit?token=44VdP4HaW-2_atE0tN-qr5IXq-RGr9kK4CJWA73hw2WbN1QIk0q-C5XlYb3H_wlNxz_2pwt_gm9nN_-ucAyeBQtQQWg&loadFrom=DocumentDeeplink&ts=51.65
https://www.rev.com/transcript-editor/Edit?token=5Ll44SK2VBwLHo63oOb71_J-RXjdlwa-YEy7KqeiSAEsxkumVcmXhk6mBnGNCZ4JLBRFJaBfu4QWeK_bkDoIZ_U_AEw&loadFrom=DocumentDeeplink&ts=77.16
https://www.rev.com/transcript-editor/Edit?token=JVtz3Njub_FW-lAGoYp53oauIMHRWO9mHfRw_eZB3lrPkKk7-fQyakgX0cjw1LBhDRt9wzbKM90wiouurkFhso2cRKc&loadFrom=DocumentDeeplink&ts=85.51
https://www.rev.com/transcript-editor/Edit?token=xF8SXdAYt2r8rR5D5SDkvlC5OpLJmXQNBQ3pqdzBvK8No7cdNJFTPsNad1hMX7DVKPeErHK59tlO8gZAyLwuYbVpbVo&loadFrom=DocumentDeeplink&ts=86.74
https://www.rev.com/transcript-editor/Edit?token=V23TqJZF4dHX501nPENJN6B3TloZiT3ABE-IP1EEDNVKFisx8IoL19e-E3ZEsn2QUkEypQabTCFUkq3H-SST3Vaadkg&loadFrom=DocumentDeeplink&ts=103.23
https://www.rev.com/transcript-editor/Edit?token=GjpMII9eL6hzvR1khn10QifHRFrAg77fjwhMUeZsfwIuO3NalQ-n-6Eaox8VYhlDKx6OLrrAIXiGQ6jlTfhwplE6FEQ&loadFrom=DocumentDeeplink&ts=126.36
https://www.rev.com/transcript-editor/Edit?token=ugh_le9egnnKvxQdACSgZXKITURKGQbBOmQuUiW4H1LTn68Hj4OQm2nf0loTco3FFn6aAoWD5iDotwplC0oj8tUixEE&loadFrom=DocumentDeeplink&ts=144.46


Mm-hmm (affirmative). So you, so you've talked a little bit about starting from the bottom, or sta- 
starting from the ground up and working your way up, what was, what was the biggest challenge that 
you faced in doing that? 

Lilian Bolek (02:35): 

Yes. Uh, sure. It was just learning, um, basic HR processes, um, I found that, you know, going to school 
was one thing, but actually going out and working was a different thing all together. So, um, the most 
important thing was, uh, getting the right employer, which I was most fortunate to have, and then 
learning the basics of HR from a practical point of view, and best HR practice as well. 

Lilian Bolek (03:00): 

So, I basically started, um, with recruitment, it was, you know, uh, HR 101, but it was, uh, learning the 
proper way to get the right people for a business, and, um, it was, uh, something that I'd never done 
before, um, I was so used to people just dropping their resumes at the counter, or looking at a sign 
outside a shop, and I always wondered, "What happened then?" (laughs) But, uh, i- within a wider 
organization you could see that there was a, a detailed process, and there was a good way to do it, and 
the best way to do it, uh, was to look at, um, particulars of the process, which I'll go through today, uh, 
that'll help you get the right person for your business. 

Trudy Rankin (03:46): 

Yeah, and that's so important, uh, you know, and based on your 13 years of experience and, and sort of 
l- l- learning and understanding, and then doing what you need to do to do it well, and also I can say 
from my perspective, you know, with my background in, as a senior manager, if you get this process 
wrong it can be so painful, and it's important to be able to get it right, but most small business owners, l- 
l- like I said, they don't know where to start, the- they haven't had the experience, and if they get it 
wrong it actually can put their business at risk. So they're really ca- often quite nervous to take on that 
first hire to bring- 

Lilian Bolek (04:21): 

Mm-hmm (affirmative). 

Trudy Rankin (04:21): 

... somebody onto their team. So I'm going to just hand it over to you now, uh, Lil, and if you just want to 
share some of your wisdom with us that would be great, we'd be really- 

Lilian Bolek (04:28): 

Sure. 

Trudy Rankin (04:28): 

... appreciative of that. 

Lilian Bolek (04:30): 

Sure thing. Um, Trudy you did say it would be expensive for the business if they got it wrong, just to let 
you know it's your time, it's your money that you spend in hiring somebody, if you get it wrong you got 
to do it all over again, which means it is a costly, uh, it is a cost to your business. 
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Lilian Bolek (04:47): 

So if you do it right from the word go, um, you look at it as a process to follow, uh, then i- it's very easy 
to do, um, it just requires a little bit of preparation, depending on your business, you know, how, how in 
depth you go with the process. Uh, if you do that properly, then from then on you'll, you'll have the right 
employee, um, and you've always got recalls if things do go wrong. So I'll just go through, um, a number 
of tips. 

Trudy Rankin (05:15): 

Mm-hmm (affirmative). 

Lilian Bolek (05:16): 

Um, easy tips for you to look at, how to get the process started, how to run through it, and then how to, 
uh, welcome your new employee to your business. Uh, so, um, I'll start off with, um, the hiring process. 

Lilian Bolek (05:30): 

Uh, number one, what sort of employee do you want, and what will the new employee do? So, let's start 
off with what are your needs in your business? Um, a simple document listing qualifications and 
experience you require from that potential employee, and a list of duties. So this could be quite a def- 
detailed position description, or it could be just a simple one-pager where you know exactly what you 
want, uh, and that's something that you've got in writing to start off the process. 

Lilian Bolek (06:00): 

Uh, number two, very important, this is extremely important in today's environment, what's the correct 
pay rate? Uh, we, in Australia, uh, we live in a highly complex industrial environment, uh, and we have 
modern awards, we have enterprise bargaining agreements, it's so important to check your industry pay 
rates by accessing the right modern award, uh, you can do this through the Fair Work, uh, Commission 
website, or other websites. So all you need to do is Google, Google search, um, you should be able to 
find the correct information there. 

Lilian Bolek (06:36): 

Now, this is important because so many large Australian companies and small business, businesses 
within our environment have been inadvertently caught underpaying employees due to the complexity 
of interpreting awards and agreements, so it's not only bad for your public relations, but it also can 
result in significant fines. 

Lilian Bolek (06:58): 

So if anything out of what I'll say to you today is important, this is the most important step, okay? Now- 

Trudy Rankin (07:02): 

Yeah, 'cause you do, you do, definitely don't want to end up on the front page of the news. 

Lilian Bolek (07:09): 

No. Uh, and also, you know, it's be- 

Trudy Rankin (07:11): 
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Or a newspaper. Yeah. 

Lilian Bolek (07:12): 

It's been happening a lot, uh, recently, and it continues to happen. Um, small businesses, large 
businesses, cafés, et cetera, but they all get their names in the papers, and you don't want to do that to 
your business, it's not, uh, not something that you want for your public relations, and for the growth of 
your business. 

Trudy Rankin (07:28): 

Hmm. 

Lilian Bolek (07:31): 

Um, next we'll go into advertising. Um, look, there's a wide variety of websites that you can use to put 
up a simple job advertisement, you can do it on LinkedIn, on Seek, on Indeed, or through your own 
personal network, just by email saying, "Look, I'm looking for somebody with the following, um, years of 
experience or qualifications, can you help me, uh, find somebody?" 

Lilian Bolek (07:54): 

Now, a lot of these sites charge a fee, um, but your advertisement then is able to attract the most 
interested and competent candidates, uh, and that's what you want. You want a bit of traction out there 
to attract people, and, look, there's a lot of people looking out there for work at the moment, um, you 
might be inundated but, uh, at least your f- you know, your ad is out there, and it's attracting attention. 

Lilian Bolek (08:19): 

I would put the ad out there for perhaps two to three weeks, uh, and then start looking at, uh, number 
four, which is shortlisting. Now, shortlisting is quite important 'cause it involves looking through your 
applicants to get the best and at the most three or four applicants that will set your advertised position, 
spend the time doing this, it is important, uh, because you want to get the right person for the role. Uh, 
and, uh, three or four at the most should be fine, um, if you might, you might be inundated, but I still 
think it's worth, um, shortlisting appropriately. 

Trudy Rankin (08:57): 

So Lil, can I ask a question about that? 

Lilian Bolek (08:59): 

Yes. 

Trudy Rankin (09:00): 

Let's, let's say, you know, you're a busy, you're a busy b- business owner, or a small business owner, and 
you're, this is your first time you're doing this process, and you put an ad up and, and you get like, uh, 
200 applicants back, what can- 

Lilian Bolek (09:13): 

Sure. 
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Trudy Rankin (09:13): 

... you do to help manage that in terms of the workload if you don't have time to do that yourself? 

Lilian Bolek (09:18): 

Okay. Well, this is where it might be worth putting those dollars into say sa- uh, an organization like 
Seek, the reason being is you can, uh, put your advertisement up, but you can also have questions put 
on that will help you shortlist those candidates. So you might say, "You must have the following 
qualification," or, "You must be able to drive a car," or, "You must have, uh, Australian working rights." 
So y- that'll actually work out, uh, for you online, who's going to be applicable to that role, and who's 
not. 

Lilian Bolek (09:50): 

So, uh, a little bit of computer work, uh, online help always helps in this case. I have been in a position 
where I have received 200 applicants, and all those shortlisting questions online have, have helped me 
significantly find the right person. It does require a little bit of time, but I still think it's worth time 
spending to get the right person. 

Lilian Bolek (10:12): 

Um, and also, you know, you can also shorten your ad- adver- advertising time, so for instance, it is an 
administration job and there are a lot of administrators out there that are out of work, maybe make the 
ad for a week, stop it straight away, that means you've got the really interested ones that have applied 
straight away, and then there's an end-date and you don't take any more applications, so you might end 
up with 50 rather than 200 over a three-week period of advertising. 

Trudy Rankin (10:38): 

Mm-hmm (affirmative), okay. Thanks. 

Lilian Bolek (10:41): 

Okay. So, uh, the next, uh, point, uh, for getting your employee is interviewing. So, uh, make sure that 
you've created a list of interview questions that are relevant to the role, and will give you the best idea 
of whether the interview is appropriate for the role. So you may include questions about their past 
experience, or include scenario type questions that reveal in-depth knowledge of how to handle a 
situation relevant to the role. They're fairly important because you can work out how a person responds 
in a particular situation. 

Lilian Bolek (11:15): 

Um, it's important to maybe have a dozen questions in an interview situation, you want to, you don't 
want to make it too long, uh, your panel may be you and another person that you trust that knows the 
role quite well, um, and also a scoring sheet is really important so that you can compare apples with 
apples, you know, at the end of the day you want to pick the right person, uh, and it's important, very 
important in the Australian climate that you do not ask questions that could be viewed as 
discriminatory, uh, otherwise your candidates can come back and they can cause trouble for your 
organization. So no personal questions, nothing about their personal life, it's all about the role, and 
whether they are suitable for the role. 
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Lilian Bolek (12:01): 

And finally, make sure that the int- interviewee is aware that there may be a requirement for a pre-
employment check as part of the, uh, recruitment process. Uh, so that's, that's another issue that we 
look at, uh, whether it might be a police check, or it could be a visa check, um, to see if there's a person 
who's applied, if his vis- visa is restricted to a certain number of hours per week, or it might be, um, a 
medical disclosure check as well, so it might be a job that you've got where you require heavy lifting, 
you need to know whether that person has a back injury, or something that might pr- preclude them 
from doing the role. 

Trudy Rankin (12:40): 

Mm-hmm (affirmative). 

Lilian Bolek (12:43): 

Okay. Um, so you've done your interviews, uh, you've picked your top applicant, now's the time to start 
reference checking. So, I would get back in touch with, uh, the preferred candidate, uh, and get the 
details, contact details of two most recent referees, uh, preferably supervisory ones, you don't want ref- 
references from personal friends, or people that they've worked with side-by-side, you want 
supervisors. 

Lilian Bolek (13:10): 

Uh, and then what you do is you ring up those, uh, referees and get an idea of what, uh, that applicant 
has worked like in the past. Uh, and then, um, make a decision based on that. Look, if it hasn't worked 
out then you go to the next applicant that was interviewed. Um, I know, I understand that people don't 
like doing reference checking, um, but I think it's a good thing to do just to get a, a good idea of what 
that person has worked like in the past in a similar organization, or a similar, similar role. 

Trudy Rankin (13:43): 

So Lil, some questions about that then. 

Lilian Bolek (13:45): 

Mm-hmm (affirmative). 

Trudy Rankin (13:45): 

Um, so people, o- oftentimes when people are asked to be a referee, um, they don't like to say anything 
bad about the person, even if there was issues i- in, in the previous role that that person had, so what 
might be, uh, a tactic, or a way, or some questions that people might be able to ask that might open up, 
or make people more willing to say what was really happening? 

Lilian Bolek (14:09): 

Sure. It could be, it could be the, uh, what you're asking, um, you might say, "Have they got any 
weaknesses that you're aware of?" Um, you might say, "Has there been a situation where, uh, they have 
not worked well within a team?" It st- it depends on the quality of your questions in the reference 
checking. 

Lilian Bolek (14:26): 
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Um, you do ask at the beginning that, um, the referee understands this is a privacy issue, and that the 
applicant might have access to those reference checks down the track, but I would, I would look at the 
quality of your questions, um, just to make sure that you get as honest an answer as possible, and, um, 
you, if you, if you're not getting what you want from a referee, I'd just go in-depth more, you know? 

Trudy Rankin (14:52): 

Hmm. 

Lilian Bolek (14:52): 

Just say, "Look, could you explain further, has there been an instance where they haven't worked well? 
Yes, you're talking about where they're working really well, I'd like to know where they haven't 
performed well." So it's about digging in deeper into ... 

Trudy Rankin (15:03): 

Yeah. 

Lilian Bolek (15:04): 

... um, what their performance, or their, uh, behavior might have been like in the past. 

Trudy Rankin (15:09): 

Yeah, I know, that's really helpful. I, and the- I always had a couple of questions, like I always want to 
know how they handle conflict. 

Lilian Bolek (15:15): 

Hmm, that's right. 

Trudy Rankin (15:17): 

Yeah. 

Lilian Bolek (15:18): 

It's one of them, it's a very good one to, to ask, uh, because, you know, e- a lot of work is about 
teamwork these days, it's a big word, uh, and, uh, y- that way you can always, um, you know, uh, find 
out if, if there have been issues within a team, you know, whether they've worked appropriately, or 
whether they've had, uh, differences of opi- of opinion about the work, or maybe personality 
differences. 

Trudy Rankin (15:41): 

Yeah, for sure. And then the last thing I always like to ask is, is that is there anything that I need to know 
that I haven't asked. 

Lilian Bolek (15:47): 

Oh yes, that's a, that's a very, second last question for me always. 

Trudy Rankin (15:51): 
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(laughs). 

Lilian Bolek (15:51): 

I could always read verbatim off my list, uh, look, most people just say no, but sometimes they say, uh, 
look I would, I'd definitely, uh, hire this person, they've worked really well, and that's sort of as like a 
clincher to me, you know, you know that they haven't been, um, giving you all the rose, uh, just the rosy 
stuff, you know that they're very happy, also I ask them, you know, "Would you employ or work with 
them again?" At the very end, and if they say, "Yes, without a doubt." You know that you've got a good 
one there. 

Trudy Rankin (16:19): 

Yeah, that's a good question to ask too, yeah. 

Lilian Bolek (16:23): 

So, uh, next you've got your, uh, reference checks done, um, making the offer. So next is ringing up the, 
uh, successful candidate, and then talking to them about whether they're interested in taking on the 
role, um, making sure you've got the right role there as well, (laughs) uh, often people get lots of phone 
calls and they don't even know who they're speaking to, so just introduce yourself and the company, 
you've been interviewed with us, you're the preferred candidate, we're making you an offer, uh, this will 
include details of the role again, uh, the pay that is on offer, uh, and the- negotiating a start date, 'cause 
the successful applicant might have a notice period anywhere up to four weeks. 

Lilian Bolek (17:06): 

Uh, usually, um, you'll know that at the interview time, but you could just check that again, um, there 
might be a question about, um, pay, you know, you might have to negotiate that salary a little bit, uh, 
but that's usually for higher roles. So if they're on a modern award you stick to the records on the 
modern award, um, and then, uh, just wait for their response, um, and then the next step is pre-
employment checks. 

Lilian Bolek (17:32): 

So I usually do this together, so pre-employment checks and the letter of appointment and contract 
usually go hand-in-hand for me, so I'll start with the pre-employment checks. Um, it could be a police 
check, uh, you just want to know that they've got a clean record because you've got, um, intellectual 
property you have to be worried about, or the fact that they might have, um, had some sort of, uh, 
record that precludes them from working in a certain environment, legally. 

Lilian Bolek (18:00): 

Uh, a visa check. Uh, a lot of employees these days are on a visa in Australia, they might be restricted, 
which means they can only work a certain number of hours a week, so you've got a full-time job, you've 
picked a person with a restricted visa, you can't have them working for you because they can't do 38 
hours a week, they can only do, uh, 20 a week. So that's another thing to c- to consider, uh, and also if, if 
you've got a physical job, maybe a medical condition disclosure statement, you know, where they 
disclose, um, any medical conditions they have that might preclude them from working in that role. 

Lilian Bolek (18:39): 
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Now, that, that might actually stop the process, and you'll have to go back to the second candidate that 
you hadn't chosen. Yeah, number two in line, but look, all things considered it all goes well, um, do 
those checks, now your letter of appointment, um, might be a simple letter just outlining the role, how 
many hours per week, the, uh, rate, uh, what industrial instrument they're working under, which 
modern award, or the National Employment Standards, um, also it might say, uh, "This letter of offer is 
subject to a satisfactory police record check if you've got a pre-employment check." 

Lilian Bolek (19:15): 

So, in case the check comes back and there's something on it that, uh, is not applicable, uh, or not valid 
for the role, you can say, 'Well, look, the offer has been removed because of your police record check 
has come back unsatisfactory for our role." So, it could be a simple letter, or it could be a workplace 
agreement, so you might want to go online and check to see what things are in the way of that from the 
Fair Work Commission, but a letter of appointment is quite fine. Provide your pl- uh, your PD with that 
as well, uh, so that they can sign that as well. Uh- 

Trudy Rankin (19:45): 

So PD? 

Lilian Bolek (19:48): 

Sorry, uh, sorry, position description, going back to HR, uh, jargon, uh, so provide them with that sign off 
as well, and also make sure that there's a room on the letter for them to sign that they agree to work 
under those conditions, and that will have their start date on it as well. 

Lilian Bolek (20:05): 

So, you've done all the paperwork, you've got back everything you need back from your employee, all 
the, uh, finance things such as your, uh, tax file number form, and maybe a few det- personal details 
that, you know, there's some contact in case there's an accident, or the superannuation details, et 
cetera, whatever suits your business, um, although those things can be found online as well. 

Lilian Bolek (20:28): 

Um, it's time to get them started. Now, this is really important, uh, a good orientation procedure makes 
a big difference to that first impression of your business, so a well thought out, uh, orientation 
procedure includes, uh, a, a very good introduction to your business, what you do, what your plans are 
to go, what you hope to achieve, providing, uh, the new employee with some training, or a buddy, uh, to 
do their job, um, any w- health and safety issues on site, so make sure they know where the fire 
extinguishers are, what the evacuation plan is, um, anything they need to know within the workplace 
such as any policies regarding work health and safety, uh, who their first aiders are, who, um, who might 
be the floor warden. 

Lilian Bolek (21:20): 

I know you're a small business, but you've probably got that anyway because of work safe, just let them 
know what the procedure is for your workplace, and lastly a morning tea always helps (laughs). So 
welcome that person with open arms, uh, with a little bit of fun as well, and I think that really makes a 
difference to a first impression for an employee. 

Trudy Rankin (21:41): 
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Yeah. And, and in these days of COVID-19, you know, even just a, an online morning tea ... 

Lilian Bolek (21:46): 

Oh, yes. 

Trudy Rankin (21:48): 

... is, is good, it's a good way for people to meet. Like, if it's, if you're bringing on your first hire it's just 
going to be you and the employee, but it gives them a chance to say, "Hello, welcome, welcome." 

Lilian Bolek (21:57): 

Feel free. 

Trudy Rankin (21:59): 

"Yeah, I hope you're fine." Yeah. 

Lilian Bolek (21:59): 

Yeah. That's right, exactly. And look, um, I've worked for quite a number of organizations, and I've had a 
variety of orientations, and I've had to do many myself, so it's about making sure that an employee feels 
part of the team, uh, that they understand their job, that they need assistance where they need it to get 
going, uh, 'cause sometimes, you know, you have to learn a new program, or a new system, or 
whatever, any assistance like that, uh, would just get them started really well, and then get them 
through their probationary period ... 

Trudy Rankin (22:29): 

Hmm. 

Lilian Bolek (22:29): 

... uh, and then after that they're ready, ready to go, uh, and they're a very happy employee, uh, and 
also your reputation has been, um, uplifted, so. 

Trudy Rankin (22:40): 

Yeah. Do you want to talk a little bit about a probationary period? So you brought somebody on, you've 
hired them, you've given them a l- a, a, you know, a letter saying, "Yeah, we're hiring you." And then 
what's the probationary period? 

Lilian Bolek (22:50): 

Yeah, sure. Uh, it's usually six months, it really depends on the industry. Um, I, I've worked at a number 
of different aged care organizations, and I've had anywhere from three months to six months as a 
probationary period. So look at your industrial instrument to see what is valid for, um, that particular 
role, um, I'm pretty sure it's about six months now, uh, what happens, and what I would also do is I'd 
have a three months check, you know, meet with the employee, find out how they're going with their 
job, do they need anything to help them, um, is there any concern on your behalf, you know, if they 
might not be performing up to the level that you were hoping they would by three months, um, that 
way there's a, a, a cons- consultative process. 
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Lilian Bolek (23:33): 

You're talking to them, they're talking to you, just to get you on track then to meet your probationary 
requirements. At the end of the six months if they haven't worked out, you've got every right to 
terminate their employment, uh, and you do, you do this by letter, um, and if they have worked out, it's 
also nice to send them a letter saying, "You've passed your probation, uh, welcome to the team 
permanently." Um, and that's, that's just another process that, um, you can do by letter very easily. 

Trudy Rankin (24:02): 

Yeah, yeah. And also, and also, um, maybe if you just talk a little bit about the scenario where s- 
somebody's, they're, they're a one person shop, they're, you know, they're a solopreneur, they've 
decided they're going to hire somebody, but they can't afford to bring somebody on full-time, what, or 
what are some of the, w- what are some of the options that people have? 

Lilian Bolek (24:20): 

Yeah. Um, uh, you, you can bring someone on part-time, um, that suits your business, um, as long as, 
uh, yeah, uh, part-time is fine, um, it, it could be whatever days you want, whatever hours you want that 
should be specified in your letter of offer as well as, you know, going all the way back to the, the 
advertisement part-time role, et cetera, um, but if you're wanting someone, uh, on and off, you can 
offer casual work, so it's the rate of pay plus 25% loading, and as long as they work, um, on irregular 
days, or irregular hours they are co- they are considered a casual. 

Lilian Bolek (25:00): 

If you've got someone coming in every week working Tuesday, Wednesday, Thursday for four hours on 
and o- you know, ongoing, then they are, they should really be a part-timer. So casual just means casual, 
tha- that's basically what it means. You're just bringing them in as you need them, whereas if you're 
giving them assigned days, and assigned hours, they should be a part-timer. So be wary of that, also 
casual staff can ask to be made, uh, permanent part-timer after a period of time as well. So have a look 
at your industrial instrument to see, um, what it says, um, but as I explained to you, casual just means 
casual, you know? Bring them in when you need 'em. 

Trudy Rankin (25:38): 

Yeah, yeah. 

Lilian Bolek (25:40): 

So it's- 

Trudy Rankin (25:40): 

You, you said, um, industrial instrument a couple of times, now some of our listeners might not know 
what that means. 

Lilian Bolek (25:47): 

Yeah, sure thing. Um, if you're hiring, so for instance you're hiring, um, administrator, you know, you've 
got an office manager, or you need someone to do book work for you, or whatever, um, you would go 
to the modern award, which would be the clerks modern award, if you go that's where that role sits 
within, um, within a modern award, then go check online on the Fair Work Commission site. 
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Lilian Bolek (26:10): 

Um, there's a whole list, there's about a hundred and something awards at the moment, you can work 
out where they sit within that. Um, for instance, if you're running a café, um, and you want someone to 
be at the front desk taking the money, that's a retail award, uh, situation, so, uh, most of the modern 
awards are specific for particular industries, or jobs. 

Lilian Bolek (26:34): 

Um, so it's a little bit of research for you to go, if you need help with that, um, I would ring up the Fair 
Work Commission, or look on their website, or contact a HR professional to help you. 

Trudy Rankin (26:44): 

Yeah, okay. No, no, that's really, really, really helpful. Um, a- and, uh, I, I just think that when ... it just 
helps a lot w- when you just, when you don't know what you don't know, and you- 

Lilian Bolek (26:54): 

Mm-hmm (affirmative). 

Trudy Rankin (26:54): 

... don't know even where to begin, it's like, it feels like climbing Mount Everest. 

Lilian Bolek (27:00): 

That's right, exactly. And look, the process that I've, uh, just outlined to you, those 10 easy tips on how 
to, how to get at your first employee, they're relevant to a small business, you know, a husband and 
wife, uh, thing, or a, uh, one person running a business, o- all the way up to a large organization. 

Lilian Bolek (27:17): 

The principles are still the same, it's how much time and money you wanted to invest in it that's, um, the 
issue. So if you're a small business you might want to, um, just cup- put in a couple of hours, uh, 
whereas a large business has got, you know, the capacity to put on a big panel, and do a lot of 
advertising, and, um, you know, um, make it much more of a bigger production to get the right person. 

Trudy Rankin (27:40): 

Yeah. No, for sure, sure. So, um, is there anything else you'd like to share, just sort of a last piece of 
advice you'd like to share with, with our listeners? People- 

Lilian Bolek (27:49): 

Sure thing. Um, look, if you are having difficulty, um, with this process, um, look, there are HR 
professionals out there that can assist you with it, that work as consultants, um, there are also, um, 
companies that do this as a service, um, so you would have to have some sort of service agreement with 
them, and then outline what sort of help or assistance you need. Um, there's many companies out there 
that do that as well, so you're not lost within the Australian environment, um, there is a lot of resource 
out there to help you do it, and especially now since, um, there's been a lot of companies caught with 
underpaying, uh, in the media. 

Lilian Bolek (28:28): 

https://www.rev.com/transcript-editor/Edit?token=BNwGYkT4rRqvBVFLQkM6r2qsYlMRBcj8L2DOkpahQKEBQlTfv0cTRt4LXvRQVpxcDdy7R0hPLKDi_gs2S6WslOIH7ME&loadFrom=DocumentDeeplink&ts=1570.15
https://www.rev.com/transcript-editor/Edit?token=AdDyvXXHVlHmiBDwDeeo7usocZ4jRq3bgi5WKY8stiJw2gWe0eYj7ulGuIYxNuML6equx1mYHWPGej1uHRqNIEjvGuk&loadFrom=DocumentDeeplink&ts=1594.75
https://www.rev.com/transcript-editor/Edit?token=TQx_GCQSewhsjm7t_dL-Pa3uGCYU79IyPL4oH_tGCNzy4cc5Zwi8BRCmc_lRPq87-MX_XWZvBDL1HReqEtyKA9RdJB4&loadFrom=DocumentDeeplink&ts=1604.3
https://www.rev.com/transcript-editor/Edit?token=9glCYv0VSRZvtj7UAeEKF42HPY8GzIgTeAlj2PF3HCi9Js5yz_GcUuza53BaG-ZKAKEG8Y_OrFzEpTBw6YwUtFZpDFs&loadFrom=DocumentDeeplink&ts=1614.54
https://www.rev.com/transcript-editor/Edit?token=Wz0huV3KyXheWSqKYq6AWXLymGLQzTKxP-fqW-CU1Ex3Kjq2UVr1TXUyyeKrzjShgFGWrbg5uHZysfiZiWObZV3TMQo&loadFrom=DocumentDeeplink&ts=1614.54
https://www.rev.com/transcript-editor/Edit?token=kpRE6YI8NFL0wpMjt2ufkS2sUVn2CZZPQPl6Pgths7mYUgTMXvFJGLXvOebTYcCOC4j5Rxd0RiogNUR6rjTm7Ef816o&loadFrom=DocumentDeeplink&ts=1620.61
https://www.rev.com/transcript-editor/Edit?token=pt7i43-yRwGcOIrEAOoOJ7UUDcIijpYLzp_sga7dttvrotIyDCoQBG6KM8Yz2XYSm5QuAwDuXkdsVkLiDXmCUULOuOk&loadFrom=DocumentDeeplink&ts=1637.75
https://www.rev.com/transcript-editor/Edit?token=uyscRonSkQmHCiRy2U7aK2BV1Tk4HflOeroBtn-I9cAAgZJ4461Na0Yh7bDUnMiyQBdMxdouz0K8umVoujJtXt0aoIA&loadFrom=DocumentDeeplink&ts=1660.84
https://www.rev.com/transcript-editor/Edit?token=AnArVmVTN-ku7PnLZUE9sbCRQ15_shzCo4MV3oBannSNAPmUJ3uMI2T_0oEVaRxFr8LIwp2XtnWnYy-2UEBtxw7ZODo&loadFrom=DocumentDeeplink&ts=1669.94
https://www.rev.com/transcript-editor/Edit?token=jPzLz1m4q6b7RDsS8PsscVkl72uti9tLzLRqc1P2HiyJMx9GGTeyL_7_BLOPIKf4GTjtMOV5VRBUQeKVP5KaxO2gzDY&loadFrom=DocumentDeeplink&ts=1708.41


Uh, so if you get all those steps right, you know, it's a little bit of time and effort to do it, but it's an easy 
process, it just requires a little bit of time and effort, um, and also finding the right figures, um, getting 
the right person, uh, you know, you will, you will be successful if you follow that pattern. 

Trudy Rankin (28:49): 

No, thanks very much for that Lil, and just for our listeners, you know, I, like I said in the introduction, 
you've been helping us with, with our, um, recruitment processes simply because, and well some other 
stuff as well, simply because we're growing quite quickly, and I simply do not have the time, I do 
understand and know about the process ... 

Lilian Bolek (29:08): 

Yeah. 

Trudy Rankin (29:08): 

... but I don't under- I don't have the time to do it myself, and, and I thought I knew all about the 
process, but since we've brought Lil on to give us a bit of a hand, she's, um, she's actually found a few 
little gaps where she said, "Did you do this? Have you done that?" I'm going, "I didn't know I was 
supposed to." A- and so she's managed to pick up a few things, I'll just mention one because I think it 
might be something that might be a gotcha for, for people, um, who are running their own business and 
hiring for the first time, and that is, is I didn't realize that we had to be really clear that the rate of pay 
included the, the lead allocation ... 

Lilian Bolek (29:41): 

Mm-hmm (affirmative). 

Trudy Rankin (29:43): 

... because if you don't include it and make that clear that that pay rate includes that, then you actually 
have to pay people their lead allocation on top of that. 

Lilian Bolek (29:51): 

That's right, exactly. I mean most organizations, um, would do it, uh, would do leave loading as a 
separate issue all together, they would just have a rate of pay and then they do it through their payroll 
later on, you take some leave and then you get paid your 7.5% loading on top of that, um, with that, but 
if you're a small business owner and you want to set aside money for your leave loading, it's probably 
best to include it in your rate, uh, and then that way, and outline that in your letter of appointment that 
that does include your leave loading, and that way you're covered financially. 

Lilian Bolek (30:24): 

Um, I don't know whether you've got, um, whether you use a, you know, hand pay system, or whether 
you've, um, you know, invested in Xero or some other, um, program that will help you sort that out 
anyway from a financial point of view. So, um, uh, that's another thing too, you know, if you're, if you're 
really lost and you want to know whether you are doing the right thing, um, if you're about to employ 
someone, you're probably doing quite well on your own, but if you're starting to look at employing 
people it might be worth doing an audit of your company to see whether you are doing the right thing, 
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or you're wa- wanting to do the right thing down the track with your payroll. Um, and, and advice on 
that is very easy to obtain. 

Trudy Rankin (31:04): 

Well that's fantastic. Thank you so much Lil, I really appreciate it. Now, if somebody w- wanted to get in 
touch with you, and wanted to just, just find out more about you, or just get, ask for some help, where's 
the best place for them to go to get in touch? 

Lilian Bolek (31:16): 

Sure. I'm on LinkedIn, um, if you just, um, type in my name, uh, it'll come up on LinkedIn, and then I've 
got my email address available there as well as my mobile number. I'm quite, uh, open to phone calls, or 
inquiries, just simple inquiries is, is fine with me by email, or by phone, no problems at all. 

Trudy Rankin (31:35): 

Oh, thanks for that. And we'll put, we'll put that, your LinkedIn profile, um, address in the show notes so 
that people can just click on that and go straight to, straight to it. So, once again thank you so much, 
really, really, really appreciate it. 

Lilian Bolek (31:48): 

Thank you very much. 

Trudy Rankin (31:51): 

Hey, thanks for listening to the Online Business Launchpad Podcast. If you'd like to keep on getting tips 
and techniques and more things from me, uh, that you can use to help grow your business, please sign 
up to my email list at westislanddigital.com, that's westislanddigital.com, all one word, and subscribe to 
the podcast. Catch you later. 
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