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I rocontly added a full-time
administrative asaistant to my
s€afl. Along with my part- lee
ploy and the {nd
un\;umm who atop by from time
td @me, my home offico i getting
quie busy.
Hecauso of tho number of peaple
I havo working in my apartment, I
havo learned o lot about how to sot
ox;lﬂoynus up to work in a homo

‘There are basic legal considora-
ns such as liability insuranco, in
case they fall and hurt thomsclves,
ag well ns myrind subtle issuen
tHat are important both to making
admeone fecl comfortabloe in your
hé¢me and to maintaining your per-
sqnal privacy.

Bofore you hire someeno to work
your home, you should mako
ro they are camfortable with the
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(This timo of year is a papular

ring season for home-bnsed
entrep . A fresh

rop of college students'ia on the

market, Alse, mid-y isa

o

o
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concept of working in a homao
office. Explain to them that it can
be quiot and they may mias the
intoraction that is part of n tradi-
tional office.

If you have pets or children, nsk
thom about their comfort level
with both and inquire whethor
they will mind visits from both
during tho workday. A husband.
and-wife architect team I know
invited potentinl employees to tha
home office and mado a point of
bringing thair children in to ace
how the candidate veacted to kids,

1 strongly recommend checking
roferences for anyone who you
plan to invite into your homs to
work. The minimum number of
roforences I recommend is threo,
and more is advisablo,

Also, consider running o credit
report on a potential home office
omployes. To check someono’s
credit, call a credit report company

with the hiring process can lead
to the wrong hire, in the worst
caae, o lawsuit. Certain ques.
tions are legally forbidden in the
hiring process. Asking them can
lead to a lawsuit based on job

pay time for entropreneurs,
any of whom need to hire to
andle oxpansion.

iThe peril in this phenomenon
that many home-based busi-
93 ownera have sole hiring
sponasibility for the first time.
me entrepreneurs are used to
aving corporate human

TR e
o

isources departmonts to guide
lem through the process, others
vo just not been involved in
y kind of hiring before.

Tn the best case, unfamiliarity
H
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As a general rule, steer clear of
legal trouble by sticking to pro-
fessional topics during an inter-
view.

Specific questions to avoid
include;

* How old are you?

People over 40 are protected
by state and federal law to pre-
vent age discrimination; there-
fore, you may not inguire about a
candidate’s age, Because most
people graduate from high school
at age 17 or 18, you may not ask
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such as Experian, Equifac or
TransUnlon or got the namo of a
vesoller from these companies who
can da a one-time credit check for
you,

Boforo you check a candidate’s
credit report you must obtain writ-
ten authorization from the appli-

hours, make sure that the timo
omployees arrive and loave will
not impinge on your personal lifo
or that of your family, You may not
think later hours are an infringo.
ment, but it may buy your family,
s0 discusa all employee schedules
with family members,

cant along with his or her Social .

Security number and current
address.

Other isaucs to consider include:

¢ Glassos and dishes. Bocause
overyono has a difforent Idea of
what clean dishea monn, I have
found that the most sanitary mode
for handling dishea is to ask work.
ora to place all usod items in the
dishwasher. This avoids the prob.
lem of you finding poorly washed
items in your dish drainer.

« Hours. When you are sotting

the year they graduated from
high achool. You may, however,
ask about year of graduation
from college, because people
attond college at different stages
of life.

* Are you married?

Leava this kind of question for
gotting acquainted after an offer
has been extendod.

® Are you a citizen?

Although you will need to veri-
fy that someono,is a citizen in
order to hire them legally, you
cannot find out by asking this
question. You may ask it ancther
way: “Could you, after employ-
ment, submit verification of your
legal right to work in the United
States?”

® Are you planning to have

* Food, Just because you don't
drink coffee or milk doesn't mean
your employecs don't. Make sure
you have a coffes maker, tea,
wator, and milk and sugar for
omployces. Show them these
items, along with the refrigerator
whon they start their job. Let
them know if they are allowed to
store their food in the refrigerntor,

* Baajcs, Make omployees com-
fortable right away by letting them
know where to hand their coat,
whether they need to wipe thelr
faet at the doorway, which bath.

children soon?

You mny describe job require-
ments, including travel, overtime
and hours, and ask candidates if
they have any reason they can-
not meet the requiroments, but
you may not ask about chjld-

P

® May I have your maiden
name?

Because knowing a maiden
name may provide {nformation
about someone’s natlonal origin,
it opens you up to charges of dis-
crimination, Likewiss, you can-
not ask for the name of a relative

room to use, where the water
glasscs are, if they are allowed in
other parts of your home, and any-

Con51der Comfort, Boundaries of Employees in Home Office -

they can access, other than the one
aitting on your desk. A portabls .
phonoe or phnnn in unnLhur room {a

thing olse that iz applicable to
your home office sotup.

If you have enly one bathroom,
you should keep it free of private
{tems auch a bathrobos on the
back of the door that may make

+ Comfort. Skimping on a good
chair for yoursolf may lead to
shoulder, wrist or neck pain.
Cutting comars on an employee's
work ump can load to a lawsult or

pl fool

* Privacy. If you have been
working at home alons for a while,
you may have become accustomed
to total privacy. When you hire
amplaym. plan for whero you .wﬁ

cal p
sure your ompluyu 's desk, chair
and work are are mmfurubla and

ergonomically sound.
Alice Bredin is author uf the
'Virtunl Office Survival

k" (John Wiley & Sons)}

conduct
phone calls while they are in the
offico.

o Their peraonal life. All workers
will need to mako or recelve per-
sonal phone calls from time to
time. Bo sure you have & phone

* Aro you disable? Do you have
any medical problemas? Have you
ever filed for workers compensa-
tion?

The 1992 Americans With
Disnbilities Act prohibita job dis-
crimination based on disabilities
of any kind, The questiona listed
above are just a few examplea. It
ia safest to assume that you can-
not ask questions about a per-.
son's health or physical capabili-
ties, You may describe job
responsibilities and ask the can-
didata if he or she s capable of
ppriorming tha job funclionl

and host of The American Rrpress
Small Business Exchange Web site
http:/ Twwwamericanexpress.com/
amaltbusiness. You can write to her
at Tribune Media Services, 435 N,
Michigan Ave., Chicago, Ill. 60611,
@aol.com

- or esmail her at BredinA

Intervzewmg Employees? Don’t Ask These Qusetions

tion, you can still be held liable.
To protect yourself, never write
down any velunteered informn-
tion that falls into the categories
above, or into any others you
think could get you into-legal
trouble. In these circumstances,
state that the volunteered infor
mation {a not relevant to the
interview and move on.

Alice Bredin is author of the
*“Virtual  Office Survival
Handbook" (John Wiley & Sons)
and hast of The American Express
Small Businsss EncAange Web site

to contact in case of
You may ask for someone to con.
tact as long as you do not stipu-
lato that the person be a rela.
tive,

“with or wi
tion.*

Even if someone volunteers
information during the interview
that could lead to discriminn-

hatpel t com/
smallbusiness. You can write to her
at Tribune Media Services, 435 N.
Michigan Ave., Chicago, 1. 60611,
or e-mail her at BredinA@aol.com

.B:tp'nﬂd&mi -mmdm m Help Vazied Gesersl ‘Belp Wz Gesera
ARTS AUTO TECHMWGIANS for siste o
NL T OALLERY . -nmmnmm) ) Croerae dovarst thme Do
vty nhnlavvlvnullnvlnlory e Cok e ecomrrcn
e e ol o [
e oI, T
5 bR W T
fac 8t 108 3171438800
3483328370
[Sgr iy ot AUTO BODY
Dy, Outen wH ncke: cuetng | G o b
ford i Jeieie] Dka930% | conesser
s s Sa | o, T Wyndham Garden Hotel o ECHNICIAN
e cher & compettve sutay and [ SN SATE, T o 38
PokTOuement ol 401NN, Puaas ,u"“"'""““ * NOW HIRING *
LR YOur 100 en Cover 0o | Gorels " e S AUDT
T ot o o e D  paage CAUNDAY ATTENDANT
WW'WW-'W B Copm Wocrbacsy. sura 25,1088 | P4 ) FIOOM ATTENDANT
chadence of beng on T | S0P Wedrnsaday, dne BANQUET BERVERS
wdoe. e agpty b bacome & | 12, FYER0M, Oce, G ....l ASSISTANT MANAGERS CARTENDER
part of Amarican Yatasd Carparasion, { Rt & 4807 Pome it Nortwiie & S| Gro Wogee & Berwls
A rundeecing. boxty wedw. 1€ OB MENVMH DRUC FREE|be 10 Vol diverm Weras. 100t Plaase 2500 In person.
Yazsid Horth America, tnc. uu.&'srmcimmmn:
m Road ART CONSULTANT/ | vam-3om. 4100819708 ATTENTIONIII
Vi ASSISTANT |
F-= A3M1N10 For o have umwwmm TRAMEE $8 OOIHR e Novl
Yacahd Horth Amarica, be. u\o&%‘ummtmm TO $0.0%%, e . W 810478-7810"
An ot Opportwity Empioyer |Ful or Fatome, 8 zu.%"mmawmwv SUMMER JOBS ::mmmrumﬁm
ASSEMDL' OPLE ASB.ST, CHAUFFEUR EOEAL neoRsLY. 0
Nescel Eerrars vy T oo ke ot Tl e | asorat g;m'nm.m. Wﬂbm"m" g A oo
g o 2300 Goiger "G | Paasa sand e 2 4772 Tra | Svw B0yt e m_.\, % TO $aa000
Dod ' st W oo, W 46323 | or el Hear, Cakbu e, mhm o 3205004
cu Ben ("“’ w7400 I5w lnkl art-time AUTO REPAIR
ELIVERY DRIVERS ABQISTANT GALES ww.uﬂ\
arsa. M "'ﬂ'"""l'"

out of the

Blue

{ompulef skills.

opportunities

ﬂ\u Cross Blue Shield of Michigan Is seeking B
Gustomer Service Representatlves who are
snergetlc and customer-focused, have strong
dral and weitten communication and bastc

The qualified candidate is one who Is able to ‘_
tork on a team ln a dyrumic s_evvlceorlemed

N
\

resporusibihity for his/her actions.

3 00! .
dnalytical lblllllu lmd takes pemmal :

Candidates must have completed 2 minimum of |
two years of college. Additional requirements
{nclude customer service expertence,
(esponding to and resolving customer {ssues
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! or concerns.
es Assodlates
\Ve offer & competltive salary snd beneflt We re lookl fnrtnﬁl::tlc 16am me wh thrive I » fast nd
( ge wiih opportunity for career worx? , You'll need experience In a customer scrvico environment,
1 ‘tlease send your resumie to: mdd\amxlbl hytowoﬂt 4 varied schedule. Previous retail sales and stocking

experience would

{1 BLUECROSS AND BLUE SHIELD OF
MICHIGAN

Asshtant Store
You'll need mbc 2 motlvated team Jeader wilh |+ yeass® retall mansgement/
of trainlng, and budgeting i
prefesred.

Wo offeta discount. Interviews will
begin Juno Sth, M. I' GAM.. SPM a Kln.lm'l Conferenca Rootn, 133 S, Maln 5t.,
Rochester, M1 48307, Call (810) 651-6597 for more Infntmuion, of FAX your
ftesume to Attn: Coat Plus, (810) 6517390, EOB MDY,

0OSTRLES

WORLD MAGIRKDY

MAIL CODE 0109
DETROIT, M1 48226

Equal Opponunfry Employer

" of Michigan

Anindependent Licensee of the
Dive Cross and Dive Shileld Assocletion

Apply pcrnant Mcr.da;l ~“ntm‘<lw 8um - By\l .

THR BOUE D
20355 Challls Rd., Brl htcn Mi 45115
(At tho Croosroads of -6
Grand Rlver Avenua) EOLINE
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