CORPORATE INFORMATION


Advanced Resources, LLC

1) Orange County Office, CA
Orange County

1300 Bristol Street North, Suite 100

Newport Beach, CA 92260

(949) 723-0130

Los Angeles County

13360 E. Firestone Blvd, Suite A2

Santa Fe Springs, CA 90670

(562) 229-0780

San Diego

109 State Place

Escondido, CA 92029

(866) 229-0780

2) Agency Contacts

Wanda Pieters

Regional Recruiting Manager

1300 Bristol Street North, Suite 100

Newport Beach, CA 92660

Office: (949) 723-0130

Email: wanda@advancedr.com
Linda Harden

National Account Manager

1300 Bristol Street North, Suite 100

Newport Beach, CA 92660

Office: (949) 723-0130

Email: Linda@advancedr.com

      Please visit our website at www.advancedr.com for additional essential 

      information.

METHODOLOGY FOR EMPLOYING AND PROVIDING

TEMPORARY EMPLOYEES
To provide the best-qualified candidates to our clients, Advanced Resources, LLC is continually recruiting and interviewing to maintain a database of high-level skilled candidates. An integral part of our services include maintaining a comprehensive database from which we obtain our pool of candidates.  Advanced Resources, LLC will utilize a two-step process to provide services. First, City of Anaheim will complete a job order form specifying in as much detail as possible the qualifications of the applicant being requested, job duties, length of assignment, and rate of pay. Second, Advanced Resources, LLC, will match the job order within our candidate database and place the best-qualified applicant at the client location at the specified time.

SERVICES TO BE PROVIDED
Services provided  include the following sequence of activities:

1) Maintaining an updated database of qualified candidates 

2) Pre-qualifying candidates through face to face interviews

3) Verifying candidates personal identity and right-to-work status 

4) Skills evaluation through in-house testing (all clerical/administrative applicants are tested on general skills such as typing speed, spelling, math, filing, grammar, Word, Excel, PowerPoint, and Access).

5) Reference verification. Applicants are asked to provide a minimum of (3) professional references. Details are asked about the applicants past work history including dates of employment, performance evaluation, skills, competence, ethical conduct and exceptional working qualities

6) Education/training and certification verification

7) Criminal background investigations for if required by the client

8) Maintaining updated personnel records and personnel profiles

9) Annual performance reviews

10) Provide training such as on-site computer related software tutorials, seminars and continuing education

BENEFITS AND SERVICES TO EMPLOYEES
Major Medical Group Insurance Coverage is offered to full time employees after 90-days of employment and is 100% employee paid and can be deducted automatically from each week’s paycheck. 

Holidays

Eligible employees are paid at their regular rate for the following holidays after 90-days of full-time employment. Holidays include New Years Day, Memorial Day, Independence Day, Labor Day, Thanksgiving Day and Christmas Day.

Vacation

Employees are eligible for vacation benefits after completing 12 months of continuous employment. Vacation time accrues at a rate of 5 days (40) hours per year, which accrues at the rate of 3.33 hours per month. Vacation time shall be scheduled with the supervisor at least one (1) month in advanced so as not to interfere with the normal conduct of business.

Direct Payroll Deposit – available to all employees immediately

401K – available after six months of continuous employment

TYPES OF EMPLOYEES PROVIDED BY ADVANCED RESOURCES, LLC

Advanced Resources, LLC has experience and can provide staffing resources for the following categories: office/clerical, field/technical, laboratory support and technical-related positions.

Sample Jobs

The following is a list of job classifications that Advanced Resources is capable of providing for our client companies:

	Engineering/Chemistry

Engineers – All disciplines

Environmental Analyst

Energy Engineer

Energy Auditor

Project Managers

Contract Administrators

CAD Designers

CAD Drafters

CAD Integrators CEMS

Technical Writers

Inspectors

Lab Field Technicians

Instrument Field Technicians

Chemist Laboratory Analyst

Air Pollution Control

HVAC Designers 

HVAC Engineers

Technicians


	Computer Related

Database Managers

Jr. Programmers

Sr. Programmers

Application Development

Database Development

Web Technology

Desktop/PC

Network Admin.

Telecom

Help Desk

Computer Operator

Technicians


	General Office Support

Executive Assistants

Administrative Assistants

Office Managers

Receptionists

General Office Clerks

File Clerks

Data Entry

Customer Service

Word Processors

CPA

Accountants

Accounting Assistants

Payroll Clerks

Account Payable Clerks

Account Receivable Clerks

Human Resources Reps

Personnel Assistants


BILLING AND AUDITING PROCEDURES

Invoices reflect weekly time sheets submitted by the employees. All time sheets are signed by the employee and the immediate supervisor who monitors and verifies number of hours worked. Advanced Resources, LLC uses an outside certified accountant to reconcile billings and expenses on a monthly basis.

OVERTIME PROVISIONS

Overtime pay is awarded to an employee when he/she works beyond the standard workweek or workday as defined by state and federal Wage and Hour laws.
EEO/NON-DISCRIMINATION POLICY AND PROGRAM INFORMATION
Anti-Harassment and Anti-discrimination Policies

Advanced Resources is an equal opportunity employer and is committed to an active Non-discrimination Program.   In furtherance of this program, recruitment, hiring, advancements, transfers, training, compensation, benefits and all other employment practices of this company are implemented regardless of race, color, ancestry, national origin, religious creed, sex, disability (including HIV and AIDS), medical condition (cancer related), mental disability, age, marital status, and family care leave.

QUALIFICATIONS

Advanced Resources, LLC is a growing small business and we have assisted our clients in their temporary and permanent staffing needs since inception in

April of 2002.

As a growing small business in a quickly expanding sector of the local business market, Advanced Resources, LLC has developed a niche in the temporary industry by not only providing administrative personnel but also scientific, engineering and technical support employees to public, private and governmental agencies. 

Our comprehensive database as well as other resources is integral to our performance as a staffing provider. We are continually recruiting potential candidates and updating our database to provide a wide selection of personnel staff to search from. Our goal is to save our clients, money and time with respect to searching, screening, hiring, administering and payrolling.

Advanced Resources, LLC demonstrates its competency in temporary staffing  by providing:

· One hour turn around response time upon time of request of job order or cost quotation.

· Searches specifically geared to acquiring engineers, technical support, financial and administrative positions

· In-depth knowledge of temporary employment services as well as experience in the engineering and technical industry

· Responsiveness and efficiency of service

VERIFIED BUSINESS LICENSES

Advanced Resources, LLC Business Licenses:

Santa Fe Springs, Los Angeles County  

0264-1336002A2

Newport Beach, Orange County 


BT02110647

City of Anaheim, Orange County 


BUS2003-04305

VERIFICATION OF INSURANCE COVERAGE

 Workers Compensation Insurance

Advanced Resources, LLC Workers Compensation Insurance is provided by State Compensation Insurance Fund. 

Commercial General Liability Insurance

Advanced Resources, LLC Commercial General Liability Insurance is provided by Insurance Corporation by Hannover. 
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