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Introduction:

Outsourcing for the first time can be a daunting and confusing process. For clients who are
contemplatingwh et her t o wuse Vi rt ythidbbokiqrdivesy step bystepm’ s s e
explanation of how one outsources with VirtualEmployee.com.

For those clients currently in the process of potentially hiring an employee, this booklet

provides all the information you need to know about receiving resumes, interviewing

candidates, and securing candidates, etc. f youar e presently wusing Virt
services, this booklet can be used as a source of reference for information related to queries

such as employee holidays, making payments, and employee hardware, etc.

Lastly, articles related to outsourcing in general and why you should outsource with
VirtualEmployee.com are included for you to read at your interest.

VirtualEmployee.com recommends you read the relevant sections if you are considering using
our services, in the process of reviewing resumes/conducting interviews or if you are currently
using Virtual Empl oyee.com’s services.
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The Business Model

What does VirtualEmployee.com do?

VirtualEmployee.com enables companies from anywhere in the world to outsource any office
work in any field or profession.

Outsource Any Office Work:

Provided the work you want to outsource can be completed on a computer with
VirtualEmployee.com you can outsource it.

In Any Field or Profession:

With VirtualEmployee.com you can outsource work in any profession, whether technical or
back office. Some of the most popular fields include software programming, engineering, law,
accounts, graphics design, SEO, data entry, bookkeeping, transcription work, and recruitment.

VirtualEmployee.com is not, however, limited to any one or set number of specific professions.
VirtualEmployee.com has outsourced work in fields that are often surprising and unique. For

instance , at present one of Virtual Empl oyee. com’
qualified doctor.

How does it work?

With VirtualEmployee.com you hire a dedicated employee to work for you from
Virtual Emp| o yn@&ew.DahONGR, Isdia.of f i c e

A) Hiring a dedicated employee

With VirtualEmployee.com you outsource to India by hiring your very own dedicated employee.
Hiring an employee with VirtualEmployee.com is just like hiring an employee in your country:

e You assign to your employee the work you want them to complete

e Your employee adheres to your instructions, directions, and guidelines

e Remotely, you supervise and monitor your employee’s work and provide any necessary
training

e With computer technology, you have the option of having high levels of collaboration
and interaction with your employee

e Your employee will ask you questions; keep you updated with their progress, and work
in accordance with the deadlines you specify.
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You have the same level of control over a Virtual Employee as you would have over an
employee working in your country, physically from your office. The only one difference is that in
this instance your employee works for you remotely from our office in India as opposed to
physically from your office. Nevertheless, although your employee works for you from India,
this does not reduce or take away from the level of control you exercise over your employee.

B) +t ANIidzZ f 9YLX 28S5SSd02YQa NRf S

VirtualEmployee.com does not direct, instruct, or train the employee you hire. All work related
instructions come from you. However, VirtualEmployee.com makes the outsourcing and hiring
process possible by providing the following services and facilities:

i) Hardware:

The employee you hire will be provided with a new Dell or HP laptop or PC. All other computer
peripherals such as fax, high-resolution scanner, laser printer, web cam, and headset are also
provided.

i) Telephone with any local number:

VirtualEmployee.com can make available for your employee a telephone with any local number
from your home country. Calling your employee is thus just like dialing a local number.

iii) Software:

VirtualEmployee.com provides most commonly used software, including Windows XP operating
system and Microsoft Access 2007.

iv) Office:

The employee you hire works from Virtual Empl
works in the most productive environment, our office is maintained to international standards

in every respect. The VirtualEmployee.com office is equipped with lease lines internet
connections for fast and stable internet access. To ensure uninterrupted power supply, our

office has its own generator. The employees are also provided with spacious desks and the

office is fully air conditioned. The VirtualEmployee.com office is, furthermore, located in a

prime area of New Delhi NCR with good transportation links, making commuting for employees

convenient.

v) Professional office environment:

VirtualEmployee.com HR executives and managers work from the same office as your
employee. Accordingly, VirtualEmployee.com monitors and supervises your employee working




@ irtual
mployee

at all times. VirtualEmployee.com ensures your employee is working at all times and doing so
from a professional office environment.

vi) Physical presence

VirtualEmployee.com manages your employee in accordance with your instructions. Our

physical presence allows us to, in real time, implement any of your directions, resolve any

problems, and check and follow up on employees. This ensures your employee is working in
accordance with yoursimtudionWVirn tuaad I[EEwpp loyyee .coanh
presence also enables us to monitor the entire outsourcing process at all times, and thereby

make certain it is a success.

vii) Technical support:

The VirtualEmployee.com IT department is operational 24 hours a day and present at all times
to resolve or assist with any IT-related issues your employee may have.

viii)  HR:

Employee attendance leaves, holidays, personal issues, appraisals, administration, enforcement
of client and company polices, and employee benefits are all handled by the
VirtualEmployee.com HR department.

ix) Employment tax, insurance, and labor law:

All issues pertaining to employment tax, insurance, and labor law are responsibilities of
VirtualEmployee.com and not you.

This is because VirtualEmployee.com legally employs the employee you hire. And you enter into
a service contract with VirtualEmployee.com. The service you hire includes our office space,
hardware, administration, supervision, management, customer support, technical support, HR,
payroll, etc., and an employee who works for you eight hours a day five days a week.

Nevertheless, although legally you do not hire an employee, in practice your Virtual Employee
will follow your instructions and work for you like any other regular employee.

X) Customer support

The VirtualEmployee.com customer support department is open 24 hours a day. You can
contact us via e-mail or phone at any time. Our customer support department is present to help
and assist you with any employee-related matter.
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xi) NDA and Ownership of works

VirtualEmployee.com safeguards your confidentiality and rights to any ownerships of works.
The VirtualEmployee.com contract has stipulated provisions with respect to confidentiality and
ownership of works.

Xii) Getting your employee
VirtualEmployee.com finds and recruits the employee you want to hire.
Summary:

All the non-work-related requirements entailed in outsourcing and hiring an employee are
handled by VirtualEmployee.com. In turn, you and your employee are free to focus solely on
your work. VirtualEmployee.com is physically present to immediately resolve any problems you
or your employee may have. VirtualEmployee.com manages and monitors the entire
outsourcing process and thereby ensures its success at all times.
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A Virtual Employee is first and foremost an employee

There can be a great deal of confusion when hiring a Virtual Employee. Firstly you are
outsourcing, your Virtual Employee is then also working remotely from India and lastly a third
party, (VirtualEmployee.com) is involved in the entire process. It is thus not surprising that
clients are sometimes confused as to what exactly a Virtual Employee is.

The answer however is in the name “Virtual Em
foremost an employee. The ter m ‘envployedworksl ” si mp
for you remotely from India as opposed to physically from the same office as you.

And so like with any other local employee you would hire, you are in complete control of your
Virtual Employees work:

e Your Virtual Employee can work the same office hours as you.

e You assign work to your Virtual Employee and monitor/supervise their work.

e Your Virtual Employee reports their work to you.

e Your Virtual Employee only works for you.

e You can work with your Virtual Employee on a long term basis.

e Your Virtual Employee works only for you and because of this will be dedicated to your
work.

e Your Virtual Employee works from VirtualEmployee.com office, where they are
monitored and supervised by manager and HR executives to ensure they are working
efficiently and from a professional office environment.
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A Virtual Employee is a remote addition of your local team and
company

With VirtualEmployee.com, you, the client hire an employee to work directly for you, albeit

remotely from our office in India. Legally the employee you hire is employed by

VirtualEmployee.com and so in theory it is true that you the client are theoretically outsourcing

when wutilizing Virtual Empl oyee.com’”s services
to complete your work is contracted to VirtualEmployee.com, (a third party). In theory your

work is therefore outsourced to a third party and thus you are outsourcing.

As is the case with most things in life, theory and practicality differ vastly and the same is true
when “outsourcing” with Virtual Empl oyee. com.
VirtualEmployee.com works directly for you. The assignment of tasks, the supervision of work,
providing any required training, setting project deadlines and project management of your
Virtual Employee all comes from you, the client. In summary, there are high levels of
collaboration, interaction and management between you the client and your Virtual Employee
in India. With the obvious exception that a Virtual Employee works for you remotely and not
physically from your office, in reality the Virtual Employee you hire works for you no differently
to how a local employee would work for you. With VirtualEmployee.com, your work or your
business function is not completed by a third party with whom you have little interaction,
dialogue or control over. Rather, you are in complete control and in effect your work never
leaves your organization. In effect, a Virtual Employee is not a remote third party but a remote
addition to your local team and company.

It is this unigue business model or wunique “o
numerous advantages. Firstly, it puts you in complete control of your work and this is what

gives VirtualEmployee.com such a high success rate. Furthermore, the high levels of control not

only ensure that your work is completed successfully, it also enables high levels of work

efficiency. Additionally, whilst outsourcing in itself enables cost reduction,

Virtual Empl oyee. com’ s unique outsourcing mode
thereby enabling you to make even greater cost reductions.
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Client control when outsourcing is what gives VirtualEmployee.com
such a high success rate

Outsourcing is a process whereby one company contracts a business function to a third party.

The main reasons as to why companies outsource is because a) outsourcing reduces cost b) a
company may outsource because they don’t have
outsourcing increases efficiency as companies can focus on their core competencies.

Outsourcing can be a highly profitable process, however if done incorrectly the typical

disadvantages associated with outsourcing is poor levels of quality output.

It is inevitable that there can be poor quality results when outsourcing. This is because, the

client “outsources” their busi natgentityfThenct i on t
company outsourcing has little control over how this third party entity functions and operates.

Should it transpire that the outsourcing service provider is inept in their work execution this will

result in poor results.

With VirtualEmployee.com however the client is complete control when outsourcing. Not only
does the client interview, test and select the candidates they want to hire but the client also
works directly with their employees in India. The client has unrestricted access with their
dedicated employee working remotely from India. It is the client who instructs, manages and
supervises the employee working whilst also collaborating, interacting and communicating as
and when necessary. The important aspect to accordingly note is that the client is in complete
control of the work that is outsourced to their employee working in India. With complete
liberty and control it is this dimension of outsourcing with VirtualEmployee.com which enables
VirtualEmployee.com to have such a high success rate. The client is not at the mercy of an
unknown outsourcing service provider when outsourcing with VirtualEmployee.com but at the
forefront of the work that is being outsourced.

Whilst outsourcing with VirtualEmployee.com eradicates considerably the possibility of poor
quality results the advantages typically associated with outsourcing remain intact. The cost of
outsourcing with VirtualEmployee.com is in fact even lower than one would normally anticipate
when outsourcing. Furthermore, VirtualEmployee.com is in a position to recruit the most
talented and skilled employees from any professional background. Lastly, because the client
decides on the threshold of collaboration with their Virtual Employee, the client is free to let
their Virtual Employee work independently as and when is required.
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Starting the Outsourcing Process

Getting your employee

VirtualEmployee.com does not limit itself to providing clients with just in-house employees.
VirtualEmployee.com also recruits from our local area of New Delhi NCR candidates suitable for
the position you want to fill.

How VirtualEmployee.com provides your employee:
Step 1:

You submit to VirtualEmployee.com a detailed job description for the position you seek to fill.
The job description should include all relevant information such as experience, qualifications,
skill set, domain expertise, years of experience, shift timings, and job duties.

Step 2:

The VirtualEmployee.com HR department searches for candidates who match the specifications
listed in the job description you provided.

Step 3:

VirtualEmployee.com HR executives screen all potentially suitable candidates with face to face
interviews. If necessary the VirtualEmployee.com HR department will also arrange for a second
round of technical interviews with the candidates and/or any relevant tests.

Step 4:

After the HR screening process, the resumes of those candidates considered qualified and
suitable for the position are submitted to you.

Step 5:

You review the resumes and select the candidates you would like to interview. You can also
provide the candidates with a test.

Step 6:

After the interviews you can decide if you would like to move forward and hire any of the
candidates or if you would like to review more resumes/conduct more interviews.
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Interviewing/testing candidates:

You can interview candidates via telephone. VirtualEmployee.com will call you on the number
you have provided and at the time/date that has been scheduled by all parties. If you have
selected to interview several candidates, we will call one candidate at a time to speak with you.

You are free to submit any test to us that you would like the candidates to undergo. All tests
are administered under supervised conditions.

All interviews and tests are always undertaken at the VirtualEmployee.com office in the
presence of a VirtualEmployee.com manager and/or HR executive. If at any point during an
interview with a candidate you require assistance, please simply request to speak with a
VirtualEmployee.com official. The call made to you will be a conference call and so a
VirtualEmployee.com manager or a HR executive will be on the call throughout the duration of
the interview.

Scheduling the interviews:

To schedule the interviews, VirtualEmployee.com relays potentially suitable time/dates
between you and the candidates and then waits for confirmation from both parties. This
process of relaying information and awaiting confirmation can take time. Hence, it is not
possible to conduct interviews on the day that you shortlist the candidate(s) you would like to
interview.

For instance, if on Monday you inform VirtualEmployee.com of the candidate(s) you would like
to interview, then the earliest possible date for the interviews will be the coming Wednesday.

Convenient hours:

Candidates are available for interviews approximately between 9 am through 10 pm Indian
standard time. This is not, however, a fixed time frame, as interviews can sometimes be
scheduled to accommodate your or a candidate’s particular circumstances. Nevertheless, below
are the time frames when candidates are most likely available for interviews:

Australia (EST): 1:30 pm —2:30 am
Europe (CET): 4:30 am —5:30 pm
America (EST): 10:30 pm —11:30 am
American (PST): 7:30 pm —8:30 am
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Interview rules:
Please observe the following rules when conducting interviews with candidates:

e Please do not disclose any of your contact details. (If for the purposes of the
interview/test you need to disclose your contact details, please request to speak to a
VirtualEmployee.com official who will then assist you further.)

e Please do not ask the candidate for any of their contact details. (If for the purposes of
the interview/test you require the contact details of the candidate, please request to
speak to a VirtualEmployee.com official, who will then assist your further.)

e Please do not ask the candidate their current or previous salary.

e Please do not ask the candidate the salary offered to them by VirtualEmployee.com.

e Please do not attempt to negotiatethec andi dat e’ s sal ari es.

What are sample resumes?

If you are skeptical about using our services or the quality of the candidates we can recruit, you
can request or VirtualEmployee.com may suggest, that we submit to you sample resumes.

Sample resumes are of candidates whose resumes match the requirements of the job vacancy
you wish to fill. Normally, sample resumes can be submitted to you within 24 hours, although it
can sometimes take 2—3 days.

These resumes are classified as sample resumes because these candidates have not been
interviewed or screened by the VirtualEmployee.com HR department. Accordingly, these
candidates are not available for hire. Nevertheless, the objective of sample resumes is to give
you a quick and accurate idea of the talent we can recruit, the costs involved, and to absolve
any uncertainty you may have. In addition, you can provide us with your feedback as to how
you would like us to move forward.
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You select the employee you want to hire. What next?

Once you select the employee that you want to hire, VirtualEmployee.com will submit to you its
invoice and contract. You can make payment only via wire transfer.

Securing candidates:

If a client delays making payment and or signingVi r t ual Empcbnoracte e . com’ s
VirtualEmployee.com cannot guarantee the availability of the candidate the client has selected

to hire. This is because, VirtualEmployee.com only enters into an employment contract with the
employee you select to hire once VirtualEmployee.com is in receipt of both the clearedfunds

and the signed contract. And, so if there is a prolonged delay in making payment or signing the
contract, the selected candidate may no longer be available for hire. VirtualEmployee.com

takes no responsibility if a candidate is no longer available for hire.

Candidates get snapped up quickly:

The Indian economy is currently growing at 6—9% per annum and the global recession of 2008-

2009 did little to slow India’ s economic prog
burgeoning and candidates get hired quickly. It is not uncommon for candidates to receive

multiple job offers in the space of one week, especially the most talented candidates.

Furthermore, candidates are very proactive in searching for job opportunities. Hence, if a client
delays making payment by even one week it can result in the candidate accepting another job
offer with another company.

If you wish to hire an employee, VirtualEmployee.com strongly recommends that you make the
payment and sign our contract at the earliest possible date. For, only then can

VirtualEmployee.com sign our employment contract with the candidate and secure their
employment for you.

First come, first serve:

Often we have multiple clients who are looking to fill the same job vacancies.

VirtualEmployee.com does often submitt he s a me ¢ a n doimditiple @diénts.If r e S U me
more than one client selects the same candidate, the client who makes payment and signs our

contract first will secure that candidate.

If a client selects a candidate but does not make payment and sign our contract,
VirtualEmployee.com will continue to submit that candidate’s resume to other clients until the
payment and contract have been signed.
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Notice period:

With every resume submitted to you, VirtualEmployee.com includes the notice period of that

individual candidate. Notice period simply means how quickly a candidate can join from the

date of receipt of payment and the date the contract is signed for that candidate. The notice

period only becomes “active” once both paymen
received.

For instance, if a candidate has a one week notice period and the payment and contract is
received on the 1° of January, the one week notice period only then becomes active and so the
candidate will start work on the 8" of January.

Billing schedule

VirtualEmployee.com takes the first payment for the first month of employment, before the
employee starts work. Thereafter, you are invoiced on a monthly basis. VirtualEmployee.com
requires the next payment for the employee to be made before the start of the next month of
work. For instance, if an employee starts his first day of work on the 1% of January, then for the
next month, VirtualEmployee.com requires receipt of payment before the 1* of February.

If payment is not received before the start of the next working month, VirtualEmployee.com
reserves and will implement the right to stop the employee working and offer the employee
alternative employment.

Why is payment required before an employee starts working?

The employee you hire is legally employed by VirtualEmployee.com. And so
Virtual Empl oyee.com is |l egally I|iable for the
leave positions with their current companies to take a position with VirtualEmployee.com.

VirtualEmployee.com will only instruct a candidate to resign from their present company and
sign its employment contract once it is in receipt of payment and the contract.

The same principle applies as to why VirtualEmployee.com thereafter requires receipt of
payment before the start of every new working month. VirtualEmployee.com cannot provide a
service for which payment has not been made and, thus, the employee will be stopped from
working for you if payment is not made before the start of the next working month.
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What VirtualEmployee.com can recruit and you can expect from an employee

As a general rule, VirtualEmployee.com can provide you with a like for like employee from India
asyou would findintheUS.or Eur ope. | f the employee you wa
U.S., it is quite unlikely that outsourcing is the answer.

Distinct professions

The probability of hiring an employee in the U.S. who has specialist knowledge of two distinct
professions is generally unlikely. For example, hiring in the U.S., one employee who can do both
programming and search engine optimization or an employee to work as an accountant and
lawyer is highly unlikely. The same is true for hiring an employee from India.

One can expect that a multi-skilled web programmer would have knowledge of how to best
construct a website for SEO purposes. But, it is not realistic to expect a programmer to have
expert knowledge of SEO as the two professions are distinct. Hence, whilst
VirtualEmployee.com can provide multi-skilled employees who will have knowledge in fields
other than their primary competency, VirtualEmployee.com cannot provide employees who are
experts in more than one area.

Employee expectations

Often clients require a specialist in a particular field but do not have enough work in that
particular domain to assign to the employee for full-time employment. To make up for the
shortfall, clients look to assign to the employee work outside of the employees area of
expertise.

For back-office employees this is this is not a problem. For instance, if you hire a call center
agent and require him/her to split his/her time between answering calls and data entry, this
would not be a problem. However, just like a professional in the U.S. would be reluctant to
work outside of his/her field of expertise so too would an Indian. For instance, an Indian lawyer
would be unwilling to split his/her time between law and data entry work.
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VirtualEmployee.com Perfect For Small To Medium

Enterprises Wanting To Outsource

Virtual Employees the answer to SME outsourcing demand

The SME outsourcing demand:

In an ideal world, small to medium sized enterprises would operate remote offshore

outsourcing offices in countries like India which would operate as additions and extensions of

their offices back home. Thi s wdkiledpdofegionalse S ME’
that would work on a long term basis, do so in a professional manner and from a controlled

office environment.

2 Ke {a9Qa 2dzia2dNDAy3I OFyyz2id | OKASQOS GKAAY

The problem for SME’'s |l ooking t o oontetp&tour ce i s
they don’t have the time, money or resource r
of fice in a country I|like I ndia. Furthermor e,

dwarfed in comparison to MNCeéostsowdingdffibesimplyk e s t h
not cost effective.

How VirtualEmployee.com meets the SME outsourcing demand:

Outsourcing with VirtualEmployee.com is in effect just like opening your very own offshore
office in India. There are four key aspects to how VirtualEmployee.com meets the SME
outsourcing demand:

1. Outsourcing—wi t h Virtual Empl oyee.com SME’' s outso
highly skilled, low costing professionals.

2. Hiringanemployee—wi t h Vi rtual Empl oyee. com SME’ s hi
can work on a long term basis. Clients do not hire unprofessional/unsupervised short
term freelancers. The key is that a Virtual Employee works for you just like any other
local employee. Your employee can work the same hours as you, work directly with you,
communicate with, collaborate with you, will report to you and will take all their
instructions for you. With VirtualEmployee.com you are hiring an employee, albeit one
that works for you remotely.

3. Office extension —in addition to outsourcing and hiring an employee you also get your
very own office extension in India. Your Virtual Employee works from
Virtual Empl oyee. com’s office where

he

t
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infrastructure. Furthermore HR executives monitor your employee working at all times
and so you know your employee is working from a professional office environment. And
managers are present to help resolve any problems for you or your employee.

4. Scale—SME’ s wi t h Vi r tnwa@asbutcegn & small scae.and dorsp atca
highly cost effective price.

Il n summary outsourcing with Virtual Empl oyee. c
they would be opening their own offshore outsourcing office in India; a) low cost b) dedicated

employees and not short term unprofessional freelancers c) a professional and controlled office
environment. The only difference is that the former option is unfeasible but the latter highly

cost effective.
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Outsourcing with VirtualEmployee.com = Opening your own offshore
office in India

When you outsource with VirtualEmployee.com you are effectively opening your very own
offshore office in India:

e Recruitment — VirtualEmployee.com recruits for you the employee you want to hire.

e Dedicated Employee —you do not hire a freelancer but a dedicated employee. Your
empl oyee works directly for you from Virtu

e HR-all HR issues are taken care of on your behalf by VirtualEmployee.com.

e Supervision—VirtualEmployee.com HR executives physically monitor your employee
working at all times. You are thus confident that your employee is working from a
professional office environment with physical supervision.

e Management — VirtualEmployee.com managers are present at all times to resolve any
problems you or your employee might have at any time.

e Hardware support —the VirtualEmployee.com IT department is present at all times for
any technical assistance your employee may require.

e Hardware/Infrastructure — your employee is equipped with the latest hardware and
infrastructure to enabling them to work efficiently.

You and your Virtual Employee concentrate only on your work and VirtualEmployee.com works
for you and on your behalf to take care of all the other non-work related considerations. In
conclusion with VirtualEmployee.com you are not outsourcing, nor hiring an employee but in
reality opening your very own offshore office in India. It is hence why VirtualEmployee.com is
the ideal solution for small to medium sized enterprises looking to outsource.
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Freelancers:

The dynamics of MNC outsourcing and SME outso
budgets and resources are in a position to open their own offshore offices in countries like

l ndi a. For SME’'s however such namsubspquentlg,n i s
many SME’'s turn to offshore freelancers to

Offshore freelancers can reduce costs however offshore freelancers are not the natural answer

to the SME outsourcing demand. The popularity of offshore freelancers is simply a result of no

ot her alternative option for SME's |l ooking to
outsourcing solution.

Some of the main short comings of outsourcing with offshore freelancers include:

e Priority — offshore freelancers work for numerous clients simultaneously and prioritize
their work in accordance with the highest paying client.

e Consistency/Dependability — most offshore freelancers are unreliable, they may be
present one day and not another. Furthermore the working hours of offshore
freelancers are not fixed.

o Dedication —offshore freelancers are not dedicated to your work because you are not
their sole source of income nor are you a consistent or long term source of income. An
offshore freelancer will thus never be 100% dedicated to your work like a full time
employee.

e Short term solution — offshore freelancers are short term fixes not long term solutions
as it is not pragmatic to hire an offshore freelancer on a long term basis. You consume
vast amounts of time continuously re-hiring offshore freelancers over and over again.

e Professionalism - hiring a freelancer is a completely unregulated process. Companies
are completely at the mercy of the freelancer, and should something go wrong there is
no one to turn to.

e Supervision and management — offshore freelancers work independently and so there
is no physical supervision or management.

e Dummy offshore freelancers —the rating or feedback of many offshore freelancers is
often untrue, with many offshore freelancers purchasing other freelancers profiles in an
attempt to win contracts. How do you know your offshore freelancer is really as good as
they say they are?

e Collaboration/Interaction — offshore freelancers work independently and during their
own time zone. Collaboration and interaction is thus to a minimum especially when your
offshore freelancer is situated half way around the world.
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Infrastructure/Hardware — does your offshore freelancer have the infrastructure and
hardware to work efficiently?

¢ Confidentiality — you outsource to a completely unknown entity and this can jeopardize
the confidentiality of any of your sensitive data.

e Trust —you outsource to an individual and not a reputable company.

In summary, whilst offshore freelancers might be highly skilled and might lower your cost,
hiring an offshore freelancer is a highly inefficient and time consuming process. Unable to
communicate and collaborate with your freelancer, not knowing if they will be working from
one day to the next, unsure about the freelancers commitment and continuously searching for
new freelancers results in so much inefficiency that it outweighs the benefits one gains in cost
reduction.

Virtual Employees the natural answer to the SME outsourcing demand

Efficiency is the key to successfully outsour
way of hiring Virtual Employees. A Virtual Employee is first and foremost an employee not a

freelancer. And thus with a Virtual Employee you get the reliability, stability and consistency

you would with hiring any local employee. Furthermore, your Virtual Employee works only for

you and so you get the priority and dedication your work deserves. Additionally you can work

with the same employee every day, have the employee work the same hours as you and have

high levels of collaboration and interaction with your employee. Lastly, when you hire a Virtual

Employee the employment is completely regulated. Your employee works from

Virtual Empl oyee. com s office where they are m
and HR executives and your Virtual Employee shall be equipped with the latest hardware and

infrastructure. Furthermore, VirtualEmployee.com takes care of the recruitment process and so

you can be confident of your employees said level of expertise. The efficiency and dependability

Virtual Employees bring in additiontosi gni f i cant cost reduction is
numbers turning to Virtual Employees and not offshore freelancers.
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Frequently Asked Questions

FAQs
1. I want to hire an employee. What next?

Once you decide you want to hire an employee, the next step is for you to provide
VirtualEmployee.com with a detailed job description for the position you seek to fill. The job
description should include, if appropriate, all the following information: qualifications, year of
experience, domain expertise, skill set, shift timings, and job duties.

This information is important as the VirtualEmployee.com HR department will use it to recruit
potentially suitable candidates for your vacant job position. Once suitable candidates have been
shortlisted by VirtualEmployee.com, their resumes will be submitted to you for you to decide if
you want to interview/hire any of the candidates.

VirtualEmployee.com submits resumes free of charge. It typically takes 1-2 weeks to submit
resumes although this time frame can be less/more, depending upon the type of employee you
wish to hire.

2. Do | have any employment tax, insurance, or law obligations/liabilities as a result of hiring
a Virtual Employee?

No.

Legally your employee is employed by VirtualEmployee.com. Subsequently, you have no
employment tax, insurance, or labor law obligations/liabilities. Legally you do not hire an
employee but purchase a service, which includes: an employee, HR services, office space,
hardware, customer support, management services, technical support,e t c ...

3. Can | review resumes, test the candidates, and conduct interviews? Do | select the
employee that works for me?

Yes.

For every vacancy you seek to fill, VirtualEmployee.com submits to you several resumes of
candidates whom we feel are suitable for the position. We submit resumes to you in
accordance with the job description you provide to us.

You can then review the resumes and select the candidates you would like to interview. After
the interviews you can decide if you would like to hire any of the candidates.

If you wish you can also provide the candidates with a test. VirtualEmployee.com will submit
the results of the tests back to you and administer the test under examination conditions.
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You can conduct interviews with candidates via phone at a time/date convenient to you.
VirtualEmployee.com submits resumes and arranges candidates interviews for you for free.
40 | 2¢ ljdzaOlte OFy L GSNNAYIFGS +ANIdzZ f 9YLX 28 S8

You simply need to giveonemont h’s notice to terminat,e our
however, be terminated within the first month of employment.

5. Can my employee work the same office hours as me?
Yes.

It is your choice what hours the employee works; whether Indian office hours, your office
hours, or an overlapping shift. However, you need to inform VirtualEmployee.com at the
beginning what office hours you want the employee to work.

6. How do | work with my employee?

How you wish to work with your employee is entirely at your discretion. VirtualEmployee.com
provides your employee with all the hardware and infrastructure they require to work for you
remotely from India. How you wish to utilize that hardware is your choice. With the provided
hardware, you can opt for a lot of collaboration and interaction with your employee or you can
leave your employee to work independently.

7. How do | communicate with my employee?

Once more this is your decision. VirtualEmployee.com can provide your employee a telephone
with a local number from your country. You can, thus, communicate via phone, e-mail, instant
messengers, video conferencing, and/or Skype.

8. How do | know my employee is working and able to do the job?

VirtualEmployee.com managers are entrusted with the responsibility to monitor and supervise
your employee working at all times.

In addition, you can also monitor your employee via web cams, remote login software, phone,
and instant messenger.

Furthermore,y ou  wi | | be able to judge yourfronetapl oy ee
results he/she produces.

9. What are your procedures to protect my sensitive and confidential data/information?

There are many methods that can be implemented to protect your confidential information. If
you are concerned about the security of your data, please contact VirtualEmployee.com, and
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VirtualEmployee.com will then discuss and plan with you the best method to implement. Some
of the methods that can be implemented include:

e All your data can be stored on your servers in your office. The employee, thus, only has
access to the data whilst at work, and does not have any of your data saved on their PC.
e Your data can be stored on Virtual Empl oye
employee only has access to the data whilst at work and none of the data is saved on
their PC.
e (CD-ROM drives, USB ports, printers, etc., can all be disabled from your employee’s PC
and so your employee cannot duplicate your data, take it home, etc...
e Software can be installed on your employees PC that monitors what they do and
prevents them from taking certain actions, e.g. emailing data etc.

10. Can VirtualEmployee.com and my employee sign a non-disclosure agreement (NDA)?
Yes.

In addition, a non-disclosure provision is also outlined in the VirtualEmployee.com contract.
11. Can | hire an employee on a part-time basis?

Yes.

You can hire an employee to work four hours a day.

12. Does VirtualEmployee.com provide references and/or testimonials?

Due to the high volume of requests we receive, VirtualEmployee.com does not provide
references but does provide testimonials.

13. Does my company have full intellectual property and ownership of work rights?
Yes.

This is specified in the VirtualEmployee.com contract.

14. How many hours/days does my employee work?

Your employee works eight hours a day Monday through Friday, throughout the month. This
does not include any time taken for breaks or for meals.

However, if you require your employee to work more or less than eight hours and/or over the
weekend, VirtualEmployee.com can look to arrange this.
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15. How long does it take to get started?

VirtualEmployee.com submits to you several resumes of candidates it feels are suitable for the
position you seek to fill. You then select from the resumes any candidates you would like to
test/interview/hire. It generally takes between 1-2 weeks to submit resumes to you. However,
depending on the position, the time period can be less or more than 1-2 weeks. For software
programming positions and back-office positions, resumes are generally submitted quicker.

16. What are sample resumes?

If you are skeptical about using our services or the quality of the candidates we can recruit, you
can request or VirtualEmployee.com may suggest, that we submit to you sample resumes.

Sample resumes are of candidates whose resumes match the requirements of the job vacancy
you wish to fill. Normally, sample resumes can be submitted to you within 24 hours, although it
can sometimes take 2—3 days.

These resumes are classified as sample resumes because these candidates have not been
interviewed or screened by the VirtualEmployee.com HR department. Accordingly, therefore
these candidates are not available for hire. Nevertheless, the objective of sample resumes is to
give you a quick and accurate idea of the talent we can recruit, the costs involved, and to
absolve any uncertainty you may have regarding the talent of the candidates we can recruit. In
addition, you can provide us with your feedback as to how you would like us to move forward.

MT®D® 2KFEG Aad ab20A0S t SNA2REK

Notice period simply means how quickly a candidate can join from the date we receive your

payment and the VirtualEmployee.com’ service contract has been signed. Please note that the

notice period only becomes “active” once both
have been received.

For instance, if a candidate has a one week notice period and the payment and contract is
receivedon the 1* of January, the candidate’s one week notice period will then become active
and the candidate will start work on the 8" of January.

With every resume submitted to you, VirtualEmployee.com includes the notice period of that
individual candidate.

18. How can | ensure that the right person is hired for the position?

The VirtualEmployee.com recruitment model has a dual screening process, which is what gives
VirtualEmployee.com a very high success rate.




irtual

mployee
The screening is initially done by the VirtualEmployee.com HR department. The HR department
conducts face to face interviews with all candidates who match the job description you provide.
The best candidates’ resumes are then forwarded to you for your consideration.

The second stage of screening is then completed by you. You review resumes, assign tests (if
any), and conduct interviews.

This dual screening process helps to ensure that the right person is hired for the position. For
you know best the requirements of your work, and you select the person you want to hire after
being given ample opportunity to test them. You only hire a candidate if you feel he/she is
suitable for the position. If you feel he/she is not qualified, you have no commitment to use our
services. Hence, you only move forward if you are confident in the candidate and our service.

19. What do | do if | or my employee has a problem?

The VirtualEmployee.com customer service department is open 24 hours a day, five days a
week. Simply communicate to VirtualEmployee.com your problem via e-mail
(sales@virtualemployee.com) or phone (001+ 760 284 4609/ 44+ 0208 099 3086).
VirtualEmployee.com managers are present 24 hours a day to resolve any of your problems.

Equally, VirtualEmployee.com managers are monitoring and supervising your employee
working at all times. If your employee has a problem, they can contact a manager or the HR
department to resolve any issues they may have.

VirtualEmployee.com is present at all times to resolve any issues, and thereby ensures that the
whole outsourcing process is a success.

20. Is there a chance my employee will leave?

It is unlikely the employee you hire will leave. VirtualEmployee.com offers competitive salaries
and a pleasant office environment. Working with foreign companies is also a great opportunity
and experience for Indians.

However, VirtualEmployee.com cannot guarantee that your employee will not leave as
inevitably this can and may occur.

21. What is included in the price? Are there any hidden charges?

For any position you are looking to fill, VirtualEmployee.com submits to you several candidates’
resumes and their specific individual price. The quoted price attached to any resume is the full
and complete cost for the entire service; including office space, recruitment, HR, management,
customer support, hardware, infrastructure, and a dedicated employee,e t C ...
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There are no hidden charges. However, there are three exceptions to the rule above:
e If you require your employee to make hundreds of calls per day
e |f your employee requires software that we do not provide and is costly to purchase

e If your employee requires hardware that we do not provide, e.g., an iphone
programmer requiring an iphone.

22. Can | come to India and visit and/or train my employee?
Yes.

The VirtualEmployee.com office is your office extension in India. You are welcome to come and
visit your employee at any time.

23. Can | come to India to interview candidates?
Yes.
24. What is the billing schedule?

VirtualEmployee.com takes the first payment before the employee starts work. Thereafter you
are invoiced on a monthly basis. VirtualEmployee.com requires payment for the employee to
be made before the start of the next month of work. For instance, if an employee starts his first
day of workonthe 1*0of January, then for the next
requires receipt of payment before the 1°* of February.

If payment is not received before the start of the next working month, VirtualEmployee.com
reserves and may/will implement the right to stop the employee from working further.
VirtualEmployee.com accepts no liability to your work as a result of an employee not being
present to work.

25. Can my employee come to my country for training?
Yes.
26. What happens if | am not satisfied with the Virtual Employee I hire?

| f your employee’s performance has been
refund.

If the employee has worked to a satisfactory level but not to the levels you or we expect, then
we will charge on a pro-rata basis for the days he/she worked. We will then refund to you any
outstanding amount.

mont h
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If you wish we can also replace the employee you are dissatisfied with and use any outstanding
money as credit for the next employee.

It is, however, important to note that VirtualEmployee.com can only take the above following
measures if your displeasure is communicated to VirtualEmployee.com at the earliest possible
time (preferably within the first week of employment). If your employee has worked for you for
a reasonable period of time and we have not received any communication of dissatisfaction
from you, VirtualEmployee.com cannot call into question the ability of the employee or
implement the above measures. In such a scenario, one month notice would be required to
terminate our services.

27. Can | offer incentives/bonuses to my employee?
Yes.

Any incentives you offer will be completely passed on to your employee. VirtualEmployee.com
does not take any percentage from bonuses intended for your employee. All
incentives/bonuses are however paid to your employee via VirtualEmployee.com.

28. | require an employee who is proficient in English. Is this possible?
Yes.

With approximately 350 million English speakers, India is one of the largest English-speaking

nations in the world. The language was introduced in the country centuries ago during the

British Empire. Ever since, English has been taught to students at school at an early age and,
furthermore, English is widely used throughout the country, e.g., in the legal system, television,
roadsigns,et ¢... One of the primary factors behind
destinati onencysnErdglishdi a’ s profi ci

29. Are there any start-up fees?
No.

30. Do | work with the same employee every day? Is the employee dedicated to my
requirements?

Yes.
31. Do you offer competitive salaries to the employees?

Yes. VirtualEmployee.com is acutely aware of the fact that for outsourcing to be a success all
the parties concerned must benefit. If your employee is unhappy, it will affect your work and in
turn lead you to stop hiring the employee.

r
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Furthermore, many employees leave their present jobs to take positions with
VirtualEmployee.com. This can be partially attributed to the fact that VirtualEmployee.com
offers competitive salaries.

32. What are the leaves and holiday policy?

Your employee is entitled to 8 paid holidays throughout a year. In addition, after the first
month of employment, your employee accumulates one day of paid leave per month. Hence, in
one year your employee is entitled to 19 days of paid days off work. Any other days off work
are unpaid leaves, for which you will not be charged.

33. I require an employee who does not have a strong accent, is this possible?
Yes this is possible for back-office positions.

In addition, VirtualEmployee.com can recruit candidates in back-office fields who have
undergone voice training and have neutral accents. Furthermore, VirtualEmployee.com can
recruit candidates who have worked for Western call centers (e.g., IBM, Dell, and BT) and, thus,
are accustomed to American or British accents and have experience in interacting with clients
from the West.

34. What part of India is VirtualEmployee.com located in?

New Delhi NCR (Capital of India).

35. If | hire more than one employee can they sit together?

Yes.

36. If | hire more than one employee/several employees, can | have a discount?
Yes.

37. If my employee takes a day off work or is sick can you provide a replacement?
No.

VirtualEmployee.com provides you with a long-term dedicated employee. You work with the
same employee every day. You do not work with a variety of employees. Hence, it is not
possible to cover the odd absence by an employee.

If, however, your employee requires a substantial time off work, VirtualEmployee.com can
replace the employee.




c-} irtual
mployee

38. Why is payment required before the employee starts? And why does
VirtualEmployee.com require payment before the start of each working month?

The employee you hire is legally employed by VirtualEmployee.com. And so
Virtual Empl oyee.com is legally I|liable for the
make this legal commitment once payment has been received from you.

Furthermore, often candidates leave positions with their current companies to take a position
with VirtualEmployee.com. VirtualEmployee.com will only instruct a candidate to resign from
their present company and sign our employment contract once we are in receipt of payment
and contract.

The same principle applies as to why VirtualEmployee.com thereafter requires receipt of
payment before the start of every new working month. VirtualEmployee.com cannot provide a
service for which payment has not been made and, thus, the employee will be stopped from
working for you if payment is not made before the start of the next work month.

39. What hardware is provided to the employee?

Your employee will be provided with a new Dell or HP laptop or a Desktop. In addition, your
employee will have access to all other computer peripherals such as laser printer, high-
resolution scanner, fax, headsets, web cams,e t c ...

40. What are the modes of payment?
Wire transfer is the sole method of payment.
41. Can you provide highly skilled and technical employees?

Yes.

As a general rule, VirtualEmployee.com can provide you with a like for like employee from India
as you would find in the U.S. or Europe. India is renowned for its technical talent in fields such
as programming, engineering, and law. It is, thus, why fortune 500 companies such as IBM
employ 75,000 employees in India. If outsourcing is a success for the most successful
companies in the world, it would certainly work for you.

42. For how long can | hire an employee?
With VirtualEmployee.com you can hire the same employee for many years.

43. 1 do not require a long-term dedicated employee but want to outsource a project. Is this
possible?

Yes.
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44. What is the cost of outsourcing a project? And how long will it take to complete?

The cost and time for completion of a project is dependent upon the particular nature and
demands of the project you want to outsource.

To outsource a project with VirtualEmployee.com, we require a detailed specification of the
project you want to outsource. VirtualEmployee.com will then review the specification and
revert to you with a cost and time estimation.

The cost of a full-time dedicated employee is not reflective of the costs we charge for project
outsourcing.

45, Is India a stable outsourcing destination?

Yes.
India is the largest democracy in the world with a stable government and a trustworthy
judiciary.

46. Is India the best outsourcing destination?

Yes.

Hence, why India, with a 65% share, has the largest percentage of the global offshore

outsourcing market.lnaddi ti on, I ndia’s outsourcing indust

annum and India has been consistently ranked the number one outsourcing destination for
several years.

From its stable democracy, English-speaking professionals, large technical talent pool, and hard
work ethic, India, in every respect, is the number one outsourcing destination.
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Why VirtualEmployee.com?

Testimonials:

Please note that all testimonials provided by VirtualEmployee.com are referenced by registered
company names and/or company websites.

AS SEEN ON TV INFOMERCIALS, INC. —USA

Our ecommerce company had been using Virtual Employee to provide us with outsourced IT
professionals since May of 2009. During this time, they have provided resumes and

interviewees according to our job descriptions that met or exceeded our requirements. As a
result, we were able to hire on a contract basis according to our requirements.

The Virtual Employee candidates we hired worked diligently and were able to accomplish our
goals in the specified time frames. Furthermore they met or exceeded the technical standards
we had specified. The result was timely completion of the tasks at the required level of quality.

| would not hesitate to utilize Virtual Employee to outsource our IT professional work as the
need arises again. They are truly an outsource HR department as well as they provide a virtual
work environment for the contractor, and the skill level we specified.

| also would like to comment that Ramen Ghosh has worked diligently for us in an IT Developer
capacity and he has always met our standards. About one third of the time he has exceeded our
expectations. He is a competent IT professional.

Cordially,

Frank Bianco

Vice President

AS SEEN ON TV INFOMERCIALS, INC.

11340 NW 23™ ST, PEMBROKE PINES, FL 33026
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Oxygen Adventures Inc. —USA
As an aspiring entrepreneur, many hours of my day are spent making critical decisions

necessary to the development and success of my business. These hours, | realize, are too
important to misuse doing the tasks that can be otherwise be outsourced. In the interest of
freeing up my time, | have contacted and compared many outsourcing companies but none
have been more courteous, professional, and efficient as Virtualemployee. Whatever the task,
the dynamic and very qualified staff at Virtualemployee are capable of delivering your requests
in a timely, professional, and affordable manner while always keeping your best interests in
mind. Many thanks to Virtualemployee—your services far exceeded my expectations.

Sincerely,
Reggie Morisset
Oxygen Adventures Inc.

Phone Business P/L — Australia
"Virtual Employee has provided our business with a number of employees to work on some

web based projects over the last 12 - 18 months. We required specific skill sets for the tasks at
hand, including web developers / programmers / designers and the employees that VE
provided us with were of a high standard. | was a little sceptical at first dealing with an overseas
employment company but have found VE to be very professional from initial setup, day to day
management to project completion. Our dealings with VE has always been very good with
prompt responses to any queries. | have no hesitation in recommending them as a professional
company providing quality employees."

Regards

Greg Little - Managing Director
Phone Business P/L - Australia
www.phonebusiness.com.au

www.Vision-soft.co.uk — UK
“ am | i ke many pe o pdtseurcingimy wodes, but Ihad cosmthen e d abou't
option, so | searched on the internet and found many companies doing outsourcing, from all of

these companies, only one company attracted me the most which is Virtual Employee, |
decided to give them a try, they have assigned a Programmer to work for me. Now | know that |
made the right decision as they have done a great job for me! He delivered what | had asked for
and more, and most of all they are very polite friendly people. | highly recommend that you use
Virtual Employee if you want these same benefits. And for me | will definitely continue to use
them.”
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Best Wishes
Nasser Benashur
Proprietor
Visionsoft
Manchester — UK
www.vVision-soft.co.uk

Webjuicer Ltd — Belgium

"We have used many types of freelance services and have decided dedicated

employees like those offered by virtualemployee are a better solution. In

our case, virtualemployee.com did a super job prescreening applicants and providing a
mathematics statistician. They also helped by giving our new employee a productive work
environment. If you are looking for top quality people, simplicity and value for money, we can
recommend virtualemployee.com."

Bryan Cassady
Managing Director
Webjuicer Ltd
www.webjuicer.be

www.holidayhomesireland.ie —Ireland

Further to your companies recent work for us the owners and staff at Holidayhomeslireland.ie
would like to say a big thank you to Virtual Employee.com.

Our employee at your offices completed what we estimated to be four weeks work in fourteen
days at a cost of roughly a quarter of what it would have cost us here in Ireland. Furthermore
Parag at Virtualemployee required no supervision or monitoring and is clearly an extremely
capable and thorough worker. Here in Ireland we are having considerable difficulty hiring and
keeping skilled staff to help us build our websites and maintain our marketing campaign. A
fulltime member of staff from your office enables us to tackle a long backlog of tasks that we
are simply not getting to because of costs and unreliable staff here in Ireland. Now we can turn
high quality work around quicker and keep our customers satisfied.

It is also worth mentioning that the staff costs with Virtualemployee enables
Holidayhomeslreland.ie to have a greater profit margin in our work here in Ireland and keep
our costs low in a competitive marketplace with difficult trading conditions. We are now
working on how to use a full time member of staff at Virtualemployee to build our holiday
home websites, write our content, build our databases, coordinate our email marketing,
develop our internet marketing, and even updating our accounts.
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There is clearly an opportunity here for UK and Irish companies to cut their costs and recruit a
higher caliber of staff . | would not hesitate to recommend contacting Louise at
Virtualemployee to discuss the best way to outsource office work.

Many thanks once again to you and Parag.
Richard and Carey
www.holidayhomesireland.ie

www.hationalgp.com — USA

I am thoroughly satisfied with Virtual Employee. | explained to the via email what | required and
a representative from Virtual Employee called me straight away to ask me additional questions
to make sure they found the right candidate for me. Within days | received an email from them
confirming that they had found some candidates which matched my requirements and asked
me if | could review the resumes and give them feedback.

They allowed me to select the best candidates who | felt would be right for the job. | was able
to review the ones | wanted and then selected the best one for me.

| was given a direct contact number and email address to contact my candidate, | was able to
contact them when | needed and they worked the hours | requested. The project went great.
Saurabh was a pleasure to work with and | would like to continue working with him and Virtual
Employee in the future.

Thank you,

Daniel A. Vale
President

National Graphics
www.nationalgp.com

www.getfrogworks.com — USA

|l > ve been very pleased with the Virtual Empl o
he checks in with me frequently. But | like the freedom of knowing that | can always call my

“empl oyee” directly. Hiring Virtual Empl oyee
My Best,

Jennifer Bleam,
Principal Partner
www.getfrogworks.com
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Shermarketing.co.uk t UK

“ am Vv ewith theoltseumctigawdrk from VirtualEmployee.com and will certainly use
your services again in the future.?’”

John Foster

Managing Director

Shere Marketing Group
www.Sheremarketing.co.uk

www.ineedhits.com — Australia
When looking to outsource our data-entry work we assessed a number of providers. In the end

we decided on Virtual Employee not only because they were priced below their competitors
but because of their great customer service. Their staff were always quick to answer any of our

gueries. We are very happy with the assistance they have provided so far, the data entry work
has been of a high standard and was completed very quickly. Thanks to Anil & Shaun —looking
forward to working with you further.

Courtney Mills ineedhits
http://www.ineedhits.com

www.remax-gc.com —Canada
It has been a pleasure working with Manoj. He seemed to work hard

creating the document | needed based on the requirements and directives
| set out for him. | was pleased that when he was unclear about
something he would call me rather than assume.

| will likely use your services in the future as needed.

Regards,

Jameson Walsh

RE/MAX Garden City Realty Inc.,
Brokerage St. Catharines ON
www.jamesonwalsh.ca
WWW.remax-gc.com

www.technologymarketingtoolkit.com —USA
This has truly been a fantastic service. You got our data entry project done in an extremely

timely manner. It was delivered ahead of schedule, and the accuracy was terrific!
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| was a little skeptical to use an offshore company to do this kind of work but it has proven to
be a wise decision.

We will definitely continue to use your services and also would highly recommend you to
others as well. Thanks again for a job well done!

Pamela E. Viveiros
Vice-President, Technology Marketing Toolkit, Inc.

www.technologymarketingtoolkit.com

Siegeltuch & Associates Inc. —USA
Dear Virtual Employee,

| am happy to commend you for timely completion of the data entry assignment recently
contracted to you. Your employee diligently followed specifications and quickly finished despite
the often nearly impossible task of reading poorly written data sheets. Your service has allowed
us to cost effectively concentrate on our area of expertise rather than worry about lower level
tasks. Great job.

Sincerely,
Fred Siegeltuch
Siegeltuch & Associates Inc.

ATHE - UK

www.atheuk.com

Virtual Employee is great for providing skilled remote staff for businesses of any size. It is a
specialist company in providing all forms of outsourcing and it gives you an option to take
complete control of your outsourced worked.

With this thinking you get the best workforce who performs their best to make your venture
successful.

You can save lot of money when outsourcing your work with Virtual Employee.

Josh Jones
Marketing Director of ATHE
ATHEUK.com
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The Advantages of the VirtualEmployee.com employee hiring process

e Large talent pool: VirtualEmployee.com recruits candidates from our local area of New
Delhi NCR. New Delhi NCR is the capital of India and the region has a population of
approximately 20 million. The city possesses an abundance of highly talented
individuals. Hence, when outsourcing with VirtualEmployee.com, you have access to a
wide pool of talent. With VirtualEmployee.com you are not limited to hiring from just
our in-house talent. This gives you the highest probability of hiring the most skilled,
experienced, and qualified employee(s) for your job vacancy.

e You select the employee you want to hire: You are firmly in control when you
outsource with VirtualEmployee.com. You select the employee or employees that will
work with you. Often the client has extensive knowledge in the field in which they are
outsourcing and has the best understanding of the duties of the position to be filled. The
VirtualEmployee.com model is, hence, ideal, for you are not assigned an employee by
VirtualEmployee.com but you select the employee you want to hire.

e Low risk: Before you make any decision to hire, you have ample opportunity to deduce
if any of the candidates we put forth are suitable for the position. Review the
candidates’ resumes, ask challenging questions during the interviews, and even provide
a test for any of the candidates. If you are not confident, you have no obligation to use
our services. It is, thus, why outsourcing with VirtualEmployee.com has such a high
success rate; youonlyhireacandi date i f you are confident
our service.

e Dual screening: Wi t h Virtual Empl oyee.,chotinyos and ecr ui t
VirtualEmployee.com screen the candidates thereby filtering the strongest and most
qualified candidates.

e Accommodating to your requirements: The VirtualEmployee.com’ ®cruitment and
hiring process is flexible and accommodating to your exact requirements. The HR
department works in accordance with your specifications and gives detailed attention
to your individual and specific requirements. This ensures we find the most appropriate
and best employee for you.

¢ VirtualEmployee.com submits resumes for free: VirtualEmployee.com submits resumes
to you and lets you interview candidates for free. And so you only make a financial
payment when you are confident of our service and quality of employee.
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Long-term Employees but Contractual Commitment

Companies in the U.S., Europe, or anywhere in the world pay considerably higher salaries when
hiring employees on contracting positions. Often an employment contract for a contracting
position is for duration of six months and this six-month commitment is made by the company
from the outset. A six-month employment position is regarded as contracting and not a long-
term position. And because of this, companies pay considerably higher salaries to employees
due to the short duration of employment.

With VirtualEmployee.com you can and our current clients do hire employees for years.
However, to terminate our servicesyousimp |l v need to give one
there is no fixed six-month or one-year commitment required from the outset.

The fees VirtualEmployee.com charges are devised keeping in mind a long tenure of
employment, but the commitment from your side is less than that of a contracting position.

This is, thus, significantly advantageous in several respects. You pay a fee equivalent to that of
a long-term position but the commitment from your side is that less than that of a contracting
position. Furthermore, you can hire on a long-term basis, and you do not have to cease
employment after any set period. Wi t h Vi rt ual Emp twih ycenaio—ethe nost
and longevity of long-term employment, but commitment less than that of contractual
employment.

mont h'

it s a
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What are the benefits of outsourcing with VirtualEmployee.com?

1. Cost

VirtualEmployee.com charges between 995 to 1495 US dollars per month for a full-time,
dedicated employee. The most apparent benefit is, therefore, cost saving. You reduce your cost
on employee salaries between three to eight times alone.

In addition, you save on office rental, overhead, and infrastructure costs because your
empl oyee works from Virtual Empl oyee.com’”s off

VirtualEmployee.com also equips your employee with all the hardware they need to work for
you remotely from India. Accordingly, you also save on PC, computer peripherals, and software
expenses.

Your cost is yet further reduced because all HR and technical support services are also all
provided by VirtualEmployee.com.

2. Employment tax, insurance, and law benefits

You are in complete control of your employee, who works for you just like an employee
working physically from the same office as you. However, legally you enter into a service
contract with VirtualEmployee.com, and your employee is legally employed by
VirtualEmployee.com. In practice, therefore, you reap all the benefits of hiring your own
dedicated employee but without the applicability of any employee tax, insurance, or labor law
legislation/obligations.

3. NDA and ownership of works

The VirtualEmployee.com contract includes a non-disclosure agreement. Your confidentiality is
strictly safeguarded by VirtualEmployee.com. In addition, if you wish, VirtualEmployee.com and
your employee can sign your own separate NDA.

The contract, furthermore, outlines that any work completed by your employee is exclusively
owned by your company and not VirtualEmployee.com or the employee.

4. Termination of services

Youcanhi re an empl oyee for year s, but you simply
terminate our services. Hence, you gain the benefits of hiring an employee on a long-term basis

but the commitment from your side is minimal and equivalent to that of only hiring on a

contracting basis.
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5. VirtualEmployee.com does the recruitment for you

VirtualEmployee.com recruits for you the employee you want to hire. With
VirtualEmployee.com you outsource not only your work but also the headache of finding an
employee. The process reduces your costs and increases your time and efficiency.

6. You select the employee you want to hire

Although VirtualEmployee.com recruits for you the employee you want to hire, you are the
decision maker. VirtualEmployee.com submits to you several resumes of candidates it feels are
suitable for the position you seek to fill. You review the resumes, select the candidates you wish
to interview, and then decide if you want to hire any of the candidates. And because you best
know the requirements of your work, you are the ideal person to select who should work for
you. One of the primary reasons for our high success rate is that you and not
VirtualEmployee.com decide if you want to hire any of the candidates we put forth to you.

7. VirtualEmployee.com submits resumes for free

VirtualEmployee.com submits resumes to you and lets you interview candidates for free. And
so you only make a financial commitment when you are confident of our service and quality of
employee. If you are not satisfied with the caliber of candidates we put forth, you have no
obligation to move forward.

8. Ample opportunity to test candidates before hiring

Before you decide to hire an employee, VirtualEmployee.com gives you ample opportunity to
test the candidates and ensure they are qualified for the position. You can review their
resumes, conduct interviews, and even provide a test to the candidates. This, in addition to the
HR screening and technical interviews done by VirtualEmployee.com, ensures you hire the right
employee and not someone unqualified.

9. Scale up/scale down

VirtualEmployee.com makes it very easy for you to scale up and scale down the size of your

staff. This is because firstly VirtualEmployee.com recruits your employee for you and so you do

not spend your time and money in finding an employee. Furthermore, you are not bound to any

longt er m commi t ments as you can cancel our serv
your employee works from Virtual Ehotpnletigee. com’
any infrastructure, HR, technical support, office space, or hardware costs. All these factors

enable you to easily increase and decrease the size of your staff in direct proportion to the

demands of your workload.
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10. Employees work in congruence with any time zone

VirtualEmployee.com provides employees who can work in congruence with any time zone.
And so your employee can work the same hours as you.

11. Recruiting the most talented employees

Small and medium enterprises (SMEs) often struggle to compete with large companies when it
comes to recruiting the most qualified and talented employees. VirtualEmployee.com resolves
this problem for you as we are in a position to recruit the brightest talents.

12. VirtualEmployee.com does not limit itself to just in-house employee talent

VirtualEmployee.com does not limit itself to just in-house employee talent but also recruits
candidates from our local area of New Delhi NCR, the capital of India. The advantage of
recruiting from New Delhi NCR is that VirtualEmployee.com is in a position to recruit the best
candidates from a region with a population of approximately 20 million people.

13. Strong emphasis on hardware and infrastructure

VirtualEmployee.com provides new Dell or HP computers and computer peripherals. In
addition, the VirtualEmployee.com office is equipped with lease line internet connections.
VirtualEmployee.com places strong emphasis on the best and latest hardware and
infrastructure to ensure you can work efficiently and closely with your employee.

14. Professionalism

VirtualEmployee.com is devoted to providing a first-class professional service.
VirtualEmployee.com understands that for outsourcing to be a success, professionalism at
every stage is crucial. Accordingly, VirtualEmployee.com places strong emphasis on client
support, infrastructure, quality employees, and an all-round premier service.

15. Accommodating to your requirements:

The VirtualEmployee.com recruitment and hiring process is flexible and accommodating to your
exact requirements. The HR department gives detailed attention to your individual and specific
requirements. This ensures we find the most appropriate and best employee for you.

16. Outsource any office work in any field

From specialist fields such as software programming, law, and engineering to back-office fields
such as data entry, transcription and call center agents with VirtualEmployee.com you can
outsource any office work in any field or profession.




irtual

mployee
All your outsourcing requirements are, thus, under one roof. You can hire an entire team of
employees from different professional backgrounds and have all of them work together from
one location.

17. Long-term dedicated employee not a freelancer

With VirtualEmployee.com you are not just outsourcing but hiring a dedicated employee.
Unlike a freelancer, a Virtual Employee is dedicated only to your work. You work with the same
employee every day over a long-term basis. Your employee will, thus, become a part of your
team, someone who understands your business and is familiar with your process. Long-term
dedicated employees help prevent inconsistency in your work process and are focused solely
on your work. Furthermore, any time you take to train the employee is well invested.

18. Business model: High levels of collaboration and interaction

VirtualEmployee.com gives you unrestricted access to your employee. You, thus, have the
option of high levels of interaction and collaboration with your employee, which puts you firmly
in control of the work you outsource.

19. VirtualEmployee.com supervision and management

Although you and your employee work from two different offices, VirtualEmployee.com
managers supervise and manage your employee working at all times. This thereby ensures your
employee is working and doing so from a professional office environment.

20. Client support

VirtualEmployee.com is a source of contact and support for you at all times. Whether you want
to ask any questions, discuss anything about your employee, or require some assistance, you
can contact VirtualEmployee.com at any time via phone, e-mail, or live chat.
VirtualEmployee.com places great importance on fast response times and a quick resolution to
your queries.

21. Dedicated HR department and employee support

The VirtualEmployee.com’ KR department is present to resolve and manage any issues your
employee may have. You are, thus, not burdened with any employee concerns.

22. Office extension not just an employee

When you outsource with VirtualEmployee.com, you do not just hire an employee but set up
your very own office extension in India. Think of the VirtualEmployee.com office as your second
office in India. You are welcome to come and visit our office any time.
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23. Hire employees with rare skills

It is often difficult for companies to recruit from their local area employees with rare skills. This
is, in particular, true for small companies and companies located across remote locations.

Irrespective of the rare skills you require in an employee, VirtualEmployee.com can recruit the
employee you want to hire. Outsourcing with VirtualEmployee.com is not just about cost saving
but also about hiring the talent you may not be able to find elsewhere.

24. Efficiency

Outsourcing your noncore competencies will free up your time so that you can focus on your
key business. Equally, by outsourcing your core business you are in a position to hire the
additional technical staff you otherwise may not have been able to, which in turn will enable
you to work more efficiently.

25. Proficiency in English

To successfully outsource, it is crucial that your employee is completely fluent in English.With
almost 350 million Indian English speakers, and many Indians speaking English as their first
language, VirtualEmployee.com provides employees who are proficient in English.

26.1 n d acalémg talent

With three million annual graduates, including 5,00,000 engineering graduates, and 275
medi cal coll eges, |l ndi a’s abundance of academ
destination.

27. Indian work ethic and culture

Outsourcing with VirtualEmployee.com and hiring an Indian employee is constructive as Indians
are renowned for their dedication and work ethic.

28. India—the number one outsourcing destination

The Indian offshore outsourcing industry is currently valued at US $70 billion per annum and

with a 65% shareoft he gl obal of fshore outsourcing mar ke
reputation as the premier outsourcing destination. With VirtualEmployee.com you outsource to

the world’” s number one outsourcing destinatio

29. Outsource with a few simple clicks on your PC—outsource without actually outsourcing

Only multinational corporations (MNCs) from the U.S. or Europe can afford to outsource to

India and incur the expenses associated with opening their own offices in India. Small and
medium enterprises have a greater need to outsource than MNCs, but the costs involved make
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the process simply too unrealistic and costly. With VirtualEmployee.com, however, SMEs can
hire employees from India and achieve the same result as their MNC counterparts. With just a
few simple clicks on your PC, you can set up your own office extension in India.
VirtualEmployee.com does the outsourcing for you so you do not have to.

30. No start-up fee

VirtualEmployee.com charges no start-up fee when using our services. This keeps your cost
saving to a maximum.

31. Hire full or part-time employees

Recruiting technical employees for a part-time position in the U.S. or Europe is difficult. With
VirtualEmployee.com you can, however, hire technical employees on either a full-time or part-
time basis.

32. Employee holidays and leaves

Your employee is entitled to 8 holidays in a year. In addition, after the first month of
employment your employee accumulates one day of paid leave per month. Hence, in one year
your employee is entitled to 19 days of paid days off work. Any other days off work are unpaid
leaves, for which you will not be charged.

33. Time-zone advantage

India is ten and half hours ahead of Eastern Standard Time and 13 and half hours ahead of
Pacific Standard Time. If you wish your employee can work during your night, so that the work
they complete during the day will be at your desk when you arrive at work in the morning.

34. Outsourcing—a savior for small companies and one-man bands

Small companies and one-man bands may struggle to afford the costs involved in hiring an
employee and also providing an office environment for an employee to work from. Outsourcing
with VirtualEmployee.com absolves any such difficulties.

35. Low risk, high success rate

To terminate our servicesyou arerequired t o gi ve only one month’s n
up fees, and you make no payment until you have interviewed the candidates and decided you

want to hire an individual. Outsourcing with VirtualEmployee.com is, thus, a low-risk, high-

success-rate process.
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36. Conclusion: Not just outsourcing work

When wusing Virtual Booprénotyust eutsauraing yosr wekdoutv i ¢ e s
outsourcing an entire business process and structure. With VirtualEmployee.com you outsource
your work, office space, infrastructure, hardware, recruitment process, payroll, management of
employees, HR, and technical support. And whilst doing so, you drastically reduce your costs

and increase your productivity.
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Outsourcing is not just about cost and quality but also method

Undoubtedly when outsourcing, two of the prime factors clients take into consideration is the
cost involved and the quality of employees hired. However, a factor often overlooked is the
method by which a client will be outsourcing their work.

The “method” of outsourcing is highly importa
high levels of productivity are important because when outsourcing work half way around the

world, any inefficiency can have magnified repercussions. An inefficient outsourcing process

outweighs any cost and quality benefits and thus defies the objective of outsourcing in the

initial place.

With VirtualEmployee.com the client is in complete control of the entire outsourcing process.
From the very start it is the client who selects the employee they want to hire. Thereafter, the
client has full and complete access to the Virtual Employee they have hired. The client assigns
tasks, provides instructions and works directly with their Virtual Employee.

VirtualEmployee.com does not intervene between client and Virtual Employee, but is present
to provide support to either client or Virtual Employee as and when is required. Subsequently,
it is this level of unrestricted, uninterrupted access to a Virtual Employee that enables both
client and Virtual Employee to work together efficiently. In turn this enables the client to realize
the maximum cost and quality benefits one can gain by outsourcing.
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The VirtualEmployee.com Mindset

Professionalism

From the very outset our focus is on providing a professional and quality service. The advantage
of outsourcing with VirtualEmployee.com is that we understand your mindset, your
expectations from outsourcing, and the necessity of professionalism.

The difference with VirtualEmployee.com is most elaborately illustrated with the example of
our testimonials. You will notice that the testimonials we submit are all referenced with a
registered company name. Other companies also publish testimonials; however, such
testimonials are referenced solely by a random name, which is not only unprofessional but also
has no value or credibility.

A further example is that when clients are prepared to hire a candidate without conducting a
interview with that candidate, VirtualEmployee.com advises at that stage that the client still
nevertheless interview before hiring. This is because VirtualEmployee.com does not believe in
short term gains at the potential risk of long term success.

This is just one example of the difference with VirtualEmployee.com. Our entire mindset is
centered and focused on professionalism. This is what distinguishes VirtualEmployee.com in all
aspects of our service; from customer support, HR, employee support, infrastructure,
hardware, office environment, recruitment, management, etc. VirtualEmployee.com believes
that such a mindset and approach are imperative to the success of outsourcing, hence, why
VirtualEmployee.com places great emphasis on professionalism in all respects.
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OutsourcingT a mixed bag

The verdict on outsourcing is still out. Some report favorable results whilst others bemoan the
lack of professionalism and quality.

The truth is that sometimes outsourcing is a disaster. Why? Often outsourcing companies do
not properly screen candidates, assign unqualified employees to positions, pay inadequate

salaries, provide poor infrastructure, and do not understand the

for VirtualEmployee.com it is not surprising that sometimes outsourcing is not a success. But
such failures do not mean that outsourcing cannot or does not work. It is simply a reflection of
the fact that some outsourcing companies do not know how to successfully outsource and,
thus, their failure.

Outsourcing to India alone is currently valued at USS70 billion per annum, IBM employs 75,000
Indians, and more than 50% of fortune 500 companies are in India—something with
outsourcing to India must be right. And we only need to look closer to home for further

evidence of | ndi atheswortd &as experienced brain dGio id thet pasy50 |

years like India. Indian doctors, engineers, and programmers have emigrated, for decades, in
millions to almost every continent —from Oceania to the Middle East, to Europe and to North
America. The success of the Indian immigrant is widely touted and Indians have deservedly so
built a reputation as hard-working and intelligent individuals. The crucial aspect to note is that
these successful and respected Indian doctors, engineers, and programmers were born, raised,
and most importantly educated in India and not elsewhere. Their ability is, thus, testimony to
India and a reflection of the fact that outsourcing, when done correctly, can be a highly
successful and profitable practice.

As with anything in life, for it to be a success it must be done in the right way. And for anything
to be done correctly, it requires careful consideration, preparation, domain expertise,
implementation, and execution. There are many factors crucial for outsourcing to be a success.
One of the most fundamental aspects is ensuring that the right person is assigned to the right
job. The same is true in the U.S.; if an individual in the U.S. is hired for a job that they are not
qualified for, inevitably the employee will be unsuccessful. The individual’ $ailure is not a
reflection of the entire U.S. job market, but a reflection of the failure in recruitment process for
incorrectly hiring that individual. The same is true for outsourcing. If you outsource and hire a
unqualified employee who produces poor results this is not because outsourcing cannot work
but simply a fact that the wrong individual was hired for the post. VirtualEmployee.com is
acutely aware that, for outsourcing to be a success, several procedures and processes must be

followed. Scrolldownt o t he next page to read, “How Vi

a success?”
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How VirtualEmployee.com makes outsourcing a success?

As your outsourcing provider, VirtualEmployee.com is acutely aware of the outsourcing pitfalls,
and knows exactly how to overcome them.

Following are the crucial components VirtualEmployee.com implements to make sure
outsourcing is a success:

Professionalism

Without doubt the most distinguishing factor of VirtualEmployee.com is our professional
approach. Without a professional mindset, short cuts will naturally be made which will lead to a
chain reaction of multiple errors. And when you are outsourcing work thousands of miles away,
even the slightest glitch can have escalating repercussions. To outsource successfully there can
be no short cuts, efficiency at every stage is paramount. Many companies do not understand
this mindsetorapproac h, “short cuts” are the norm and t

Hiring the right employee

The most important factor to successfully outsource is to hire the right employee. If the
employee you hire does not have the right qualifications, experience, motivation, ability, or
work ethic, inevitably they will be unable to produce the results you require.

VirtualEmployee.com has devised a very stringent and rigorous dual HR screening process to
ensure you hire the right employee:

Stage 1: Understanding your requirement:

Step 1: For any position you want to fill we ask you to submit to us a detailed job description.
We do not make any presumptions with respect to the type of employee you want to hire.

Step 2: Our HR department analyzes the job description you send to us. If we have any
guestions or uncertainty, our HR department contacts you to resolve the doubt. Our objective
is to completely understand the type of employee you want to hire. Only once we completely
understand your requirement, can we then recruit a qualified employee for you. You also
include in the job description the job duties of the employee. This way we can use our local
expertise to select those candidates when keeping in mind the tasks entailed in the job vacancy.

Stage 2: VirtualEmployee.com screening

Step 3: HR executives commence the screening process by scrutinizing candidates’ resumes.
The HR executives look for resumes that match the vacant job position in terms of
gualifications, experience, and expertise.
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Step 4: From the screened resumes, those candidates who match the position based on their
resumes undergo a telephonic interview. During the telephonic interview, once again the HR
executive screens the candidates’ suitability for any said position.

Step 5: Those candidates who pass the telephonic stage of screening are invited to our office
for a face to face interview. Most candidates are interviewed by a panel of HR executives and
there can be up to three HR executives interviewing one candidate. Many VirtualEmployee.com
HR executives are from technical backgrounds (in particular, a software programming
background), and so the HR executives will/may ask the candidates technical questions. If the
HR executives are not familiar with the technical background of the job vacancy they will
research the field so that they are in a position to ask appropriate questions. Furthermore, if
the HR executives deem it necessary, another interview round will also be arranged between
the candidate and another employee from the same technical background as the candidate.
This ensures the candidate will accordingly be asked the appropriate technical questions. In
addition to asking technical questions, the HR executives will also judge several other factors—
including the candidate’ s interest l evel s, , &ad prifigencyg innd , pr
English.

Step 6: If necessary for the position, the HR executive will also assign a test to the candidate,
e.g., English test for a content writer.

Stage 3: Client screening:

Step 7: Following the face to face interviews conducted by the VirtualEmployee.com HR
department, the best resumes are submitted to you. You then review the resumes.

Step 8: From the resumes submitted to you, you select the candidates you would like to
interview and/or test. VirtualEmployee.com advises all clients to interview candidates before
they decide to hire an individual.

Step 9: Following the interviews and/or test results, you can then decide if you would like to
hire any of the candidates.

VirtualEmployee.com has a very high success rate because of the dual nature of its recruitment
process. Both you and VirtualEmployee.com are involved and filter through the best
candidates. VirtualEmployee.com does not assign to you an employee that it feels is suitable for
the position. Rather, it submits to you resumes of candidates who we feel are suitable for the
position and then you select the employee you want to hire.

With VirtualEmployee.com you then have the opportunity to decide if the shortlisted
candidates are qualified for the position. We encourage you to review the resumes, provide

tests, and interview the candidates. With you asking challenging technical questions, assigning
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testssand reviewing the candi dat ywu @n dgducaifthd i cat i c
candidate is suitable for the position.

You are the best judge of the type of employee you require and want to hire. And this is why
VirtualEmployee.com involves you in the recruitment process; it significantly increases the
success rate. You only hire an employee onceyou are confident of his/her ability, this helps
ensure the right employee is hired. If you are not confident in an employee’s ability you have
no commitment to hire, and this keeps your risk to a minimum. With this layered recruitment
process, VirtualEmployee.com ensures you hire the right employee, a prerequisite for
outsourcing to be a success.

Infrastructure and hardwaret efficiency is the key

When working with an employee located thousands of miles away, it is imperative that both

parties are equipped with the necessary infrastructure and hardware. If the employee does not,

then even the slightest hiccupc an get magni fied sever al fold a
progress and efficiency.

India experiences frequent electricity cuts and unstable and slow internet access. Working with
an employee is simply not possible if this occurs. Equally, if an employee is not equipped with a
powerful PC then heavy collaboration and interaction with an employee is not possible.
Unavailability of software and other computer peripherals such as fax, headset, scanner, web
cam, printer, and a telephone with local number from your country can also prevent an
employee from completing their work or doing so in a productive manner.

The VirtualEmployee.com office is, however, maintained to international standards in every

respect. VirtualEmployee.com is dedicated to providing quality; which is why we have lease line

internet connections, technical support 24 hours a day, new Dell PCs, air conditioning, spacious

of fice desks, a generator etc.. Our ofSfoi ce i s
Europe. This allows us to create a Virtual office environment, which enables you and your

employee to bridge physical distance and, thus, work directly together. Without this it is simply

not possible to directly work with an employee remotely.VirtualEmployee.com places a strong

emphasis on hardware, infrastructure, and a first-class office, for it is the only way one can

successfully hire an employee from India.

Supervision and management

With VirtualEmployee.com you supervise and manage the employees work. Your employee,
however, wor k s from Virtual Employee. com’s of fice
monitored and supervised by the VirtualEmployee.com HR department and

VirtualEmployee.com managers. Our physical presence is crucial to the success of outsourcing
for it enables the following:
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Professional office working environment
e Logistical control of your employee
e Real-time implementation of your instructions
e Regulation of your employee

Virtual Empl oyee.com’s physical presence
your home country, and enables us to implement your instructions. In essence
VirtualEmployee.com is your physical presence in India. All aspects of outsourcing and
employment that you cannot control remotely are taken care of by VirtualEmployee.com.
Without adequate supervision and management of your employee, outsourcing becomes
undisciplined and deregulated which leads to inefficiency, unprofessionalism, and, thus,
ultimately poor results.

Customer support, dedicated HR department and managers

The VirtualEmployee.com customer support department is open 24 hours a day. You are, thus,
able to contact VirtualEmployee.com at any time during the day. If you have any query or any
problem you can, thus, instantly get in touch with VirtualEmployee.com. The customer support
department will respond to your query or issue and VirtualEmployee.com managers will
implement any necessary procedure to resolve it. If you have some problem with your
employee, work, or any other outsourcing-related problem, VirtualEmployee.com is present to
take care of it immediately.

Equally, the VirtualEmployee.com HR department and VirtualEmployee.com managers are
present at all times to resolve any issues or problems your employee may be having. Whether
their problem is a technical problem, related to their work, or even personal,
VirtualEmployee.com is present at all times to provide your employee with assistance.

In summary, VirtualEmployee.com is monitoring the entire outsourcing and employment
process at all times. And we are physically present at all times to immediately implement any
corrective measures that are necessary. This is crucial to the success of outsourcing, for both
you and your employee have a source of immediate contact and immediate assistance. Without
such dedicated support, outsourcing is not pragmatic.

creat
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HR Information

Employee holidays, leaves, absence, salary increments, and bonuses

Holidays, leaves, and absence

Virtual Employee LLC observes 8 holidays annually of which three are the Gazetted national
holidays; Republic Day (26" January), Independence Day (15 August), Gandhi Jayanti (2
October) and other festival holidays include Idu'l Zuha, Diwali, Holi, Christmas and New Years
Day.

Il n addition, the employee earns one day’s p
emergency leaves/sick leaves, casual leaves) in a year beginning from their second month of

employment. Hence, in one year your employee is entitled to 19 days of paid days off work.

Any other days off work are unpaid leaves, for which you will not be charged.

Salary increase

Between six months to one year of employment it is common in India for employees to request
a salary increase. VirtualEmployee.com will negotiate with the employee their salary increase
and ask you, the client if you agree to this increase. The entire increase is passed on to the
employee, and VirtualEmployee.com does not take any percentage cut. It is entirely your choice
if you agree to pay the increase. However, if the employee has performed commendably,
VirtualEmployee.com strongly advises employee appraisals to prevent employee discontent
and de-motivation for employee appraisals are typically modest and reasonable.

Equally, you are free to offer a salary increase to the employee at any stage. All salary increases
must, however, be paid to VirtualEmployee.com and VirualEmployee.com, accordingly, passes
the entire raise to the employee.

Bonuses

If you would like to offer your employee a bonus or bonus scheme, VirtualEmployee.com
passes the entire fee to the employee. All bonuses must, however, be paid to
VirtualEmployee.com and VirualEmployee.com, accordingly, passes the entire bonus to the
employee.
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PC Specifications

VirtualEmployee.com equips your employee with a new Dell or HP laptop or a desktop. Your
employee will be provided with either one of the following laptops or PCs:

Dell Laptop:

Model: Dell Vostro 1520

Processor: Core 2 Duo (2 CPUs)
Speed: 2.19GHz

RAM: 2GB/extendable to 4GB
Screen: 15”7 LCD
HDD: 250 GB

Web Camera: 2Mp (inbuilt)
Operating System: XP/Vista/Windows7/Ubuntu
DVD RW

Cache Memory: 2MB L2 Cache

HP Laptop:

Model: 6730s

Processor: Core 2 Duo (2 CPUs)
Speed: 2.0 Ghz

RAM: 2GB /extendable to 4GB
Screen: 15”7 LCD
HDD: 250 GB

Web Camera: 2Mp (inbuilt)
Operating System: XP/Vista/Windows7/ Ubuntu
DVD RW

Cache Memory 2MB L2 Cache

Desktop (Dell):

Model: Dell Vostro 320

Processor: Core 2 Duo (2 CPUs)
Speed: 2.0 GHz

RAM: 2GB /extendable to 4GB
Screen: 17” LCD
HDD: 160 GB

Web Camera: 1.3 Mp (inbuilt)
Operating System: Vista
DVD RW




OE3/eo

Cache Memory: 2MB L2 Cache

Desktop (HP):

Model: HP dx2480

Processor: Core 2 Duo (2CPUs)
Speed: 3.0 Ghz

RAM: 2GB /extendable to 4GB
Screen: 17” LCD
HDD: 250GB

Web Camera: 8 Mp (external)
Operating System: XP/Vista/Windows7 /Ubuntu
DVD RW

Cache Memory: 2MB L2 Cache
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Outsourcing and India
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e Around 350 million people in India speak English. This figure will continue to rise and
Il ndia’s success in the outsourcing industr
Indians speak English.

e 3.1 million students graduate from Indian universities annually in a wide spectrum of
different professions. From software programming to law and accounts, India caters to
the entire outsourcing market.

e India produces approximately 500,000 engineering graduates annually, and to assist the
process a number of private engineering institutes have evolved. In 2008-09, there were
2,297 engineering colleges in India. This is another reason why India is the premier
outsourcing destination for software programming and engineering.

e India produces 400,000 science graduates a
academic strength.

e India produces 300,000 annual post graduates.

e Nearly 60 per cent of | ndi a%9andmagtheh at i on i
half below the age of 25. Since the outsourcing industry mostly employs young
professionals, India’"s young population ha

destinations.

e India's higher education system is one of the largest in the world, after China and the
United States.

e One of the leading outsourcing players is IBM, who currently employs around 75,000
employees in India.

e Every year, approximately 19 million students are enrolled in high schools and 10 million
students in pre-graduate degree courses across India.

e As of 2009, India has around 20 central universities, 215 state universities, 100 deemed

universities, five institutions established and functioning under the State Act, and 13
institutes which are of national importance. Other institutions include roughly 16,000
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colleges, including 1800 exclusive women's colleges, functioning universities, and
institutions.

e The lITs enroll about 8000 students annually, and the alumni have contributed to the
growth in the private and public sectors, as well as outsourcing of different kinds
including engineering services outsourcing, and knowledge process outsourcing, etc.

e The total number of private and government medical colleges in India is about 275. The
medical outsourcing sector is likely to witness sharp growth in years to come.

e InIndia, IT and ITES-BPO professionals have grown from 2,84,000 in 1999-2000 to 2.23
million in 2008-09 (excluding employment in the hardware sector)—a growth of 10.9
per cent year on year.
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Questions you should ask of an outsourcing provider

e Dol get to review resumes, conduct interviews, and select the employee | want to hire?
VirtualEmployee.comYes

e What infrastructure and hardware do you provide?
VirtualEmployee.comLease line internet connections, generator dainterrupted electricity,
new Dell or HP PCs.

e Can you provide testimonials?
VirtualEmployee.comYes

e Where are you located?
VirtualEmployee.comNew Delhi NCR, the capital of India.

e How many employees do you currently have working?
VirtualEmployee.comOver 100

e Are your prices competitive?
VirtualEmployee.comYes

e How quickly can | terminate your services?
VirtualEmployee.comWithoneY 2 Yy G KQ& y2GAOS

e Can the employee | hire work the same hours as me?
VirtualEmployee.comYes

e Do | work with the same employee every day?
VirtualEmployee.comYes

e Isthe employee | hire dedicated to just my requirements?
VirtualEmployee.comYes
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Why outsource?

Why outsource? Because to “source” work to ma
orsomeplaceelse—al so call ed in popul ar par-+H<instearel “out s
foremost a basic human instinct.

Outsourcing is the first step after invention. Only outsourcing, or to reach beyond boundaries of
geography and identity, can multiply—both territorially and intellectually—the benefits of
invention and ideas. In a world where thoughts and actions can be executed with the click of a
button—outsourcing or to outsource—has become as necessary as power and water in
economic activity.

The computer, the computer chip, travel, software, money management, the mobile phone,
manufacturing and delivery of food, and automobiles typify and exemplify the relationship
between innovation, technology, and sourcing and sharing of work. It is due to outsourcing that
these products and services have become commercially sustainable for the common man—
anywhere in the world.

The reasons for outsourcing are many—which ones, and to what extent they are cited and form
the basis for outsourcing, depend on the nature of work being outsourced. The following list
provides the most proven reasons for which companies in the U.S., Europe, Japan, and South
East Asia outsource manufacturing and delivery of products and services to outsourcing
destinations such as India, China, the Philippines, South Africa, Brazil, and Israel.

Outsource to avail of cost advantages

The major benefit of outsourcing is in reducing cost. Labor forms a substantial part of input
costs. Availability of a large pool of educated labor pool in outsourcing destinations makes cost
of hiring much lower than that in the West. Companies can save between 20—60 per cent in
employee costs by outsourcing.

Lower costs due to economies of scale result in competitive advantage—leaving companies
with more resources for innovation. Mass-scale, profitable innovation requires outsourcing,
which in turn, funnels back resources for more innovation—making outsourcing a self-
replicating cycle.

By transferring assets to an outsourcing provider, cash can be generated

What could have been a fixed investment, such as a building and land, can be converted into
ready cash by outsourcing business processes. Thus, outsourcing not only has advantages
related to a productoraservice—a company’s accounts and fi nanc;
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Outsourcing turns fixed costs into variable costs

All entrepreneurs know the meaning and role of fixed and variable costs. Outsourcing enables
companies to hire and retain employees and infrastructure on an as-per-need basis—thereby
turning the usual fixed costs into variable costs. This way, a company is not tied down by fixed
costs, and the savings on variable costs accrue as profit.

An increase in business results from outsourcing

Productivity, level of quality, and business value—all rise due to outsourcing. In fact,
outsourcing can lead to improvement in every aspect of a business. This affects profits
positively, and lays a solid foundation for future growth.

Big savings accrue due to outsourcing

With the help from outsourcing, a business can save on every aspect of the business, and
increase profit. When a company outsources, it saves on time, effort, infrastructure, and
manpower.

Outsourcing enables access to specialized services

In-house execution of specialized or training-dependent tasks and processes can turn out to be
unproductive. Companies can avail of expert and skilled services by outsourcing. This benefit of
outsourcing has been the key reason why several outsourcers opt for outsourcing. An
outsourcing partner who is a specialist, and can concentrate on a particular business process, is
a great advantage of outsourcing.

Cross leverage of skills is a positive aspect of outsourcing

Outsourcing vendors can cross leverage their skills and expertise across industry and

technologies to achieve greater efficiency and quality levels in the outsourced process. In this
context, out sowuwardcdiendg .c aFno rb @ n“svt aalsouzemgventotser e ar e
that provide legal, software, medical transcription, and accounting outsourcing from a single

window.

Outsourcing helps a company avoid setting up or incubation period hassles

In this context, outsourcing is better than offshoring, in which a company has to personally

supervise the setting up of a subsidiary or of an outsourcing unit. Issues such as electricity

connection, power connection, power back up, security, office furniture, general

administration, employee commuting, and other issues are best handled through outsourcing—
especially, if the culture of the outsourcing
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Outsourcing enables businesses to concentrate on core business

A company’s resources are fr enticlbuwipessonce it be
processes. For instance, free of carrying out paralegal research and organizing witness evidence

work, lawyers in a law firm can concentrate on the core business of winning the case rather

than spend time in getting better organized.

Outsourcing eases responsibility for employee management

By outsourcing, a company need not be burdened with administrative and HR-related issues
regarding present and future employees working in an outsourcing unit of a company. The
responsibility and accountability for employee management shift to the outsourcing vendor
after a company signs up with an outsourcing vendor.

Quicker service with outsourcing

Once noncore processes are outsourced and internal resources better utilized, the outsourcing
v e n dfocuséd®peration enables the outsourcer to deliver products and services to
customers in quicker time.

Improved customer satisfaction with outsourcing

Outsourcing ensures a more streamlined business due to its cost, time-saving, and resource
optimization advantages. These result in improved customer satisfaction levels—as customers
find the company to be reasonably priced, and quicker in reacting to their needs. Outsourcing
results in customer loyalty.

Time-zone advantages of outsourcing

Outsourcing to countries such as India has a time-zone advantage. While a company gives out
work during the day, the outsourcing vendor can work through the night—having the work
ready the next day. This way, work gets completed faster—giving the outsourcing company
tremendous competitive advantage in a world that runs on the Internet, which, in itself is a
great equalizer of competitors.

In fact, time-zone difference is a major benefit of offshoring, which is outsourcing work to an
offshore location.

Outsourcing gives companies competitive edge

A competitive edge can be of any nature, and is essential to maintain and increase market
share. Outsourcing can help an organization to gain competitive edge in the market. It can also
get access to specialized services for different business processes and thereby provide
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customers with best-of-breed services. Such strategic outsourcing can give a business
competitive edge among its peers.

Countries from where outsourcing occurs also benefit from outsourcing

Countries such as the U.S., the U.K., Norway, and Australia, amongst others, benefit by

outsourcing. The economy of these countries has increased tremendously in value after

out sourcing. I n the U.S., outsourcing’s cost
notwithstanding, and increased the wages of American workers.

Outsourcing improves brand equity

A company that works with outsourcing vendors and builds a mutually beneficial relationship
with them, is looked upon by investors and alliance partners with positive professional regard.

Outsourcing, and its successful execution, also builds brand equity for the company in the
country where it outsources—both as a manufacturer or as a service provider and as an
employer.

hdzi &2 dzZNOA Yy 3Qa dzii A eskaledfadoipany Y RSLISY RSy i 2F (K

Outsourcing can be as useful to a small company as to a large and medium-sized company. This
is because any process, by which costs are reduced without compromising on quality, is
beneficial. Outsourcing helps companies of all sizes to be leaner and meaner.

Through outsourcing there is less dependency upon internal resources

Any business enterprise becomes successful only when it maximizes utilization of current
internal resources. But these resources can come under pressure due to competition, burnout,
employee turnover, and external factors such as the state of the domestic and global economy.

Outsourcing ensures that a company is not over dependent on internal resources, and that risk
and resources are spread out in case a company has to cope with unforeseen threats. The
recent recession has proven that outsourcing kept businesses afloat in the face of massive
unemployment, plummeting buying, and tremendous cash crunch.

Outsourcing enables faster setup of a function or service

Outsourcing passes much of the burden of building and operating a business process unit from
scratch from the company to the outsourcing vendor.

Outsourcing compensates for the lack of internal expertise

Many companies, small and large, do not have expertise in all business areas. Gaining expertise
can take up time and resources. Lost time and resources can decrease competitive advantage.
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In such a scenario outsourcing makes eminent sense, as the time-test experience of an
outsourcing vendor comes handy.

Outsourcing offers flexibility to meet changing business conditions

Any expansionary step on behalf of a company, such as setting up new facilities and hiring,
commits it to achieve and surpass return on investment. A change in business conditions such
as recession, change in government policies, or other external threats makes it difficult for any
company to scale down without affecting profitability.

Outsourcing, which can be compared, in many respects, to a completely broken down piece of
equipment, which can put back together again, offers a company the flexibility to swiftly react
to challenging circumstances by scaling down or even shutting down—without making
substantial dent in costs or reputation.

A company can absorb industry-best LINI OG A OSa Ay Iy 2dziaz2dz2NOAy3 @S
company

The Japanese learnt from the Americans. The Indians and the Chinese are learning from the
whole world. By being present and interacting with people and organizations in the outsourcing
v e n d o mtrysa commany can get to learn industry-best practices. This can then be
absorbed by the core team members of the company.

DFAY YIEN] SO O00Saa IyR o0dzaAySadaa 2LILIR2NIdzyAlGASa
On outsourcing, a company, be it in North America, Europe or Asia, has to work closely with

people and culture of another country. Outsourcing provides the outsourcer market access in

the form of market information and customer profile. Business opportunities can also arise via

business contacts of an outsourcing vendor.

As seen from the above, outsourcing has multifaceted benefits, which are long term in nature.
Apart from the advantages, the reason for the popularity of outsourcing is primal in nature.

Demand for outsourcing has got entrenched due to core shifts in the way capital and
technology are being deployed in the West.
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What some of the leading minds say about outsourcing.

e “]1t is true that outsourcing to India does
more than made up forbythecreat i o n o f Paal ©'Meill jfoortard).S. Treasury
Secretary.

e “1t would be foolish to stop companies fro

| e s s ¢ o nRpbert B. Reich\foemer’Labor Secretary under President Bill Clinton,
comments on the outsource industry.
e “OQur competitors ar e damlLynd, EmptoyeeRaladionwe hav e
Director IBM, in reference to outsourcing.
e In a 2006 survey of American economists, 87.5% agreed that the U.S. should eliminate
remaining tariffs and other barriers to trade. 90.1% disagree with the suggestion that
the U.S. should restrict employers from outsourcing work to foreign countries.
e “]t’s not hard to see how outesterainci ng t o |
American enterprise. Send the maintenance to India and, even after costs, 20 per cent
of the budget is freed up to come up with the next breakthrough. The result: more

workers focused on real i nnovat Cheisn . What ¢
Anderson, Editor in Chief, Wired, in an editorial.

e “| f we are not real i stic about what we are
backwards i n the f almvatvdcompanieshebdaolookato mpet i t i

which things they should do offshore and whattheys h o u | d d oBillgdtes, h o me , ”
Microsoft chief.

e “The consequences of moving in that direct
gl obalised financial wor | dAlanGraehspdan,be unexpe
Federal Reserve Chairman, USA.

e “New programming jobs may be springing up
growth in the U.S .Cdtherine Mann, Institute of International Economics, Washington.

e “The West cannot expect us t o keep openi
protectioni st measures on goods and servi
Arun Shourie, Indian IT Minister.




