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Skills for Future Success

Continuing education
for the benefit of your
career and the future of
the staff leasing industry.

In the dynamic world of staffing services, skills are the key to success. Quality and Training
(QAT) from swissstaffing strengthens the people behind the negotiations, nurtures their
knowledge and abilities, and creates an industry of excellence.

QAT uses practical training courses, innovative learning modules, and certified programs to
develop potential, seize opportunities, and build trust. Our training offer is specifically aimed
at the needs of staffing service providers and their internal workforces — a custom industry
solution for greater quality.

Continuing professional development is a key success factor in the field of staffing services.
But for swissstaffing, it is even more than that: we firmly believe that continual development
not only helps individuals advance their own careers but also fosters progress in the staff
leasing industry as a@ whole. This enables us to keep pace with the times and actively shape
the industry’s future.




Staff Leasing Training World

The swissstaffing training world shows how staff leasing specialists can systematically
develop. The red route is our industry-specific qualification route, precisely tailored to the
industry’s needs. Having our own training services enables us to provide the precise

skills needed in the field of staff leasing —in a practical manner and in line with the latest
industry developments and legal requirements.

Advanced Federal Professional Examination
(Federal Diploma of Higher Education or HF)

University of Applied Sciences (UAS) Continuing education and training

HR Manager Sales Manager Marketing Manager

Professional education and training from two years of professional experience

HR specialist, Federal Diploma of Higher Education, Sales Marketing Management
Option: Private Personnel Recruitment and Temporary Staffing specialist specialist specialist

Prerequisite: min. four years of professional experience, including at least two years Prerequisite: min. two years of Prerequisite: min. two years of Prerequisite: min. three years of
of practical HR experience + at least one year in private staff recruitment professional experience professional experience professional experience, including at
least one year as a team leader.

swissstaffing from one year of professional experience.
Exception: Staff Leasing HR Assistant (two years).

........................................................................................................................................................................................................

Continuing education |: . Association Certificate
OptiOI‘IS . Active staffing service provider

with attendance certificate

Certificate programs
with examination

........................

Prerequisite: annual participation in two association activities
Benefit: member of the swissstaffing Learning Community inc. one Lunch & Learn event

1."staffing city” basic module & practical module .
* Intensive courses

2.Staffing HR Assistant (Prerequisite: min. two years of
professional experience) : « Regional meetings

* Learning nuggets

............................................................................................................................................

Basic training and education

Specialized

middle school Secondary school leaving qualification

Apprenticeship EFZ




staffing city — digital training
for the staffing service industry

swissstaffing makes a key contribution to the improvement of quality and the
promotion of skills in the industry with “staffing city”, the first self-learning
platform to act as a professional springboard into the world of staffing services.
The fresh, dynamic, and virtual tool is specifically tailored to the needs of
staffing service providers and their internal workforces. “staffing city” enables
staff to receive practical, effective, and standardized training. The digital
training system supplements the existing range of available courses and enables
formal, remote learning in a flexible and structured manner.

Highlights and Benefits

Flexible and structured

* Use a computer, tablet, or smartphone to learn any time, anywhere

+ Sustainable learning with performance cards: digital learning cards promote methodical repetition
* Readiness tests: learning progress can be checked at any time

Dynamic, practical, and relevant

+ Gamified "staffing city” module for beginners, with a certificate

+ Refresher module for experienced specialists, with a certificate.

+ Continually updated in-depth modules (for sales, data protection, etc.).
* Al modules

+ Fact sheets and guides for daily use

» Continual updates with the latest topics

Included in subscription service

* In addition to basic and practical modules, "staffing city” also has in-depth modules. All training modules
are included in the subscription price and offer genuine added value.

* The continual expansion to include new topics keeps you and your employees constantly on the ball.

Scan the QR code
for further information.




Staffing HR Assistant

Discover the world of HR management and obtain further qualifications specific
to staff leasing. The Staffing HR Assistant certification course provides solid,
practical information and optimally prepares you for your duties in the field of
staff leasing - flexibly, efficiently, and tailored to the industry’s requirements.

Training Benefits
Prerequisite for further HR training
This course provides the foundations for subsequent training as an HR Specialist.

Career development in the field of staff leasing
Open up new professional opportunities and specialize in staff leasing.

Equivalent to an HR Assistant qualification
This training equates to the classic HR Assistant qualification
but with a special focus on staff leasing.

Industry specific
The course is precisely tailored to the requirements and special features of the staff leasing industry.

Comprehensive training
Over 45 online training courses on corporate HR management and 40 online training courses on staff leasing.

Questionnaire
With over 700 questions.

Experienced trainers
Industry experts provide practical knowledge.

Community & knowledge sharing
Members of the online community are able to network, form study groups, and benefit from shared exchange.

Prerequisite
At least two years of general professional experience.

Organizational info

Course start date
Every February — flexible start possible under certain conditions.

Examinations
The HRSE examinations are held once a year in September.

& Scan the QR code
for further information.

Simulated online
examination

The simulated examination helps you
prepare for the actual examination by

giving you a realistic idea of what it

will be like

Monthly webinars

. Adeeper dive into the topics covered

and discussions during a one-hour
online session outside office hours.

Corporate

HR management

The basics of human resources
and social insurance with
approx. 40 hours of self-study

N

overview of the workflow

Online
examination

Kick-off

An introduction to the
training with an

and course content

Classroom-based intensive
seminar

Prior to the examination — optimum
preparation for the qualification

Self-study

Customizable learning — flexibly
adaptable to your schedule

Staff leasing and
employment services
module

Learn everything you need to know
about staff leasing on our learning

platform in “staffing city” modules

one and two (30 study hours)




HR specialist, Federal Diploma of Higher
Education, Option: Private Personnel
Recruitment and Temporary Staffing

The HR specialist, Federal Diploma of Higher Education, Option: Private Personnel
Recruitment and Temporary Staffing course is the ideal choice for anyone
looking to undergo further development as a staff leasing specialist. This has
been specially tailored to the needs of the private staff leasing and placement
field. The Federal Diploma Examination in Human Resources provides a federal
professional certificate.

What the course offers

The HR Specialist qualification helps you advance your career. Option: Private Personnel Recruitment and Temporary
Staffing expands your expertise, enhances your negotiation skills, and prepares you for the future challenges of the labor
market. You will learn to discover potential areas for improvement and to define and communicate measures. HR specialist,
Federal Diploma of Higher Education are trained to find solutions that are tailored to the needs of customers and job
seekers as well as operational possibilities. All topics that help them successfully work as a branch manager are covered.

What I need for the course

You already work as an HR consultant and want to progress professionally and expand your expertise. A part-time course
prepares you for a federal professional certificate. The prerequisites for the federal examination for Option: Private Person-
nel Recruitment and Temporary Staffing are as follows:

* Federal Certificate of Vocational Training and Education, high school leaving qualification for admission to university,
vocational matriculation, intermediate vocational school certificate or equivalent qualification,

* Proof of successful completion of HR assistant certification exam, or equivalent qualification,

+ four years of professional experience, including at least two years in HR, of which at least one year is in the field of
private staff leasing and placement.

How does the course work?

The Federal Diploma Examination in Human Resources comprises two parts. The first covers generalist knowledge and is
completed by HR Specialists with all three specialization areas (A = corporate HR, B = regional unemployment office (RAV),
C = private staff leasing and placement). An in-depth part then follows for each specialist discipline. swissstaffing has
developed the in-depth part for Option: Private Personnel Recruitment and Temporary Staffing and offers this in the office’s
training rooms. The in-depth part for Option: Private Personnel Recruitment and Temporary Staffing comprises 4 modules
covered through a mixture of classroom-based training, online courses, and self-study. The digital learning platform enables
you to independently delve into the course contents, complete various tasks, discuss content with your fellow students, and
continually assess your knowledge using e-testing. There is also classroom-based teaching. Practical sessions teach you
everything you need to know about interview techniques, legal principles, successful presentations, customer retention,
and employee management (of both internal staff and temporary workers). The trainer mentors you throughout the in-depth
part and assists you with any questions. The examination methods are intensively practiced. The valuable discussions with
fellow students offer insights into their practical experiences.

Where can I complete the course?

swissstaffing offers the course in conjunction with KV Bildungsgruppe and other training partners.
Courses take place throughout Switzerland and start on different dates.

Did you know? Federal subsidies for courses with a Swiss federal examination.

The Swiss government provides direct financial support for the Federal Diploma Examination in Human Resources.

You can apply to the state to receive a 50 percent rebate of the course fees charged. Further information can be found by
searching for “federal funding” on the SERI website: sbfi.admin.ch/en.

Acting as a manager
Financial management

* Financial management of
own business unit

* Ability to professionally conclude
contracts and perform inductions

* Building and maintaining networks

Collaboration with

hiring companies

* Labor market analysis targeted at
customer needs (hiring companies,
temporary workers, and/or perma-
nent staff)

* Active client acquisition and
sustainable customer support

* Professional client consultations
and management of recruitment
processes

Classroom-based
. training + learning
. platform

Swiss federal
examination

Generalist
knowledge

Acting as a manager
Employee management

* Professional management and
consultancy of temporary workers
and permanent staff

* Personal development by obtaining
appropriate management and
social skills

* Transparently structuring
and presenting processes

Recruitment of job seekers
and legal bases

* Profile and skills analysis for

job seekers
* Rapid and professional matching

of job seekers to vacancies in order
to achieve win-win situations

* Solid legal knowledge about
the industry



Further Training Courses

HR consultants and managers can take advantage of regular courses. These include
courses covering topics such as labor and social security law, interview techniques,

and customer acquisition. The one-day seminars are a great way to learn new
things or refresh your existing knowledge.

Make Sustainable and Successful Calls

Following the seminar, you will be able to

* create a telephone guide.

* be more persuasive during calls.

+ conduct productive, target-oriented conversations.

* make correct use of conversation tools on the telephone.

* arouse your contact’s interest by starting calls well.

* use a clear requirement analysis to determine customer needs.
+ identify and correctly deal with objections.

* leave a good impression, even during difficult conversations.

Interview Techniques

Following the seminar, you will be able to

* correctly prepare for, set up, and conduct interviews.

+ use suitable communication tools (questioning technique, listening, body language)
to play a key part in proposing the right candidates.

+ differentiate between a fagade and genuine characteristics.

* review your own behavior during an interview.

+ immediately put what you have learned into practice.

Visiting Customers

Following the seminar, you will be able to

* correctly prepare for customer visits.

+ correctly use communication tools (questioning technique, listening, body language).
+ conduct professional customer visits.

* use a clear requirement analysis to ask about customer needs.

* leave a good impression both personally and professionally.

* intensify the contact through targeted follow-ups.

Legal Principles

Following the seminar, you will be able to

+ discuss the roles of the law in the public and private sector.

+ use the elements of the Federal Act on Employment Services and the Hiring of Services (AVG) of importance
to your activity.

* discuss the intricacies of contract law.

* have a clear understanding of employment contract law.

* avoid infringements of legal regulations during everyday working life.

* determine more clearly and at an early stage when and where you need to ask questions.

* leave a good impression, even during difficult conversations.
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Advanced Legal Principles

During the seminar, you will achieve the following objectives by working on a practical case collection:

* asecure knowledge of how to use the relevant provisions of the CBA on Staff Leasing, CO, and AVG.

+ in-depth knowledge of legal aspects relating to employment contract termination.

+ solidified skills with regard to the preparation and wording of contracts and clauses, especially on topics such as
non-competition and termination agreements.

* better detection and avoidance of potential infringements against legal stipulations (e.g., unauthorized chain contracts,
default in acceptance, occupational pension (BVG)).

Social Media Recruiting

Following the seminar, you will be able to

* evaluate social media platforms of interest for your recruitment.

+ professionally present yourself in the social media environment and develop your HR branding.
* understand employer branding and know which role you want to adopt in this regard.

+ create simple search chains using the Boolean search method.

* address and recruit candidates in a more conscious and target-oriented manner.

» develop and maintain a sustainable social media network with candidates.

Care Management for Staff Leasing Companies

The Care Management for Staff Leasing Companies course teaches you:
* how to use Suva claims management at your company for ideal collaborations.
* how to identify challenges and tap potential.
+ to understand and apply basic legal principles and the key tools and care options in the field of care management.
* to manage employees’ return to work more efficiently and cost effectively within the scope of absence
and case management.

Absence Management

Following the seminar, you will be able to

* apply the six stages of the systematic approach to absence management.

+ define the absence-management-related roles and duties in your own leasing company.

+ create meaningful statistics on absences.

+ conduct return-to-work and absence meetings.

* request the support of partners such as doctors, insurance companies, and other institutions.

Prompt Pro

After just one day, you will be able to

* master the use of Al for complex and cross-sector recruitment cases.

+ design and create high-quality results (e.g. sourcing strategies, attractive communication plans, concise job descriptions, etc.).

+ convert a professional question (e.g. "How can | find a rare profile?”) to a specific and instantly implementable Al solution.
* return with a personal action plan for directly implementing your new skills into your everyday work.

Scan the QR code to discover
*further training courses.
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Association Certificate — Every Activity
Counts

To receive the associa-
tion certificate as

an active staffing service
provider, you must
participate 1n at least
two association
activities per year.

The association certificate replaces swissstaffing’s previous "Certified Staffing Professional
swissstaffing” certificate and credits are no longer awarded. As a benefit, you enjoy member-
ship to the swissstaffing Learning Community, including the opportunity to attend an inspira-
tional Lunch & Learn event.

* All courses, regional meetings, CEO meetings, and learning units are recognized by
swissstaffing as association activities and count toward the association certificate as an
active staffing service provider.

* You also benefit from an annual Lunch & Learn event — the perfect opportunity to network
and share experiences.
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