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WELCOME
WELCOME TO THE PRO EMPLOYEE & REWARDS HANDBOOK. WE’RE PROUD TO BE OFFERING A
MARKET-LEADING REWARDS AND BENEFITS PACKAGE THAT IS RELEVANT AND USEFUL. OUR KEY
FOCUS IS TO RETAIN, ATTRACT AND REWARD OUR PEOPLE.
Pro-Recruitment was established in 2007. We are an owner-managed
business and we initially set up to create a special place for recruiters to work
and we continue to achieve this. We want people to enjoy coming into work
whilst also enjoying success. We have established a company that values,
respects and looks after its employees.
Our staff are our number one asset. Without you, we don't have a business.
Over the years, we have evolved and developed and reacted to our markets
and what they have needed. We have successfully continued to work through
economic downturns, recessions and a global pandemic. We are humbled to
still be standing tall in our sector and can only thank the dedication and hard
work of those that have helped us get to where we are today.
We treat every employee with respect and integrity and understand that
employment is never a one-size-fits-all approach, which is why we are proud
to offer such a great range of benefits to suit your lifestyle and needs.
In this booklet, we will take you through what benefits you are
able to access, when and how. It should answer all of the
questions you may have and whom you need to contact.

Alison Humphries | Managing Director

alison.humphries@pro-tax.co.uk | 07852 249 421
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BONUS SCHEME
ONE OF THE MOST LUCRATIVE BONUS SCHEMES IN RECRUITMENT!
How it works

Threshold per quarter billings

% bonus

Threshold - £30,000
25%
£30,000 - £60,000
35%
£60,000 - £87,500
40%
£87,500 - £125,000
45%
£125,000 +
50%
On top of your bonus scheme you will receive an additional kicker (see below)

2

Billings

additional bonus

£200,000
£250,000
£300,000
£350,000

£2,500
£5,000
£7,500
£10,000

PRIVATE MEDICAL CARE
we provide fully comprehensive private medical healthcare
How it works
You are covered for emergency, routine or ongoing medical issues, as well as a
cashback plan.
A brief summary of the treatments available include the following (please also refer to
your Group Scheme Guide for further guidance)
Outpatient consultations and tests
Specialist - Diagnostic scans
GP - Complex Diagnostic scans
Therapy
Cancer Care
Psychiatric inpatient treatment
NHS Hospital Cash
Cash Plan benefits include being able to claim money back from the following
services/treatments:
Optical Treatment including prescribed glasses, contact lenses and sight tests
General Dental Treatment
Dental Emergencies
GP Services/Fees
New Baby
Scans and Screens
Prescription Charges
You will also have access to remote GP services, Health and Wellbeing services and an
Employee Assistance Programme that gives you telephone counselling, e-counselling,
stress management, legal advice, money and debt advice, personal wellbeing resources
and discount on a gym and health screening.
Eligibility
You are eligible for this once you have successfully completed your probation.
How to access this
Please speak to the Finance Department to arrange your set-up.
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SEASON TICKET LOAN
How it works
We will purchase your season ticket loan for the year upfront and each
month take out a payment from your salary.
Eligibility
You are eligible for this once you have successfully completed your 6
months’ probation.
How to access this
Download the Season Ticket Loan form from People HR and submit it to the
Finance Department once you have approval from your Manager.

CYCLE TO WORK SCHEME
How it works
Pro will purchase a bike on your behalf, then deduct monthly payments from
your monthly pay. The contract will initially be a 12-month term lease
agreement. At the end of the 12 months, you will have the option to
purchase the bike/equipment for an agreed amount. You have up to £2,000
to spend on your bicycle and accessories.
Eligibility
You are eligible for this once you have successfully completed your
probation.
Provider Details

How to access this
Please speak to the Finance Department to arrange set up.
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5/10 YEAR ANNIVERSARY
We want to reward you for your loyalty and service !
How it works
On your 5 year anniversary with Pro, you will receive a gift of your
choice up to the value of £500.
On your 10 year anniversary with Pro, you will receive an all
expenses paid holiday of your choice up to the value of £2000.
How to access this
This will be arranged for you by the team at Pro.

ENHANCED PARENTAL LEAVE

How it works
As well as SMP/ SPP we are delighted to offer a returners bonus of 10% of your basic
salary. (Should you be the primary parent taking time off).
For standard Paternity leave you will receive an additional week of fully paid annual
leave.
Qualifying Criteria
You must have been in the business for 2 years.
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ADDITIONAL ANNUAL LEAVE
For each year’s service, you will be rewarded with an additional day added to your
holiday allowance!
How it works
The holiday year runs from 1st April to 31st March. You can earn an
additional day of annual leave for each year of service.
For Associate Director level and above you will join with 30 days of annual
leave with an additional day per year of service to a maximum of 35 days.
For all other positions, you will join with 25 days annual leave with an
additional day per year of service to a maximum of 30 days.
Eligibility
Please speak to the HR team for more info.

YOUR BIRTHDAY OFF
Celebrate your birthday in style with an
additional day off!
How it works
You will be treated to a day off in your
birthday week, so if your birthday falls on a
weekend, or you prefer to have another day
off, you can still take this day of celebration
off within a week of the actual day.
How to access this
You should book this on PeopleHR Planner
under Other Events >> Birthday Extra Day.
Please speak to HR for more information.
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EXTRA WEEK OFF FOR YOUR WEDDING
Celebrate getting married and have some extra time
off for the honeymoon, hen, stag or just time
organising it
How it works
You will treated to a week (5 days) additional
Annual leave in the year you get married.
Eligibility
You need to have had at least 2 years of
service with Pro.
How to access this
You should book this on PeopleHR by
following:
Other Events > Wedding + 5 Days
Please speak to HR for more information.

TECH SCHEME
How it works
Pro will purchase vouchers on your behalf, that you can then spend at Curry's. We will
then deduct monthly payments from your monthly pay. Meaning you can spread the cost
of new household/leisure technology - interest-free.
Eligibility
You are eligible for this once you have successfully completed your probation.
How to access this
Please speak to the Finance Department to arrange set up.

7

PENSION SCHEME
Our Pension provider is Cushon - www.cushon.co.uk they are the first net zero pension
provider, with an easy to access app, meaning you can see your pension grow at a click of a
button and easily transfer previous pension pots that you have. With a simple and easy to use
technology. You can also set up a variety of ISA's and access high interest saving accounts,
meaning you are more in charge of your pension then you have ever been.
How it works
You will automatically be enrolled into a workplace pension scheme.
Eligibility
Every employee who meets the below criteria will be eligible and automatically enrolled into the
workplace pension if you are aged between 22 and State pension age work in the UK earn above
£10,000.
After you have completed your first 6 months at Pro you will be automatically enrolled into the
workplace pension.
Cost to you
3% company contribution, 5% employee contribution. You can increase your personal
contributions should you wish.
Additional Information
You can choose to opt-out if you wish – please contact the Finance Department. If you do opt-out
you will be automatically be re-assessed every 3 years.
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PREMIER CLUB
Reach targets and be treated to a day out at
high-end restaurants and bars
How it works
Every quarter there will be a Premier
Club hosted by a Director where you
and your colleagues will be in for a
luxurious, Michelin starred afternoon of
wining and dining.
Eligibility
You will need to bill £55,000 per
quarter.

HIGH ACHIEVERS HOLIDAY
Our hugely anticipated yearly trip is a
once in a lifetime getaway with your
colleagues for our top performers!
How it works
You will be invited to an allexpenses-paid long weekend in the
snow or sun somewhere fabulous.
Eligibility
You will need to bill £200,000 per
annum.
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LUNCH WITH MD
We want to help you celebrate your success, personal wins and achievements!
How it works
If you achieve your Personal Best at Pro, you will be invited to a lavish
lunch with the MD to celebrate!

CSR DAYS
How it works
You can take 1 day per annum to
fundraise for the Pro Corporate
Charity.
How to access this
Please speak to your Manager for
more information.

TEAM NIGHTS OUT
celebrate your team's success, get together and enjoy a night out on pro
How it works
Hit team target for the quarter.
Eligibility
There are eligibility criteria for every team at Pro. Speak to your Manager
to find out what your criteria are to hit it!
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SEASONAL HOURS
We want you to make the most of your summer evenings
How it works
You can down tools at 2 pm on Fridays from the
1st of June until the 30th of September.
Eligibility
None. It's as simple as that. But do make sure you
organise your diaries.
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CONTACT US
0204 549 9930
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