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Setting up 
your own 
Recruitment
Agency?



Independence day
So you’ve decided you have the right 
skills and tenacity to go it alone and set 
up your own recruitment business. 

Congratulations! 

This guide outlines some key areas to 
be mindful of which we encourage new 
recruitment business to observe, but 
we appreciate these are by know 
means exhaustive. If you have any 
questions or would like to us to explain 
any of the points made in the e-book in 
further, please chat to us on 0845 303 
1144 or email info@coopercurtis.co.uk 
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1 There are so many 
questions to ask yourself 
when setting out on your 
own and registering your 
business. Should you be a 
sole trader, LLP, 
partnership or limited 
company? 

What are you going 
to be?

‘‘Speak to Cooper Curtis 
about how to set up your 
recruitment agency, the 
right way.’’

Many agencies go down the limited 
company route for added protection. 

Registering your own company can 
cost next to nothing, but there are 
strict legal obligations as a director.  
With penalties for directors who 
don’t comply can be enforced with 
hefty fines and even jail!

By employing an Accountant to set 
up your company for you, you can 
ensure all legal and practical         
obligations are met. 

Cooper Curtis specialise in working 
with recruitment agencies and offer 
a bespoke service. Talk to us for 
more information.



2 Hot or cold desk? Work 
from home or office? By 
working from home at least 
for the beginning, you can 
significantly reduce your 
business overheads (and 
claim a tax deduction). 

Have you thought about 
using sub offices to give 
the illusion of a bigger 
presence and 
professionalism?

Location,          
location, location

‘‘You may not want your 
business registered at 
your home address. 

Cooper Curtis offer a 
registered office service, 
talk to us to find out 
more.’’



3 Whether you are 
permanent, temporary, or 
both, how you are going to 
finance your business may 
need to be considered.

There are a variety of 
finance options to be 
considered carefully. 

Cash flow is important to 
pay temps or contractors 
on time. 

Cash is King!
Make sure you read the small print 
when signing any contract and 
don’t get caught out by any hidden 
charges and interest. The 2 main 
finance options are; 

Factoring

Allows a company to release a high 
%age of the value of the invoice. 
Credit control is taken care of by 
your finance provider.

Invoice Discounting

Allowing businesses to borrow 
against unpaid invoices, requiring a 
strict credit control process.

“We work with         
finance  specialists 
who like ourselves, 
specialise in the      
industry. Speak to us 
to find out more.’’



4 Time and administration 
are going to be your two 
main bugbears in your 
recruitment agency career.

Credit control is crucial for 
success of the business.

For temp agencies, payroll 
can be a timely process 
with checking time sheets, 
making sure workers are 
paid on time and keeping 
up to date with legislation 
changes. 

Back office
In the early days, it is important 
not to neglect your business      
duties, such as income tax, 
PAYE, VAT returns requirements, 
as you do not want to be left with 
hefty fines from HMRC. 

Consider outsourcing these       
admin tasks so you can focus on 
sourcing better talent and building 
strong client relationships.

“Cooper Curtis can assist 
you with all your administra-
tion tasks, for a competitive 
monthly FIXED fee. Speak to 
us to find out more.”



5 As a recruiter, this will be 
your main tool in your daily 
job. There are so many 
different softwares on the 
market offering different 
things. 

Make a list what you want 
out of your system. Many 
CRM companies offer free 
trials of their software so 
make use of these. Try to 
choose the best one you 
can afford.

Choose CRM 
wisely

There may come a time when 
you decide to sell your      
business. Having a great 
CRM database will help   
massively in increasing the 
value of your business.

“Want to know how a CRM 
database can increase the 
value of your business? 
Speak to Cooper Curtis”



6 Once you have decided 
on a suitable name you 
can start creating your 
brand. 

Think about the type of 
image you want to portray 
to your clients and 
candidates and increase 
your engagement. 

How will you showcase 
your strengths?

Create a marketing 
strategy.

Marketing
 What makes your business unique, 
Do you have any particular niches? 
This will make you stand out from 
the crowd and show your an expert 
in your field.

Do you want to be active on social 
media? It may help promote your 
brand and awareness. 

Engage with your audience, 
through conducting surveys or    
competition give aways, blog and 
share articles.  

Linkedin is still a crucial tool for    
recruiters. Get familiar with it and 
increase your contacts. Remember 
to personalise your emails for a     
better response rate and do your 
research. 

“Don’t be afraid to ask for 
testimonials from clients 
and candidates.”



7 You want to make sure 
your business is protected 
from day one. 

Covering yourself from 
situations out of your 
control, for example a non 
paying client or a dispute. 

Protection
Ensure your business is protected with 
the following insurances;

Professional Indemnity (PI) Insurance
For a dispute with services causing a   
client to lose money

Public Liability Insurance 

Covers your business in the event of a 
loss or injury as a result of its business 
activities. 

Employers’ liability insurance 

Required as soon as you become and 
employer

Tax Fee Protection Service 

 Covers you for the cost of professional 
fees in the event of a HMRC 
enquiry.Some complex enquiries can 
take 2 years to conclude.

“Cooper Curtis offer tax fee 
protection for as little as £5 
per month. A low price to 
pay in the event of a HMRC 
enquiry.”



8 We understand updating 
the books can be a 
monotonous task. There 
are solutions out there to 
make this easier for you. 

For a start up business, no 
more than 2 hours per 
week should be spent 
updating your books. This 
can be achievable with the 
correct processes in place.

Accounting in the 
Clouds

‘‘All the team at Cooper 
Curtis are Xero Certified 
Advisors!’’

Don’t forget to set aside your      
projected tax payments. As a rule 
of thumb, we advise setting aside 
30%. It’s too easy to get used to 
the idea that it’s yours, by doing 
this, it takes away the temptation. 

Banks now offer business saving 
accounts to sit aside regular       
business accounts to put payments 
like this in.



10

Work in the present not the past. Regular submissions of 
digital accounts required from most of businesses is 
coming. 

By using cloud accounting, you can save time and 
money by working in Real Time. 

Get a real feel for how your business is performing and 
make in-year tweaks here and there which will help grow 
your business.

There really is no better way to get an insight into your 
business performance than having up to date 
information at your fingertips. 

Manage your bookkeeping, VAT returns and annual 
accounts all in one place.

Chart your business performance using graphs 
rather than sometimes meaningless numbers. 

Don’t let your business admin become a burden by 
getting the right processes in place from the start.

For further information on accounting in the cloud 
call Cooper Curtis on 0845 303 1144 or email 
info@coopercurtis.co.uk. 

Section 1

Real Time Solutions
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9 Monitoring cash flow can 
be crucial to business 
success. You need to have 
the controls in place to 
make observations and this 
will help you make the 
bigger decisions such as 
whether I should take on 
staff, or move to a larger 
premises. 

Survival of the 
fittest

Draft up a realistic income and    
expenses summary for your first 
year. Are you able to fund yourself 
if needed? 

You will probably want to limit your 
costs to a minimum in the first year 
but don’t neglect your obligations 
as a business owner.

Think long term...

What are your future plans? Is it to 
sell up in 5 years time? Grow the 
business? Fold and bank the 
gains?

The actions you take now can     
influence the price of your         
business if you decide to sell. 

“Cooper Curtis 
can help you put 
together your 
business plans 
and forecasts as 
well as exit 
plans.’’



10Ensure your business 
remains professional. 
There are a lot of industry 
regulation changes 
happening, and by running 
a recruitment agency you 
need to be aware of these 
particular any industry 
specific regulations in your 
chosen niche. 

Regulations

“Contact us with any 
particular regulation 
question you may have, 
if we can’t answer, we 
can put you in touch 
with a legal affiliate.”

The main regulations affecting the re-
cruitment sector as a whole are;

The Conduct of Employment 
Agencies and Employment          
Businesses 2003

Agency Workers Regulations 2010

The Equality Act 2010

Workplace Pension Scheme

Data Protection Act

Employment Intemediaries            
Reporting Requirements

Please check out recruitment             
resources on our website for links to 
information on the above regulations 
www.coopercurtis.co.uk 
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xiii

Please note, the information provided in this document 
is for general guideline only and does not constitute as 
professional advice. We have worked with recruitment 
businesses for many years and would recommend 
speaking to us before any action is taken.  Cooper 
Curtis Accountants Ltd does not take any responsibility 
for decisions taken by any new business, it’s business 
owner/s or director/s and any outcome from opinions 
given in this document.

And finally...
We do hope you found our e-book useful. Cooper 
Curtis has worked with successful recruitment 
agencies for many years and can offer you guidance 
on any of the points raised or provide advice on how 
to set up your recruitment business, please get in 
touch on 0845 303 1144 or email 
info@coopercurtis.co.uk

Cooper Curtis provide;

• Start up advice to all types of Recruitment Businesses

• Company Formation

• Accounts & Tax preparation

• Cloud bookkeeping

• VAT Scheme advice & Returns completion

• Registered office

• Payroll & Auto Enrolment

• Recruitment Tax Investigation protection

• Business planning

• Introductions to specialist service providers
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