
You bring the expertise. We bring the high value work. Here is what to expect as a member.

How We Work

Set the terms that work for you

Set your own rate & schedule directly 

with the company.

Pitch only what you want

Our matching algorithm means you only 

see opportunities that align with your 

interests.

Focus on the work, we handle 
the rest.

We handle the invoicing, payments 

& tax paperwork.

1. You can now sign into your account with the username and password you created 
when you made your profile. Once logged in you will see all current projects that are 
matched with your skills.  Please be sure your profile is up to date!

2. An email alert will be sent with all future project postings.

3. If you are interested, available and have the requisite experience, it is up to YOU to 
PITCH IT. Please keep communication through our internal messaging platform until a 
project begins.

We will email you alerts along the way, but here is what to expect 
after you become a member and how to engage with the platform:
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4. Remember that the project posting is the beginning of the negotiation, and if you want 
it, go for it!! Here is a link to a piece on our blog about pitching:  

https://blog.thesecondshift.com/post/173999686605/dos-and-dont-of-pitching

5. Be patient. It can take a while for employers to respond. You will get an email if the 
work goes to another member or if we cancel the project for unresponsiveness.



6. When companies respond you will be alerted by email. It is up to you to set up an 
interview and negotiate details directly with employers. We are here to offer guidance 
as needed. Use the messaging platform on the site to communicate where possible.

7. When the details are worked out the hiring manager/ employer will select a member 
for the project and that member will receive an email prompt with a link to complete 
the Statement Of Work (SOW) form.

8. The company will get an alert that the SOW is submitted and they will approve or send 
back for revisions.

9. Once approved the work can begin. Without an approved SOW we cannot guarantee 
payment for your work.

10. When it is time for you to invoice for payment please fill out the invoice form and send 
to us.

11. We process your invoices, collect payment, send you payment for the work and issue 
tax forms.

12. The Second Shift is the direct vendor of each company we work with. They pay us and 
we pay you. Members are independent contractors of The Second Shift and we will 
deduct our 5% service fee and then pay you directly. At the appropriate tax time we 
issue you a 1099 for the work (unless the company chooses to work via W2 or pay a flat 
fee. FTE is usually an upfront payment and there will be no charge to you).

Friendly reminder—The Second Shift is a special community with unique relationships with our 
members and client partners. We reserve the right to collect a fee for any follow on, 
subsequent, or related engagements that develop after the initial introduction between a 
member and a client. Please be a good citizen of our community and keep us informed of any 
changes or additions outside of the initial SOW.

In the spirit of building a strong business with our member community, we appreciate any 
introduction to a potential new client and expect you will make referrals for new members.

Finally, please follow us on social media for all the latest info you need to know about The 
Second Shift, jobs, clients, events and your fellow members. 

Instagram / Facebook / LinkedIn

Thanks again for joining our network of amazing women!
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