Semester I Projects – Human Resources

All Projects are due before the final day of the semester, unless noted otherwise.

Vice President of Human Resources

1. Develop an Employee Manual (50 pts)

With your team you will write and design the employee manual for the company. Include all areas needed as directed in the Curriculum lesson: Employee Manual on the virtual enterprise website. You will compete in the state competition in this category.

Product – Completion and printing of the manual by November 23rd. Print a copy of the presentation and forward it to the Director of Administration.

2. Employee Manual Presentation (30 pts)

Create a PowerPoint presentation for the employees discussing the company rules and policies about the work place. Have a handout for each employee highlighting the professional requirements for the workplace. Complete this by October 14th 

Product –Presentation to company using PowerPoint on rules and regulations, policies and procedures to leadership before the 14th. Present the entire presentation to the class by the 14th .  Print an copy of the presentation and highlight sheet and forward it to the Administration

3. Human Resources Component of the Business Plan (40 pts)

Based on the your required part of the business plan you will work with your COO to put together your departments part in the plan.

Product –Human Resources Component of the Business Plan 

4. Employee Evaluation Procedure (30 pts)

With the help of the Director, design a procedure that all supervisors will use in the evaluation of employees for the their February mid-year employee evaluation. Develop an evaluation form that will be completed by both employee and their direct supervisor.   With in this process you will determine the ratings required to receive pay increases for good performance or probation for poor performance. 

Product – A written description of the evaluation process, pay advancement targets and a copy of the employee evaluation form. Forward a copy of the form to the Director of Administration.

Director of Human Resources
1. Develop an Employee Manual (30 pts)

Assist in the completion of the employee manual and PowerPoint presentation.

Product – Completion and printing of the manual, assist in the presentation to company of the PowerPoint on rules and regulations, policies and procedures. forward copies to the Director of Administration.

2. Employee of The Month (20 pts)

Working with the Commercial Artist develop a certificate for the Employee of the Month and display design. Also make a schedule for each department to have a turn to select their employee of the month. One will be selected and recognized each month.

Product – Forward the display design to the Human Resources Assistant to post on the bulletin board.

3. Employee Evaluation Procedure (30 pts)

Help the VP design a procedure for he evaluation of employees for the their February mid-year employee evaluation. Develop an evaluation form that will be completed by both employee and their direct supervisor.   With in this process you will determine the ratings required to receive pay increases for good performance or probation for poor performance. 

Product – A written description of the evaluation process, pay advancement targets and a copy of the employee evaluation form. Forward a copy of the form to the Director of Administration.

4. Job Descriptions (30 pts)

To complete the company task you write and design 6 job descriptions for 6 company jobs of your choice. Include all areas needed as directed in the Curriculum lesson: Job Descriptions on the virtual enterprise website.

Product – Print a copy of each and forward copies to the Director of Administration.

5. Company Newsletter (30 pts)

Develop with the Director of Art and Publications the concept for a monthly newsletter. You and your team will be responsible for the article portions. Complete this by the 15th of each month. The newsletter will be used in our company competitions. See the guidelines for the newsletter 

Product – Competed monthly newsletters November –January

Benefit Specialist


1. Employee Benefits  (80 pts)

Research and develop to options for employees in areas of health care, vision care and dental care. Create a form and have employees use the form to select which package they will be receiving while working at the company. Determine (in cooperation with the Director of accounting) the amount the company will pay as a part of the employee benefit package.

Product – Submit the package plan. Forward the sign-up form to the Director of Administration, Forward the plan options and how much each employee will pay each month to the Payroll Clerk so that amounts will be deducted from employee paychecks. Forward the total amount paid by the company for benefits to the Director of Accounting for monthly company bill payments.

2.  Develop Benefits Notebook and Section of Employee Manual (20 pts)

Complete all areas directed in the Employee manual description (items F, G, H & I) in the virtual enterprise website. Include Benefits, Governmental Requirements, Profit Sharing & Retirement, and Other Benefits.

Product –Benefits Notebook and Employee Manual, Forward the completed work to the Vice President of Human resources to be included in the employee manual.

3. Develop Vacation & Sick leave records for the company (30 pts)

Design a spreadsheet to track the days employees are absent from the job. This information will part of a monthly report that will be sent to the payroll clerk. As employees get with in 5 days of using up their allotted leave you will alert them via email on the amount of days they have remaining before payroll deduction will occur.

Product –Print a copy of each months report and place it into the Benefits notebook

4. Development Personnel Files (20 pts)

Set up personnel files for each employee of the company and maintain the files in the conference room or classroom filing cabinets that contains the employment applications, resumes and cover letters from their interviews.

Product – Show Instructor 

Human Resources Assistant


1. Company Bulletin Board (40 pts)

Design and construct an attractive bulletin board that reflects the company’s image and style. Use colors that are part of the company logo and constantly update the materials on the employee bulletin board.

Product – Finished Board 

2. Human Resources Form Creation (40 pts)

Develop the following forms: Leave of Absence Request form, Company Policy Violation Form, Employee of the Month Voting Ballot, Employee Job Application. Keep several copies (10 each) of all the form on file in the Human resources files

Product – Print each form and submit, Forward copies of the forms to the Director of Administration,

3. Employee Moral Development (70 pts)

Develop at least 1 monthly employee moral development program. They can be incentives, moral building activities or social events. Create a calendar of these events. Social events can be gift exchanges, parties, social nights outside of the work environment, department team competitions, or contests. You might consider having each employee donate a small amount of money so that you can buy prizes or refreshments.

Product – Submit a calendar of events by the end of October for the remainder of the year (November – May). Include a written report description of the of each event or moral build program.

