Semester I Projects

All Projects are due June 9th, unless noted otherwise.

Vice President of Human Resources

1. Refine the Employee Manual (30 pts)

Add pictures of all Company Leadership. Plan a meeting (see the Executive Secretary) to present the Employee Manual to leadership for approval or revision. Afterwards advised changes, update with your team the employee manual for the company. Include all areas needed as directed in the Curriculum lesson: Employee Manual on the virtual enterprise website. Include in a separate section the Employee Performance Review Materials.

Product – Completion and printing of the updated manual Print an updated copy of the presentation and forward it to the Director of Administration to be added the company operations manual. Forward a pdf version of the manual to the IT department to have it available on the company website.

2. Employee Review Presentation (60 pts)

Create a presentation for the employees explaining the employee performance review process and facilitate the process through the company departments to determine pay increases.  

Product – Presentation to company. Print an copy of the presentation and performance sheet and forward it to the Director of Administration. Calculate the pat changes for all employees and forward the revised gross pay to the Payroll Clerk to adjust employee pay.

3. Company Chain of Command   (20 pts)

Develop a graphic of the company chain of command complete with Titles, names and photographs. 

Product – Finished product should be on standard letter size paper. Forward copies to the CEO, CFO and Director of Administration to be used in their projects.

4. VP Administrative Summary of Year One (40 pts)

In this summary you will need to address four different areas. The first area is for you to Identify your role and job in the company. The second area is to highlight the positive achievements and elements of your department. The third area in will address the aspects of your department that need to improve or be resolved in the coming year. Lastly, you will address what things need to change in your department to make us a more efficient and effective company and lastly, address your vision for the company and where you would like to see it go in the coming year.

Product – VP Administrative Summary of Year One.
Director of Human Resources

1. Develop an Employee Manual (20 pts)

Assist the Vice President in the updating and completion of the employee manual. Adding materials from item 3.

Product – Completion and printing of the manual

2. Expand the Employee of the Month Process (30 pts)

Develop a formal monthly presentation ceremony to recognize the new employee of the month. This should be completed on the first working day of each month. Print two certificates, one for the recipient and one for the company bulletin board. Use company funds to reward the recipients with a small token gift from the company each month. Write a short article to highlight the celebrated employee. 

Product –Forward a copy of the article to the instructor (grade), Director of Art and Publications (newsletter) and Chief Technical officer (website) 

3. Employee Performance Evaluations  (60 pts)

Develop a PowerPoint presentation explaining the employee review and evaluation process and how to fill out the review form. Lead your team, training them to conduct employee performance review evaluations for each department acting as a mediators and facilitators to resolve conflict.

Product – (*Complete by 2nd week in March) - Add this process to a the Employee Performance Evaluation section in the Employee Manual. Include a description of the process, the evaluation form, pay-step increases.  Create a report of the pay increases and forward this information to accounting to reflect the increases on the April paychecks and include this along with all completed evaluation forms in a Evaluation Report to be turned in to the Board of Directors (instructor)

4. Summary of Human Resources (40 pts)

In this summary you will need to address four different areas. The first area is for you to Identify your role and job in the company. The second area is to highlight the positive achievements and elements of the Human Resources Department. The third area in will address the aspects of the company and your job that need to improve or be changed in the coming year. Lastly, you will address how things need to change in the company to make the Human Resources department a more effective group.

Product – Summary of Human Resources.
Benefit Coordinator

1. Employee Benefits  (50 pts)

Update and monitor the employee benefits packages (note* changes will occur with new employees and the termination of existing employees) Develop a benefits notebook. Create informational sheets for employees that show what each plan covers and flyers for company sponsored retirement account options for employees. Include all additional materials in the Employee Manual for the spring update. 

Product – Copies of plan option informational sheets and flyers for employee manual and a completed Benefits Notebook. Forward any additions/subtractions of company paid benefits to the accounting department, so that we are paying the correct amount each month for employee benefits.

2. Newsletter Benefits Corner (30 pts)

Develop a monthly communication section for the company newsletter that highlights some special information about the benefits. Cover things like flu shots, when people can change their plan options, seminars of creating Individual retirement accounts ..etc. You are writing  to inform employees about benefits.

Product –Monthly newsletter or bulletin board featuring the benefit information for the month. Submit a copy to your instructor each month for a grade.

3. Track Employee Sick Leave Benefits (30 pts)

Using the attendance reports sent to you each month by the Administrative Assistant, track each employee that surpasses that allotted 10 days of sick leave and create a email alert procedure and log when you contact employees to let them know what there status is and at what point they will be losing money on their paychecks.

Product – Print and turn in tracking and contact log each month and submit it to the instructor for a grade and payroll clerk to adjust employee checks for poor attendance.

4. VE Summary of Year One (40 pts)

In this summary you will need to address four different areas. The first area is for you to Identify your role and job in the company and the responsibilities that you were given in your job. The second area is to highlight the things that you did well in your role in the company. The third area in will address the aspects of your job that were areas of confusion, need to improve or need to be changed in the coming year. Lastly, you will address how things need to change to make your role in the company more efficient, effective and valuable in the future.

Product – VE Summary of Year One.

Human Resources Assistant

1. Maintain the Company Bulletin Board (30 pts)

Update and improve company bulletin board area and mail boxes. Make sure the information is new a fresh on a monthly basis, sharing information, highlighting awards and communicating upcoming events within the company

Product – Updated Board, Submit a 1 page report on the changes and updates made each month and submit this to the instructor for a grade.

2. Human Resources Form Creation (10 pts)

Revise as necessary and update Employee Manual by including created forms in an appendix at the back of the manual. Forward forms to Vice President of Human Resources for placement into the manual.

Product – Employee Manual

3. End of the Year Luncheon Company Awards (40 pts)

Lead the planning with the assistance of your department a company awards program for the end of the year luncheon at Hometown Buffet. Include a number of serious and fun awards that the company employees should vote on. Include Employee of the Year, Department Employees of the Year and joke awards. Create a voting survey for each category so that each employee can vote for the award recipient. Coordinate with the commercial artist to develop award certificates to be handed out at the event.

Product – Submit the survey and award winners to the Board of Directors (instructor).

4. Social Events (30 pts)

Research and develop a social event for the company administrative Professionals (Secretary's) Day. Research the day, develop guidelines to for the company leadership to host the employees on this special day.
Product – Submit proposal to instructor and leadership by April 12th
5. VE Summary of Year One (40 pts)

In this summary you will need to address four different areas. The first area is for you to Identify your role and job in the company and the responsibilities that you were given in your job. The second area is to highlight the things that you did well in your role in the company. The third area in will address the aspects of your job that were areas of confusion, need to improve or need to be changed in the coming year. Lastly, you will address how things need to change to make your role in the company more efficient, effective and valuable in the future.

Product – VE Summary of Year One.
