Quarter 1 Administration Tasks

Business Plan

The administration department of the company is responsible for overseeing the writing the business plan.  While all department heads contribute their department information to the business plan. The final writing is to be completed by the administration department.

Weekly Staff Meetings

This department is responsible for holding weekly meetings with department VP’s at which the department tasks for the week are distributed. 

Business Plan Presentation 

The business plan needs to be presented to the banking and other business partners.

Management Progress Reports

The administration of the company is responsible evaluating the management of all departments, to make sure that department quarter tasks and projects are being completed on time.
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