Semester II Projects - Administration

All Projects are due June 10th, unless noted otherwise.


Chief Executive Officer 

1. Company Meetings (40 pts)

Each week you should be meeting with your leadership team and/or departments to get updates from them on what is happening with in their departments. You should also use this time to communicate what you would like to see completed by your Vice Presidents or what express needs to be done as a company. Using the available business strategic plan create a 3rd and 4th quarter schedule for items that need to be completed. Use the VE handbook to identify the needed tasks for the 3rd and 4th quarters and track them through these two quarters to make sure they get done in a timely manner. Record the dates they are completed on the grid.

Product –Turn in completed Strategic Plan and each Leadership Meeting Agenda and minutes from the meeting to be obtained from Executive Secretary.

2. Complete Business Plan (40 pts)
You, the COO and your team of Vice Presidents will be putting together the company business plan. Each department will have specific components that need to go into the plan and your job is to coordinate this process and collect all of the parts into the Business plan notebook. Use the rubrics at the website to make sure you have included all items.

Product – Completed Business Plan notebook (completed by June 1st).

3. Plan Grand Opening Event (30 pts)

Coordinate and plan the company grand opening with senior company. Make sure each department is prepared to sell and that the website has all products up and visible. Plan for a ribbon cutting ceremony and event invitations to be mail out to partners and other for the grand opening. Also include recruitment materials for incoming students interested in joining our program.

Product – Grand opening summary report, including sections for the invitation, sales numbers, list of invitees, and recruitment names, ID’s and grade levels.

4. Executive Summary of Year One (40 pts)

In this executive summary you will need to address three different areas. The first section is to highlight the positive achievements and elements of this year as a company. The second section will identify areas in the departments you are responsible for that need to improve or be resolved in the coming year. Thirdly, you will address what things that need to be changed 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 – CEO Executive Summary of Year One.

Chief Operating Officer 


1. Company Meetings (40 pts)

Each week you should be meeting with your leadership team and/or departments to get updates from them on what is happening with in their departments. You should also use this time to communicate what you would like to see completed by your Vice Presidents or what express needs to be done as a company. Using the available business strategic plan create a 3rd and 4th quarter schedule for items that need to be completed. Use the VE handbook to identify the needed tasks for the 3rd and 4th quarters and track them through these two quarters to make sure they get done in a timely manner. Record the dates they are completed on the grid.

Product –Turn in completed Strategic Plan and each Leadership Meeting Agenda and minutes from the meeting to be obtained from Executive Secretary.

2. Complete Business Plan (40 pts)
You, the CEO and your team of Vice Presidents will be putting together the company business plan. Each department will have specific components that need to go into the plan and your job is to coordinate this process and collect all of the parts into the Business plan notebook. Use the rubrics at the website to make sure you have included all items.

Product – Completed Business Plan notebook (completed by June 1st).

3. Plan Grand Opening Event (30 pts)

Coordinate and plan the company grand opening with senior company. Make sure each department is prepared to sell and that the website has all products up and visible. Plan for a ribbon cutting ceremony and event invitations to be mail out to partners and other for the grand opening. Also include recruitment materials for incoming students interested in joining our program.

Product – Grand opening summary report, including sections for the invitation, sales numbers, list of invitees, and recruitment names, ID’s and grade levels.

4. Executive Summary of Year One (40 pts)

In this executive summary you will need to address three different areas. The first section is to highlight the positive achievements and elements of this year as a company. The second section will identify areas in the departments you are responsible for that need to improve or be resolved in the coming year. Thirdly, you will address what things need to change 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 – CEO Executive Summary of Year One.

Director of Administration

1. Operations Manual (50 pts)

Complete the operations manual for the company that contains the polices and procedures for all daily operations with in the company. The manual will include emergency procedures, safety information, a copy of all company forms, listings of all personnel, chain of command, Seating Chart, VE login account information. You will develop or have developed (using other departments) the following forms: Request for Personnel form, Request for Supplies form, Fax Request form, Fax cover sheet, Parking Permit form

Product –Operations Manual

1. State Trade Fair Notebook-Update (30 pts)

Update the Trade Fair notebook to include the information on the San Diego Trade Fair and the senior trip to San Francisco for next years planning. This should include everything the company will need to have about each Trade fair that we attend. The notebook must be divided into sections that covering all aspects of the trade fair, including: competition descriptions and rubrics,  list of competitors, work schedules, agendas, check off lists, Order form, sales procedure, supplies lists, room assignments, uniform descriptions, commission for sales, final sales numbers, product break downs, evaluations of performance and a narrative summary for recommendations for next year.

Product – Trade Fair Notebook

2. Ratings Notebook (30 pts)

Mail out rating materials at the end of each month.  Finalize the ratings notebook. Work with your Administrative Assistant to collect everything in a notebook will have a copy of everything that is sent in for our company rating. The front of the notebooks should have a table of contents / tally sheet to track the company rating points.

Product -Ratings Notebook

4. Summary of Operations (40 pts)

In this summary you will need to address four different areas. The first area for you to identify is your role and job in the company. The second area is to highlight the positive achievements and elements of the company operations. The third area will address the aspects of the company and your job that need to be improved or changed in the coming year; include the use of general assistants and their value to the company. Lastly, you will address how things need to change in the company to make us more efficient and effective.

Product – Summary of Operations.

Executive Secretary

1. Meeting Schedules/Agendas (30 pts)

Continue updating the meetings notebook with the master schedule for all company meeting that take include; date they occurred and which department met. Also create the weekly dated agendas for the leadership meetings in outline format complete with approval of the last meeting minutes, old business for each department and new business from each department that is submitted by vice presidents.

Product – Meeting notebook with a section for the monthly calendar for the year and another with all agendas for each meeting.

2. Minutes from all meetings (40 pts)

During the leadership meetings you are to take notes. As a follow up of each leadership meeting you are to type up the minutes from the meeting, stating who was in attendance, each item number that was covered and what was decide of requested for each item. Make copies of these minutes for the vice presidents that they will review, make corrections and approve and revise the minutes and display on bulletin board and file one in the Meeting notebook.

Product – Meeting notebook with a section that includes approved minutes

3. Check/respond to and print important company/ CEO emails (40 pts)

On a daily basis you are to check both the Company email and CEO email. Print important email and forward them to the appropriate person or department. Create a typed log of the emails you respond to and print. In the log state the date received, who is the sender, recipient, date forwarded, department it is forwarded to and subject of the email. 

Product – Printed email Log

4. VE Summary of Year One (40 pts)

In this summary you will need to address four different areas. The first area for you to identify is 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 will address the aspects of your job that were areas of confusion that need to be improved 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.
Administrative Assistant

1. Company Monthly Attendance Reports (30 pts)

 At the end of every month, you are to create a excel spread report that has the employee attendance for the month.  Also include an additional sheet that has the overall attendance for the year.  Print these and file one copy in our company operations notebook and give another copy to the Benefits Coordinator in human resources.

Product – Printed reports for each month starting in October 2004 - May 2005, one copy to Benefits Coordinator one copy to Director of Operations for notebook.

2. Company Ratings Collections (20 pts)

You will work with the Director of Administration to collect all the items for the company ratings and then you will mail the rating packet at the end of each month.

Product – Ratings Notebook
3. Visitor Log (20 pts)

Maintain the visitor log of all business volunteers, guest speakers and visitors that come to the classroom and volunteer there time. Make sure you include their name, business they are from and the date they visited.

Product – Visitors log turned in to instructor by June 10th
4. Mail and Fax Center (20 pts)

Maintain the mail center for the company making sure that all incoming mail is forwarded to the proper people and that all outgoing mail gets sent. You will also 

5. Shopping Place Catalog ( 20pts)

Maintain the mail center for the company making sure that all incoming mail is forwarded to the proper people and that all outgoing mail gets sent. You will also 

6. VE Summary of Year One (40 pts)

In this summary you will need to address four different areas. The first area for you to identify is 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 will address the aspects of your job that were areas of confusion that need to be improved 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.
