Human Resources Department

Week 5

The Vice President of Human Resources distributes a Progress Log to each employee in the department.  The individual tasks for the week are assigned to each department member.

Here is a sample of what may be assigned for the first week.

This department has one VP and two employees.

Progress Logs

Virtual Enterprise

Employee Name: Vice President of Human Resources

Title:  VP___________________________

Department:  Human Resources________

Week of:  Week 5____________________

Tasks assigned by: CEO

Current tasks:

1.  Write an overview of the company containing the following: About the company, organizational chart, what you can  expect  from the company, what company expects from you.

2.  Work on Human Resources part of Business: Organization chart and type of business

3.  Supervise employees and keep them on task.

Progress

Monday:

Tuesday:

Wednesday:

Thursday: 

Friday:

Comments:

(Who helped you?  Who did you help?  What skills did you use?  What skills do you need to work on?  What did you learn?)

Upcoming tasks:

Progress Logs

Virtual Enterprise

Employee Name: _Student 1__________

Title:  Human Resources Assistant____

Department:  Human Resources________

Week of:  Week 5____________________

Tasks assigned by: VP of Human Resources

Current tasks:

1.  Determine Which areas are to be included in your company’s employee manual.

2.  Design an attractive cover for the manual.  It should include logo, motto and the year for intended use.  

3.

Progress

Monday:

Tuesday:

Wednesday:

Thursday: 

Friday:

Comments:

(Who helped you?  Who did you help?  What skills did you use?  What skills do you need to work on?  What did you learn?)

Upcoming tasks:

Progress Logs

Virtual Enterprise

Employee Name: Student 3___________

Title:  Human Resources Assistant____

Department:  Human Resources________

Week of:  _Week 5___________________

Tasks assigned by: VP of Human Resources

Current tasks:

1.  Format your employee manual using the following Outline (NOTE: it is best to numerically and/or alphabetically identify each section of the employee manual.  This format will be helpful when referring to a particular section of the manual)

2.  Address the following areas in the Employee Manual.  Be clear and concise in explanations, paying close attention to grammar usage, sentence and paragraph formatting.

3.  Personnel Administration   Your Personnel File- define and address location of employee’s personnel file.  What records will be kept in the file; Who has access to the file: Confidentiality of personnel records

4.  Employment Classifications – define employment classification (full-time, part-time)

Progress

Monday:

Tuesday:

Wednesday:

Thursday: 

Friday:

Comments:

(Who helped you?  Who did you help?  What skills did you use?  What skills do you need to work on?  What did you learn?)

Upcoming tasks:
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