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	Description

	Students will learn business structure and resources needed for a business. The departmental training is a comprehensive unit that focuses on the issues that need to be addressed when planning for business events. The unit contains links to samples of schedules and records that must be created for planning and organizing purposes.  

	Objectives (Design):
	Arizona Content Standards

	Determine how an organization is structured.

Understanding of what each position is responsible for.

Resources needed in the office/classroom
	30.0 Demonstrate Human Resource Management Function 30.1,30.2

31.0 Perform General Office Management Functions 31.2

	Materials and Resources (Development)

	Computer with Internet.  A projector to demonstrate how to make a flow chart.  

	Procedures (Development & Implementation):

	1. Determine the business structure (departments/positions within the company).  Create an organizational chart that includes all company positions. Standard departments (major topics and positions within the departments are not all inclusive): 

· Accounting - all financial records - CFO, Accounts Receivable, Accounts Payable, Payroll, Branch Banking 

· Human Resources -- all employee records, trainings, historian, etc HR Director, HR Asst. 

· Administration - overall business operations - CEO, VP of Administration, Administrative Assistant 

· Sales Department - all sales activity - VP Sales, Sales Associates 

· Marketing/Advertising - all publications and product development VP Marketing, VP Advertising, Marketing Assistant, Advertising Assistant, Research and Development 

· Information Technology - web design, on-line order form, staff tech support 

2. Visit VE Curriculum, management training, Accounting, Advertising and any area that discusses the responsibilities of positions.  At the same time think of what position you would like to see yourself involved in as part of the business operation.  

3. Evaluate room resources and determine departmental layout/configuration of classroom (Once hiring takes place, employees should sit in their designated departments.) 



	Evaluation

	Completed flow chart of department heads and support staff within the business.  A short description of each position listed on flow chart.  


	Management

Each student will be required to apply for these positions.  You will need to create a formal resume, cover letter and provide letters of recommendation.  These materials will be maintained in your employee file (student portfolio).  
	1. Prioritizes work to fulfill responsibilities and meet deadlines

2. Make sure all departments are on task and provide the resources they need.  

3. Train employees on how to conduct professional meetings

4. Work flow orders

5. Responsible for Business Plan.  Determine what each department’s roll is within the plan.

6. Meet with each department to determine timing and resources.  

7. Create a PowerPoint of business plan

8. Present the business plan to the lending panel.

9. Create a mission and vision statement.

10. Approve all documentation created by other departments.

11. Approve company contracts

12. Determine budget for trade fair and direct each department of their responsibilities.

13. Train staff prior to trade fair (i.e., handshake and introductions)

14. Execution of community service project.  

15. End of the year annual report.  




	Marketing/Advertising/Sales

Each student will be required to apply for these positions.  You will need to create a formal resume, cover letter and provide letters of recommendation.  These materials will be maintained in your employee file (student portfolio).  
	1. Prioritizes work to fulfill responsibilities and meet deadlines

2. Product Development and Sales Package.

3. Determine your target market and number of customers.

4. Research product pricing and suppliers.  

5. Create company catalog and make arrangements for binding.  

6. Determine Company Uniform

7. Create Company literature and flyer

8. Create Sales promos for grand opening and trade fair.  

9. Phantom Contracts

10. Create monthly contracts

11. Company Forms and other company creations (i.e. letterhead and banners)

12. Present the marketing plan within the business plan to the lending panel.

13. Design booth and giveaways for trade fair

14. Communicate with other virtual companies to market our product

15. Monthly newsletter

16. Local advertisements (i.e., cable 1, newspaper etc)

17. Produce specials and advertisements every two weeks.  

18. Execution of community service project.  

19. End of the year annual report. 

 

	Human Resources

Each student will be required to apply for these positions.  You will need to create a formal resume, cover letter and provide letters of recommendation.  These materials will be maintained in your employee file (student portfolio).  
	1. Prioritizes work to fulfill responsibilities and meet deadlines

2. Create and maintain employee files

3. Create Employee Manual

4. Conduct employee evaluations

5. Register and plan for the Grand Opening

6. Execution of community service project.  

7. End of the year annual report.  


	Finance/Accounting

Each student will be required to apply for these positions.  You will need to create a formal resume, cover letter and provide letters of recommendation.  These materials will be maintained in your employee file (student portfolio).  
	1. Prioritizes work to fulfill responsibilities and meet deadlines

2. Learn and understand Payroll and Income Statements.

3. Go to financial training in San Diego

4. Determine how and when to pay employees.

5. Pay company bills

6. Understand and know the procedures at point of sale.  

7. Determine financial need for the business plan

8. Prepare monthly Financial Statements

9. Pay company taxes and employee taxes.

10. Maintain personal and company bank account

11. Register and pay necessary fees for trade fair. 

12. Execution of community service project.  

13. End of the year annual report.  

	Technology

Each student will be required to apply for these positions.  You will need to create a formal resume, cover letter and provide letters of recommendation.  These materials will be maintained in your employee file (student portfolio).  
	1. Prioritizes work to fulfill responsibilities and meet deadlines

2. Company Website

3. Make sure website will be published.

4. Complete necessary forms for VE (i.e. student acceptable contracts and approval from district on website).  

5. Upload website on VE site.  

6. Maintain product pictures and descriptions for catalog and advertisements.  

7. Execution of community service project.  

8. End of the year annual report.  

	Specialties
	

	
	


	Description
	Unacceptable (1)
	Requires Improvement (2)
	Average (3)
	Above Average (4)
	Excellent (5)

	Describes Basic Purpose
	Shows no evidence
	Shows little understanding of the basic purpose of a particular job.
	Shows some knowledge of the basic purpose of a particular job.
	Shows adequate knowledge of the basic purpose of a particular job.
	Shows superior knowledge of the basic purpose of a particular job.

	Lists Most Important Duties
	Shows no evidence
	Shows little understanding of the most important duties of the job.
	Shows some understanding of the most important duties of the job.
	Shows adequate knowledge of the most important duties of the job.
	Shows superior knowledge of the most important duties of the job.

	Lists equipment and materials Used
	Shows no evidence
	Shows little understanding of the necessary equipment, instruments and other material used in the job, also, frequency of use.
	Shows some knowledge the necessary equipment, instruments and other material used in the job, also, frequency of use.
	Shows adequate knowledge of the necessary equipment, instruments and other material used in the job, also, frequency of use.
	Shows superior knowledge of the necessary equipment, instruments and other material used in the job, also, frequency of use.

	Determines Assignment of Duties
	Shows no evidence
	Shows little understanding of duties. Who assigns the work (by titles). When are assignments made (weekly, daily, hourly, as needed)? How are assignments given (written or orally)? Who receives and approves completed work?
	Shows some knowledge of duties. Who assigns the work (by titles). When are assignments made (weekly, daily, hourly, as needed)? How are assignments given (written or orally)? Who receives and approves completed work?
	Shows adequate knowledge of duties. Who assigns the work (by titles). When are assignments made (weekly, daily, hourly, as needed)? How are assignments given (written or orally)? Who receives and approves completed work?
	Shows superior knowledge of duties. Who assigns the work (by titles). When are assignments made (weekly, daily, hourly, as needed)? How are assignments given (written or orally)? Who receives and approves completed work?

	Describes Required Decisions
	Shows no evidence
	Shows little understanding of the specific decisions the employee is required to make in performing the job.
	Shows some knowledge of the specific decisions the employee is required to make in performing the job. Determines what kinds of decisions must be referred to the next level of management.
	Shows adequate knowledge of the specific decisions the employee is required to make in performing the job. Determines what kinds of decisions must be referred to the next level of management.
	Shows superior knowledge of the specific decisions the employee is required to make in performing the job. Determines what kinds of decisions must be referred to the next level of management.

	Describes Responsibility of Reports
	Shows no evidence
	Shows little understanding of what records and reports the job requires; for who and what purpose are they kept.
	Shows some knowledge of what records and reports the job requires; for who and what purpose are they kept.
	Shows adequate knowledge of what records and reports the job requires; for who and what purpose are they kept.
	Shows superior knowledge of what records and reports the job requires; for who and what purpose are they kept.

	Describes Supervisory Responsibilities
	Shows no evidence
	Shows little understanding of supervisory responsibilities.
	Shows some knowledge of supervisory responsibilities. Do employees supervise other employees? If so, how many and job titles?
	Shows adequate knowledge of supervisory responsibilities. Do employees supervise other employees? If so, how many and job titles?
	Shows superior knowledge of supervisory responsibilities. Do employees supervise other employees? If so, how many and job titles?


	Included the phrase, "performs other duties as assigned" in every job description.
	Shows no evidence
	Shows little understanding of the phrase.
	Shows some knowledge of the phrase.
	Shows adequate knowledge of the phrase.
	Shows superior knowledge of the phrase.

	Free of spelling/grammatical errors.
	Shows no evidence
	Shows little understanding of spelling/grammatical errors.
	Shows some knowledge of spelling/grammatical errors.
	Shows adequate knowledge of spelling/grammatical errors.
	Shows superior knowledge of spelling/grammatical errors.

	Formatted correctly (according to template).
	Shows no evidence
	Shows little understanding of correct formatting.
	Shows some knowledge of correct formatting.
	Shows adequate knowledge of correct formatting.
	Shows superior knowledge of correct formatting.


