THE HUMAN RESOURCES ISSUES

Employment practices

To succeed, you probably will need to hire employees. Employees can help your business run efficiently. Good employees will help you attract customers and increase sales. But how do you know what kinds of employees you need? And how do you go about getting them? Chances are, you will eventually need to hire employees. To find out your hiring needs, ask yourself these questions:

What kind of employees do I need?

What skills am I missing?

What skills do I need daily?

What skills do I need occasionally?

List all the duties in your business. Then identify how much time is needed to perform each duty. Your list should help you identify whether you need part-time, full-time, or temporary workers. You can also determine if you need managers or assistants and how many employees you need.

Providing a quality workplace

A quality workplace means more than providing a clean, safe working environment for employees. Creating an atmosphere of teamwork and common purpose is necessary for employee satisfaction and high productivity. There are many things you can do to improve the quality of your employees’ work life that won’t cost you any money.
Encouraging employees to participate in planning and implementing new operating procedures gives them a feeling of control over their work. Being open to feedback lets employees know their opinion is valuable and helps prevent frustration and resentment. Another factor contributing to a quality workplace is objective performance standards that let employees know what is expected of them.

Employee compensation and benefits

The amount and type of compensation an employee receives depends on the type of job, the prevailing wages in the area, their experience, and how much they are going to be able to contribute to the financial success of the business. The wages in many jobs are based on an hourly rate. In other jobs, like office work, the pay is usually a set monthly salary. Some employees receive tips, while other work on commission, either with or without a salary.
The method of compensation you choose should be designed to motivate your employees to work enthusiastically for you, be comparable to similar positions in your area, and when possible, tied to performance. You can use combinations of base pay, bonuses, and commissions to motivate, as well as compensate, your employees. 

In addition to the traditional benefits of vacation, holiday pay, and those mandated by the government, there are a number of other benefit options you might want to consider, including:

Health or medical insurance

Other insurance (life, accident, etc)

Equity (giving employees a share of the company’s success in the form of equity, or ownership)

Profit sharing/retirement (in these plans an employer agrees to make either a discretionary contribution based on profits or a set contribution based on the employee’s compensation)

Bonuses

Discounts

Education

Recreational programs

Financial assistance

Personal services (child care and legal assistance services)

Prestige (job titles, parking privileges, expenses accounts, etc)

Your first personnel policy manual

Having a written personnel policy manual can help an employer avoid misunderstandings, disagreement, and employee lawsuits. Even a very small business can benefit from having company policies and regulations in written form.

Employees appreciate knowing what is expected of them and what they can expect from the company. Putting these things in writing ensures fairness and consistent application.

Your first “manual” can be a few pages kept in a folder or loose-leaf binder. Upon hiring, each employee should be given the opportunity to go over it as part of their orientation. It is a good idea to give a copy of the manual to each employee.

The basic components of your first personnel policy manual might include:

Employment. Include the conditions of employment (performance expectations) and grounds for dismissal. Explain any probationary period and/or performance reviews.

Operations. Discuss the work hours, starting and finishing times, work schedules, etc. Explain how lateness and absences are handled (whom to call and when). Include any policy you have on sick days and leaves of absence. Mention safety policies and explain how to report an accident in the workplace.

Wages. Indicate when and how wages are paid. Mention how overtime is handled. And explain how and when salary reviews are conducted.

Benefits. Include which kinds of insurance coverage are applicable. Mention paid holidays and vacation policy.

Workplace. Explain any dress code and smoking policy. Include a discussion of breaks, personal phone calls, and keeping the workplace neat and clean.

How to terminate an employee

No matter how carefully you have selected an employee, there is always the chance they may not work out. If this happens, you cannot just fire the employee without making your business vulnerable to legal action. While terminating an employee is often a difficult task, you can minimize both the unpleasantness and the risk of potentially damaging lawsuits by taking the following steps before terminating any employee:
Discuss the problem with the employee. Try to find out what is behind the apparent problem. Look for alternatives to firing. Develop a specific, mutually agreeable plan for improvement. 

Issue written warnings if the agreed upon improvements do not occur. Ask the employee to sign the warnings, then file them in the employee’s personnel file. If the employee won’t sign them, note that on the document.

Upon termination, conduct an exit interview with the employee, ask their opinion of the company and its working conditions in order to see how you might prevent a similar occurrence in the future.

Be courteous and tactful in dealing with the employee.

Many employers give a dismissed employee two weeks notice, but in some cases it is better to give the employee two weeks pay and get tem away from the worksite before they can cause additional problems or negatively affect morale.

Pay all money due for wages and vacations when the employee leaves.

Send out their wage and earnings statements along with all others at the end of the year.

Make sure the employee’s personnel file contains copies of the prior warnings and the dismissal notice.

Answer unemployment insurance inquiries promptly.

Write Job Descriptions

A job description is a written statement listing job duties and responsibilities. It indicates the educational and professional experience required to perform a particular job. It often includes a salary amount, hourly wage, or salary range. You need to understand exactly what every job in your company involves so you can determine how much money to offer applicants. A detailed job description also makes clear the job responsibilities. If a receptionist objects to ordering coffee supplies, his employer can remind him that this is included in his job description. Job descriptions also can be used to measure how well an employee performs a job.

SAMPLE OF JOB DESCRIPTION

Recruitment
Once you have determined there is a need to hire employees for your company, the next steps are to recruit, interview, and select employees.

Recruit Employees

To recruit is to look for people to hire. You can recruit employees in a variety of ways.

Classified Advertising – A want ad is a type of classified ad that announces a job opening at a company. It can be an effective way to recruit employees. A want ad should briefly describe the position and tell the educational requirements and/or experience required. It should also identify any special job requirements, such as willingness to travel or to work evenings.

Employment Agencies – These firms find employees for businesses and other institutions. They try to match people looking for jobs with businesses looking for employees and charge businesses a fee when they succeed.

College Placement Centers – Most colleges and universities operate job placement centers. These offices collect information on career and employment opportunities, which they make available to their students and graduates. Generally no fee is charged for using a college placement center. If college students or graduates might be suitable for your business, contact local colleges and universities, and ask them what you need to do to have your business listed with their placement center.

Other ways of Recruiting Employees – One of the best ways entrepreneurs find employees is by acting on referrals from friends, acquaintances, or employees. You can try to recruit employees by putting a help wanted sign in your store window or posting your job opening on the World Wide Web. If your company already has employees, the ideal candidate for a job you need to fill might already be working for you.

Hire Employees

Hiring employees is often difficult because it requires marking very important decisions based on fairly limited information. How should you decide whom to hire?

Know What to Look for in an Employee – The job description identifies the specific requirements needed to perform a particular job. You should also look for personal characteristics that would make a person a desirable employee.

Screen Job Applicants – The first stage in the hiring process is to screen candidates to remove the people who do not have the right qualifications and are not right for the job. This allows you to concentrate on looking at the most qualified candidates. 

Interview Job Applicants

The job interview gives you the opportunity to determine if prospective employees would improve your ability to meet customer needs. Making the most of the job interview is as important for you as it is for the job candidate. To ensure that you use your time effectively, follow these basic rules.

Be prepared – Make a list of open-ended questions to ask. Review the job candidate’s resume and application before the interview begins.

Be courteous – Do not be late for the interview. Avoid taking phone calls during the interview. Try to put job candidates at ease by offering them something to drink. Make them feel welcome in your office.

Avoid dominating the interview – Remember that the interview is your opportunity to get to know the job candidate. To do so, be sure to allow the applicant plenty of time to speak.

Take notes – Throughout the interview, jot down your impressions of the candidate, as well as any interesting information he or she reveals.

Look for warnings that the person may not be a good worker – These include frequent job changes, unexplained gaps in employment, and critical comments about previous employers.

Don’t make snap judgments about a candidate – Don’t rule out someone until the interview is over.

Remain pleasant and positive throughout the interview – A the end of the interview, thank the candidate for coming, and let him or her know when you plan to make a decision.

Write a summary of your impressions of the candidate – You should do this right after the interview while your thoughts are fresh. Put this document in the candidate’s file.

Check References

Once you have two or three very qualified candidates, you need to check references. With the permission of the applicant, call his or her most recent employers to make sure he or she held the positions on the resume. Ask previous employers what they can tell you about the person. Describe the job the person has applied for, and ask the previous employers if the candidate would perform well in such a position. Other questions can revolve around the personal qualities of the candidate, such as people skills and whether there were any problems with tardiness. Often past employers will only indicate whether the person was employed there.

Make a Job Offer

When you have decided to make a job offer, contact the person by phone. Let the person know you were impressed with his or her credentials. Be sure to emphasize how much you would like the person to join your company. Clearly state the starting salary, benefits, and terms of employment. If the first applicant declines your offer, extend the offer to your second choice and then your third choice, if necessary.

Once a candidate accepts your offer, contact all the other candidates. Thank them for interviewing with your business, and politely let them know that you have given the job to another applicant.

Alternatives to adding Staff

Adding employees to your payroll is costly. Paying wages or salaries and benefits to employees may strain your finances. In addition, it takes time and money to recruit staff. For these reasons, you may want to consider alternatives to permanent employees.

Freelancers or Interns

Freelancers are people who provide services to businesses on an hourly basis or by the job. Business owners use freelancers when they need a job done but do not require a permanent full- or part-time employee. Examples of freelancers include bookkeepers, accountants, lawyers, graphic designers, editors, window display artists, and advertising copywriters.

Interns are students who will work for little or no pay in order to gain experience in a particular field. To find out if interns are available in your community, contact local colleges and high school.

Temporary Workers

Businesses that need more workers often use temporary workers. Some temporary workers are seasonal employees. Other temporary workers are substitutes for employees who are sick or on leaves of absence. Temporary workers also can be used for long periods of time as an alternative to full-time hiring.

Temporary employment agencies provide trained temporary workers to various kinds of businesses. Businesses that use temporary agencies pay the worker’s salary, plus a fee to the agency.

Retention and Motivation
One of the most powerful strategies to gain loyalty is that of empowering people while engendering in them a strong commitment to the organisation’s goals. This creates a situation in which a strong culture is developed and one in which organizational members feel the freedom to act autonomously knowing that this will be recognized and rewarded appropriately. In this context, the goals of the individuals are congruent with those of the organization, and by fulfilling their own needs, the organizational needs and goals are also met. 
Motivation is the force that energises behaviour, gives direction to it, and underlies the tendency to persist. 
Taylor's 4 Principles of Scientific Management

After years of various experiments to determine optimal work methods, Taylor proposed the following four principles of scientific management:

Replace rule-of-thumb work methods with methods based on a scientific study of the tasks.

Scientifically select, train, and develop each worker rather than passively leaving them to train themselves.

Cooperate with the workers to ensure that the scientifically developed methods are being followed.

Divide work nearly equally between managers and workers, so that the managers apply scientific management principles to planning the work and the workers actually perform the tasks.

These principles were implemented in many factories, often increasing productivity by a factor of three or more. Henry Ford applied Taylor's principles in his automobile factories, and families even began to perform their household tasks based on the results of time and motion studies.

Mayo’s Human Relations School

When Taylor’s ideas were introduced in the 1920s and 1930s they sometimes worked and sometimes failed – people thought there must be more to motivation than just money.

Mayo thought:

that workers are motivated whenever managers take a personal interest in them as people – for example by involving them in decision making.

firms need to meet the personal satisfactions of their workers. Firms also need to make sure that the goals of the employees are the same as their goals.

that firms should encourage teams of employees to socialize with each other – for example on days out and at office parties.

Financial Rewards

There are a lot of facts on this topic but it all boils down to two things – what the different ways of paying people are and what work incentives each method gives them.

If people do more work their wages increase . . .

Wages are paid weekly or monthly – usually to manual workers. Wages are calculated in one of two ways.

A time rate pays workers by the hour. Time rate encourages people to work long hours – the problem is they also have an incentive to work slowly. Time rate is best for jobs where measuring output is difficult – like driving a bus.

A piece rate is used if the output of each worker can be easily measured. Piece rate encourages people to work quickly – the problem is they work so fast that quality may suffer.

. . . But a salary stays the same

A salary is a fixed amount paid every month. It is usually paid to office staff who do not directly help to make the product.

The advantage of a salary is that the firm and workers both know exactly how much the pay will be. A problem is that it does not link pay to performance in any way.

Performance Related Pay

Performance related pay (PRP) is becoming more popular – how much people earn depends on how well they work. There are three main types of PRP.

Commission is paid to sales staff. They earn a small basic salary and then earn more money for every item they sell.

A bonus is a lump sum added to pay, usually once a year. It’s paid if the worker has met their performance targets.

Profit-sharing gives each worker an agreed share of company profits. If the company does well, the payment will be bigger.

Non-financial Motivation

If you believe Maslow, Herzberg and McGregor, these four non-financial means are the best way to motivate people to work better. 

Job Rotation – a change is as good as a rest

Thanks to the wonders of division of labour, most production jobs are boring and repetitive. Job rotation reduces this by occasionally moving workers from one job to another.

The benefits are the workers don’t get so bored, and learn more jobs – so if someone is ill, someone else will be able to cover.

The problem is that one boring job is replaced by another – it doesn’t’ help job satisfaction.

Job Enlargement – give them more things to do

When a worker becomes good at their job, productivity increases – they can do the same work in less time. Job enlargement is when the person is given more tasks to do. This will increase the size of their job description.

The advantage is that extra tasks should give the job greater variety – and most people are happy to know that their good performance is being recognized.

The problem is that if the person thinks they are just being given more work it can be de-motivating.

Job Enrichment – give them better things to do

The idea of job enrichment is to stop the worker from feeling that their productivity is being punished with more work. The worker is given greater responsibility – for example supervising the work of new staff. This may require more training.

A benefit is that the worker may become more motivated and work harder.

A problem is that they may expect a pay rise as well.

Kaizen – let them take decisions

1) Kaizen is a Japanese word that has become fashionable in some businesses. It means continuous improvement. Workers are organized into teams and each team has the responsibility of finding ways to increase its productivity and quality of work.

2) Teams are empowered to take their own decisions – the idea is that motivation and performance will increase.

Team Management
Peter F. Drucker envisions tomorrow’s organizations as primarily team-oriented in structure.  Teams and teamwork are vital group dynamics in the modern workplace. Unfortunately, team skills in today’s typical organization tend to lag far behind technical skills. it is one thing to be creative software engineer, for example. It is quite another for that software specialist to be able to team up with other specialists in accounting, finance, and marketing to bet the competition to market with a profitable new product. 

Cross-functional Teams

A cross-functional team is a task group staffed with a mix of specialists focused on a common objective. Cross-functional teams are based on assigned rather than voluntary membership. Cross-functional teams stand in sharp contrast to the tradition of lumping specialists into functional departments, thereby creating the problem of integrating and coordinating those departments.  Boeing, for example, relies on cross-functional teams to integrate its various departments to achieve important strategic goals.

A Model of Team Effectiveness
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What makes workplace teams effective?

Widespread use of team formats – including QC circles, self-managed teams, and cross-functional teams – necessitates greater knowledge of team effectiveness. A model of team effectiveness criteria and determinants is presented in the figure above. This model is the product of two field studies involving 360 new-product development managers employed by 52 high-tech companies. Importantly, it is a generic model, applying equally well to all workplace teams.

TRUST: A key to team effectiveness

Trust, a belief in the integrity, character, or ability of others, is essential if people are to achieve anything together in the long run. Participative management programs are very dependent on trust. 

Zand’s Model of Trust

Trust is not a free-floating variable. It affects, and in turn is affected by, other group processes. Dale E. Zand’s model of work group interaction puts trust into proper perspective. Zand believes that trust is the key to establishing productive interpersonal relationships.

Primary responsibility for creating a climate of trust falls on the manager. Team members usually look to the manager, who enjoys hierarchical advantage and greater access to key information, to set the tone for interpersonal dealings. Threatening of intimidating actions by the manager will probably encourage the group to bind together in cohesive resistance. Therefore, trust needs to be developed right from the beginning, when team members are still receptive to positive managerial influence.

Trust is initially encouraged by a manager’s openness and honesty. Trusting managers talk with their people rather than at them. A trusting manager, according to Zand’s model, demonstrates a willingness to be influenced by others and to change if the facts show that a change is appropriate. Mutual trust between a manager and team members encourages self-control, as opposed to control through direct supervision. 

Trust and Effective Group Interaction
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Six Ways to Build Trust

Trust is a fragile thing. As most of us know from personal experience, trust grows at a painfully slow pace, yet can be destroyed in an instant with a thoughtless remark. Mistrust can erode the long-term effectiveness of work teams and organizations. Managers need to concentrate on six areas:

Communication – is a matter of keeping subordinates informed, providing accurate feedback, explaining decisions and policies, being candid about one’s own problems, and resisting the temptation to hoard information for use as a tool or a reward.

Support – means showing concern for subordinates as people. It means being available and approachable. It means helping people, coaching them, encouraging their ideas, and defending their positions.

Respect – feeds on itself. The most important form of respect is delegation, and the second most important is listening to subordinates and acting on their opinions.

Fairness – means giving credit where it’s due, being objective and impartial in performance appraisals, giving praise liberally. The opposite kind of behaviour – favouritism, hypocrisy, misappropriating ideas and accomplishments, unethical behaviour – is difficult to forgive and hugely destructive of trust.

Predictability – is a matter of behaving consistently and dependably and of keeping both explicit and implicit promises. A broken promise can do considerable damage.

Competence – means demonstrating technical and professional ability and good business sense. Employees don’t want to be subordinate to people they see as incompetent. Trust grows from seeds of decent behaviour, but it thrives on the admiration and respect that only a capable leader can command.

Managers find that trust begets trust. In other words, those who feel they are trusted tend to trust others in return.

Organisation Structure
Managers perceive business challenges in the environment; they set the organizational strategy for responding, and they allocate the human and financial resources to achieve the strategy and coordinate the work. Throughout, they must exercise responsible leadership. It is important to note that managerial roles and decisions vary at different levels of the organization. Senior managers make long-range strategic decisions about products and services to produce. Middle managers carry out the programs and plans of senior management. Operational managers are responsible for monitoring the firm’s daily activities. All levels of management are expected to be creative: to develop novel solutions to a broad range of problems. Each level of management has different information needs and information system requirements.

Key System Applications in the Organisation

Because there are different interests, specialties, and levels in an organization, there are different kinds of systems. No single system can provide all the information an organization need. In the illustration, the organization is divided into strategic, management, knowledge, and operational levels and then is further divided into functional areas such as sales and marketing, manufacturing, finance, accounting, and human resources.

Operational-level Systems

This system supports operational managers by keeping track of the elementary activities and transactions of the organization, such as sales, receipts, cash deposits, payroll, credit decisions, and the flow of materials in a factory. The principal purpose of systems at this level is to answer routine questions and to track the flow of transactions through the organization. Examples of operational-level systems include a system to record bank deposits from automatic teller machines or one that tracks the number of hours worked each day by employees on a factory floor.

Knowledge-level Systems

This system supports knowledge and data workers in an organization. The purpose of knowledge-level systems is to help the business firm integrate new knowledge into the business and to help the organization control the flow of paperwork. Knowledge-level systems, especially in the form of workstations and office systems, are the fastest-growing applications in business today.

Management-level Systems

The systems are designed to serve the monitoring, controlling, decision-making, and administrative activities of middle managers. The principal question addressed by such systems is: Are things working well? These systems compare the current day’s output with that of a month or a year ago. Management-level systems typically provide periodic reports rather than instant information on operations. There is less need for instant information, but periodic reports are still required. 

Strategic-level Systems

This system helps senior management tackle and address strategic issues and long-term trends, both in the firm and in the external environment. Their principal concern is matching changes in the external environment with existing organizational capability. What will employment levels be in five years? What are the long-term industry cost trends, and where does our firm fit in? What products should we be making in five years?

Organization charts

An organization chart is a drawing to show the roles of various individuals in an organization, and the relationships between them. For example, the diagram below shown that a senior IT personnel has three junior IT personnel working for him.
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Every organizational structure can be charted in this way, to show the departments, how they link together and the main lines of authority between them. This gives us a ‘snapshot’ view of how the organization is made up. It shows lines of decision-making and tiers of responsibility. Looking at an organization chart may also help us to see any weaknesses in the organization.

Levels within an organization

When drawing an organization chart, it is usual to show posts which have roughly equal amounts of responsibility on the same level. In the example below, the managing director and the senior management team are at the top level. At the next level are the middle managers. Then there are junior managers, supervisors, and finally operatives at the bottom level.









Span of control

The span of control of an individual is the number of people he or she manages or supervises directly. The diagram on the right shows an organization with a narrow span of control. No one member of this organization is directly responsible for more than two subordinates.

There is a limit to the number of people who can be supervised well by one person. Choosing the best span of control means striking a balance between having control over people below you (subordinates) and being able to trust them.

Tall and flat organizations

A narrow span of control makes it possible to control people and to communicate with them closely. However, the disadvantage is that this may lead to too many levels of management. This kind of tall organization, as it is called, can be difficult to run.

Having a wider span means managers must have far more trust in subordinate staff. Fewer managers are needed, and this gives a hierarchy with fewer levels, i.e. a flat organisation.

How many people should manager have within their span of control? It is hard to say. Generally speaking, the higher up an organization an individual is, the fewer people he or she should have in their direct span of control.

Group Work
Design a job description

Choose ONE business from the following list: (a) Travel Agent, (b) Bookshop, and (c) Fast-food Restaurant. Choose THREE positions that might be required in the business that you have selected. Write a job description for each position. 

Self motivation

Write a brief report on the following questions:

What are your personal goals at the moment?

What are the main factors that motivate you towards achieving these goals?

Do these factors motivate you strongly or not?

To motivate people

You own a business selling prawn crackers. You have employed three workers (one female and two male) to work in your company. After several months you have observed and eventually have received reports and complaints that he was:

Always came late especially every Mondays and Saturdays.

Always going out during working hours without seeking permission.

Could not concentrate on doing given tasks.

Has shown decreasing quality of work.

Decreasing productivity.

Form three groups which may consist of 5 or 6 members. Choose one management theorists, (can be either Maslow or McGregor or Taylor) and use their theories in order to plan your motivation strategies.

What are their motivation?

How does each of the following individuals fit against Maslow’s hierarchy of needs?

Joseph is a talented violinist who has dedicated his life to the music. He plays first violin on one of the top orchestras in the UK. Frequently he plays solo pieces, and is always being allowed to develop new ideas. However, there is some uncertainty about the future funding of the orchestra.

Maria is a children’s book illustrator. Her work is nationally recognized and she always has a string of projects on the go at the same time. She is able to pick and choose the work she does, and can work on her own ideas.

Ben left school with no formal qualifications. He expected to get a job as an electrician in the factory where his father worked. However, the factory closed and he now has little prospect of getting a job. He has barely enough food to live on and has recently been made homeless.

Stephanie works as a nursery nurse. The pay is not very good but she has enough to make ends. She loves working with children and the work gives her tremendous satisfaction. However, she sometimes finds it frustrating that there is little opportunity to develop her managerial skills. Sometimes she also feels a bit undervalued.

Working in a team

List ten (10) items on what you like when most working in a team.

List ten (10) items on what you do not like most when working in a team. 

In a group of 3 or 4, brainstorm a list of personal qualities that effective team members should possess.

List ten (10) reasons on why you can/cannot be an effective leader of a team.

An organization chart

Draw an organization chart of Topaz Enterprise using the positions provided below.

Managing Director

Secretary

Accounts Executive

Finance and Administration Manager

Human Resource Executive

Accounts Clerk

General Clerk

Receptionist

Cleaner

Purchasing Manager

Purchasing Executive

Store/Inventory clerk

Sales and Marketing Manager

Sales Clerk

Executive Promoter



People-related factors


Personal work satisfaction


Mutual trust and team spirit


Good communications


Low unresolved conflict and power struggle


Low threat, fail-safe, good job security





Organisation-related factors


Organisational stability and job security


Involved, interested, supportive management


Proper rewards and recognition of accomplishments


Stable goals and priorities





Task-related factors


Clear objectives, directions, and project plans


Proper technical direction and leadership


Autonomy and professionally challenging work


Experience and qualified project/team personnel


Team involvement and project visibility








Effective team performance


Innovate ideas


Goal(s) accomplished 


Adaptable to change


High personal/team commitment


Rated highly by upper management





Control


Reliance on self-control rather than procedural control


Confidence that others will perform as agreed


Mutual commitment to success





Influence


A willingness to be influenced by others concerning goals, procedures, and performance evaluation





Information


Full disclosure of relevant information, feelings, and opinions





Trust


A personal commitment to openness and trust


A willingness to change if necessary





Senior IT Personnel





Junior IT 2





Junior IT 1





Junior IT 3





Top Level and Senior Management Team





Middle Managers





Junior Managers





Supervisors





Operatives





XYZ Company


Job Description





Title: Receptionist


Duties and responsibilities: Receives and directs phone calls, greets visitors, receives and sorts mail, orders office and kitchen supplies, keys documents when required.


Qualifications: High school graduate. Good communication skills and ability to get along with people. Keying speed of 45 words per minute. Experience desirable but not necessary.


Salary: $15,000 - $20,000 (per year), depending on experience.
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