Learning Activities Project

Management Team
Skill Level:  
Intermediate


Time Line:
5-8 hours 

Description:

Efficient and effective employees are a major reason for the success of any business.  This holds true for the operation of any School-Based-Enterprise.  Attached is a copy of the job postings.   Students read the job descriptions and select 2 positions for which they feel qualified.  Students follow the application procedures to apply for the positions.  

APPLICATION PROCEDURE

1. Identify posted positions for which you are qualified.

2. Submit a Letter of Application and Resume to Facilitator.

3. Complete an application for employment.

4. Once the CEO has received the Letter of Application, Resume, and Application, the interview will be scheduled.

5. Draw a diagram to represent the organizational structure of the business as the student would like it to be.

6. Interview 

7. Train for position once you are selected.

Students feel comfortable in responding to the following interview questions:

· Why do you feel qualified for (specific position)?

· What are your strengths and weaknesses?

· What activities are you involved in this year?

· Why would you be the best applicant for this position?

· What work experience have you had that would help you with this position?

· What are you long-range plans?

· Would you feel comfortable telling other students to complete specific tasks?

· Why do you want to be the store (specific position)?

· What does success mean to you?

· How many days have you been absent this year?

SOURCE DOCUMENT

JOB DESCRIPTION

STORE MANAGER

· Provides general supervision of the management team and all employees.

· Responsible for the total operations of the school-based-enterprise.

· Oversees the divisional managers (Operations, Merchandise, Sales, Accounting) and all store functions.

· Schedules and trains employees.

· Delegate authority. 

· Assist CEO in selection and interview process of other managers.

OPERATIONS MANAGER

This team shall be in charge of handling the following activities:

· Handling and controlling merchandise from receiving through the final sale.

· Handling space utilization, including the layout of merchandise units, maximizing the flexibility necessary to accommodate changes in the store.

· Finding improved ways to present, display, and promote the products carried using the available store fixtures.

· Controlling pilferage by maintaining a strong security system.

· Handling personnel schedules, training and performance evaluation.

· Developing necessary systems/procedures for “paper” control of merchandise and record keeping.

· Handling upkeep and maintenance of the store’s equipment and fixtures.

· Assist in interview and hiring of employees for this team.

MERCHANDISE MANAGER (Buyer)

This team shall be in charge of handling the following activities:

·  Determine what, how much and when to buy

·  Locating and evaluating sources of supply

· Placing orders and handling pricing

·  Maintaining stock control records of performance for analysis, evaluation and future planning

·  Handling clearance of slow moving merchandise

·  Reordering

·  Planning space allocation, determining where certain items should be displayed, and how much space should be devoted to individual categories, new items, etc. 

· Assist in interview and hiring of employees for this team.

SALES PROMOTION MANAGER

· This team shall be in charge of handling the following activities:

· Planning promotional events

· Arranging for the use of the media (school announcements, school paper, local paper, etc.) for publicity

· Preparing promotional materials

· Handling window/store displays

· Increasing sales of various items via more effective in-store presentations

· Handling interior displays 

· Assist in interview and hiring of employees for this team.

CONTROLLER (Accounting /Bookkeeping)

This team shall be in charge of handling the following activities:

· Handling cash

· Managing financial record keeping and auditing

· Handling financial planning (both short and long term)

· Taking inventory, pricing, and evaluating age, turnover and profitability of items

· Evaluating cash flow and preserving credit and solvency

· Preparing financial reports 

· Assist in interview and hiring of employees for this team.

EMPLOYEE

Each department (Operations, Merchandise, Sales, and Accounting) will have one or more employees to assist the manager.  Good employees are the key ingredients for the success of the business.  It may be possible to work part-time for more than one department.

The above divisions will be supplied with appropriate student personnel to handle all of the above functions.  The number of people within the division will depend upon class sizes and amount of workload within each division.  Some students may interview for and/or work on more than one team.  The Store Manager will be selected first and will assist in the interview process of the others.  The departmental managers will assist in hiring team members.
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Here are some helpful hints for interviews, based on our own in-house experience interviewing hundreds of applicants. 

Do's 
· Wear a conservative suit. 

· Bring a resume. Make sure the copy you bring is updated and clean and unwrinkled. 

· Make ample time to interview, test, fill out application, etc. 

· Maintain eye contact. 

· Firm handshake. 

· Be excited about the interview, but still be professional. If you are too sedate, you will fail to make an impression. 

· Arrive 15-20 minutes early for your interview. 

· Be nice to the receptionist. Whether you are warm or friendly or rude, chances are, it will get back to the person you interview with. 

Don’ts 
· Avoid one word "yes" or "no" answers. Expand your thoughts with out rambling. 

· Do not chew gum or eat candy. Do not bring food or beverages with you to the interview. 

· Don't fidget; try to maintain a professional stance and composure. 

· Don't make demands: "I won't," "I can't," "I never." Be positive and open when responding to questions. 

· Don't bring anyone with you to the interview. 

· If you smoke, take a breath mint on your way to the interview. 

· Don't ask to use their phone, fax machine, copier, etc. 

· Don't lean on the interviewer's desk. 

· Don't express irritation or resentment at any steps required as part of the interview/application process. If asked to fill out any paperwork or to take any tests, do so with a positive attitude. 


	Name: _____________________________________
	Date: ___________________


	
	Position : ___________________________________
Interviewer(s): Mrs. Tremain, CEO

	MANAGEMENT TEAM

	Resume
Below Avg.
Satisfactory
Excellent
1. Professional & Attractive Appearance
1, 2, 3
4, 5, 6,7
8,9,10
2. Spelling, punctuation, grammar, and style 
1, 2, 3
4, 5, 6,7
8,9,10
3. Easy to read font 
1, 2, 3
4, 5, 6,7
8,9,10
4Organized Information in a logical fashion
1, 2, 3
4, 5, 6,7
8,9,10

	Letter of Application
Below Avg.
Satisfactory
Excellent
1.  Format & Appearance

1, 2, 3
4, 5, 6,7
8,9,10
2.  Spelling, Punctuation, grammar

1, 2, 3
4, 5, 6,7
8,9,10
3.  Gained readers attention

1, 2, 3
4, 5, 6,7
8,9,10
Application
Below Avg.
Satisfactory
Excellent
1. Complete 
1, 2, 3
4, 5, 6,7
8, 9, 10
2. Neat 
1, 2, 3
4, 5, 6,7
8,9,10
3. Accurate – Spelling, punctuation, grammar

1, 2, 3
4, 5, 6,7
8,9,10
Interview
Below Avg.
Satisfactory
Excellent
1.  Arrived on time – 10-15 minutes early
1, 2, 3
4, 5, 6,7
8,9,10
2.  Introduced himself/herself in courteous manner
1, 2, 3
4, 5, 6,7
8, 9, 10
3.  Firm handshake
1, 2, 3
4, 5, 6,7
8,9,10
4.  Business Attire

1, 2, 3
4, 5, 6,7
8,9,10
5.  Listening skills

1, 2, 3
4, 5, 6,7
8,9,10
6.  Enthusiasm & Positive attitude

1, 2, 3
4, 5, 6,7
8,9,10
7.  Answers to questions – elaborated

1, 2, 3
4, 5, 6,7
8,9,10
8.  Grammar 

1, 2, 3
4, 5, 6,7
8,9,10
9  Self Confidence, body language, eye contact

1, 2, 3
4, 5, 6,7
8,9,10
10  Qualifications for position applied

1, 2, 3
4, 5, 6,7
8,9,10
11  Overall Impression

1, 2, 3
4, 5, 6,7
8,9,10

	 

Total Score:___________________________

210 points possible_


	 Interviewer(s) Comments:
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SCANS Proficiencies
Resources:
Allocates Time



Complete research and reports in a timely manner


Allocates Material and Facilities



Acquire necessary paper, computer, and software

Information:
Acquires and Evaluates Information



Select appropriate format to complete work


Interprets and Communicates Information



Create report from collected information

Interpersonal:
Uses Computers to Process Information



Collect information on assigned topics and create reports

Technology:
Selects Technology



Choose correct technology to complete tasks


Applies Technology to Task



Use appropriate technology for research and reports


Maintains and Troubleshoots Equipment



Help determine and solve problems that arise while working

Reading:
Locate, understand, and interpret written information in prose and in documents such as manuals, graphs, and schedules

Listening:
Receive, attend to, interpret, and respond to verbal messages and other cues

Speaking:
Organize ideas and communicate orally

Thinking Skills


Decision Making:
Specify goals and constraints, generate alternatives, consider risks, and evaluate and choose best alternative

Problem Solving:
Recognize problems and devise and implement plan of action

Seeing Things in 

   the Mind’s Eye:
Organize and process symbols, pictures, graphs, objects, and other information

Know How to Learn:
Use efficient learning techniques to acquire and apply new knowledge and skills

Reasoning:
Discover a rule or principle underlying the relationship between two or more objects and apply it when solving a problem

Personal Qualities
Responsibility:
Exert a high level of effort and persevere towards goal attainment

Self-Esteem:
Believe in own self-worth and maintain a positive view of self

Self-Management:
Assess self accurately, set personal goals, monitor progress, and exhibit self-control

Integrity/Honesty:
Choose ethical course of action

NBEA Standards

Entrepreneurship I:  Management

Hiring Employees

Level 1

· Identify characteristics of a good employee

· Explain why friends and family members may not be an entrepreneur’s best potential employees

Level 2

· Identify skills and qualities needed for specific jobs and careers

Level 3

· Diagram the organizational structure of a planned business

· Design hiring procedures for a specific job, ranging from the initial advertisement for the final interview



Level 4


· Plan human resource needs and determine the types of employees required

· Identify sources of personnel for a small business

· Assess alternatives to hiring permanent employees.

IDOE—Business Services & Technology Programs

Learning Activities Project—Management Team

Carolee Tremain, New Palestine High School (2003)
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