SmallBiz Assignments




Unit:  Managing People
Reading
1. “Complements Fuel Employee’s Drive To Do Better”

2. “On the Job Training Just Part of the Learning Curve”
3.  “Try These Steps for Dealing with Annoying Co-Workers”

4. “Not So Nice Costs”

5. “Sound Familiar? They Should-They Come To All Your Meetings”

6. “Learn to Work With-Or Around-Annoying People”

7. “Cell Phone Etiquette Could Make, Break Your Career”
8.  “Recovering a Fumble At the Flipchart”

9.  “Cell Phone Etiquette Could Make, Break Your Career”

10. One of several “Openers: Corner Office” articles of advice from CEO’s.

Questions 
1. Journal


2. Managing People Notes handout
3. Local Professional services investigation

Projects 
1. Written Job Description
2.
“The Corner Office reading Response
Vocabulary

Accountant; employee compensation; distributor; human capital; CPA; employee handbooks; cash flow; employee retention; worker’s compensation insurance; trade terms; retailer; raw materials; merchant account; line of credit; liability insurance; performance evaluation; product; employment agencies; recruitment; finished goods; job specifications; internal recruitment; job description; job enrichment; paraprofessional

Concepts











Where to obtain professional services





Total Quality Management (TQM)






Selecting and retaining good employees

GRAPE theory of employee retention

Employee training methods

L.I.A.R. theory of hiring
