6. Human Resource and Quality Management plan

6.1. Introduction
6.2. Human Resources strategies
To be able to make Vitesse a healthy company the Human resource management needs to take several actions into consideration. 

Objective:
Reliable employees

Strategy:
With tools like an employment agency and a consultant agency selecting 

and hiring the right person for the job.
Objective:
Having well trained employees who will keep their performance high

Strategy:
Giving trainings and coaching them through out their working period. Also 

keeping them updated and responsible for their own performance, by using 

SMART performance management.

Objective: 
No shortage of employees

Strategy:
Making good planning, and hiring temporary workers during the very 


busy periods.

Objective:
Contracting employees

Strategy:
Giving fixed time contracts; which will also provides them with insurance 

and benefits. 

6.3. Organizational structure
6.3.1. Current situation
François and Nicole rented a small office near Paris Est where they run their business. 

At the moment Va et Vient only handles letters, documents and parcels of less than 
500 grams and guarantees delivery on the same day before 18.00 hours.

The standard fee is €10 for one “leg”, that means vice versa Paris - Rouen, 
Paris - Orleans/Blois and Paris – Reims.
[image: image1]
Letters are presented by customers to the “depot” in Rouen, Blois, Orleans and Reims. 

The depots will receive letters in the morning till 10.00 hours. Commuting students leaving for Paris pass by the depot to see if they should take any mail to Paris. Depot holders pay the students €30,- for their service. 

Departments

As Va et Vient is a company based on the partnership between François Avoyelles and Nicole Laurent, they have been involved in the organizational operations. Nicole and François are the depot holders of their depot in Paris. 

Nicole takes care of all administrative activities and communication with depot holders and students. She is also responsible for the marketing activities. 

François is in charge of the daily operations and the distribution in Paris. Next to that he tries to recruit students and handles complaints.

Currently, the company employs 33 people. 
Depot holders

The depots in the various cities except for Paris are the home addresses of (former) students. The depot holders will have to be available from 7.00 till 10.00 in the morning to receive letters from clients and to hand them to commuting students. It is their responsibility to see to it that all received mail arrives in Paris before noon. The depot holder also informs François in Paris by e-mail about which student carries what mail and what the final destination of these letters/parcels is. 
Based on this information François sets up a distribution plan for Paris. In the afternoon mail will be delivered in the home towns of the depot holders. The depot holder will arrive in Paris before 15.30 hours. The depot holder is responsible for the delivery.
The depot holder receives the fee from the clients in cash or cheques and pays the commuting students. The cheques they receive will be send to Paris by commuting student.
The total of received/paid cash is compensated with the monthly amount the depot holder gets from Va et Vient. Differences are paid by bank order to Va et Vient or the depot holder. The depot holder sends a monthly financial overview to Paris.
The depot holder receives an amount for letting Va et Vient making use of his home address, this is the compensation for the activities. A PC and the ADSL connection to the Internet is paid by Va et Vient.

Cyclists

Based on the information François receives by e-mail from the depot holders he sets up a distribution plan for Paris, making use of a Peugeot Partner which he drives himself and three cyclists. 
The cyclist are paid per hour. On average they need 4 hours a day to distribute the letters/parcels in the traffic crowded inner city of Paris. 
They earn €15,- per hour and receive €350,- at the end of the year for maintenance and depreciation of their bikes.
Summary of the different positions in the company: 

1. The first place we have François Avoyelles and Nicole Laurent. They are the depot holders of Paris. 

2. At the second place we have 3 cyclists for deliveries in Paris

3. At the third place we have the depot holders of Rouen, Blois, Orleans and Reims.  

4. At the fourth place we have the students who deliver from Rouen, Blois, Orleans and Reims to Paris. 
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6.3.2. Improvements
Current situation
The HR problems of Vitesse are:

· Needing to recruit employees

François is now responsible for the new recruits, but they have trouble finding the right person for the job.

· Needing reliable and responsible employees

It too often happens that a depot holder has to deliver the mail him self because no one came to pick it up.
· Shortage of employees during the holiday

Especially during the holidays they have a shortage of employees which can lead to profit loss, because they can’t handle the work.

· No insurance for the employees
If something might happen to one of the employees during work, Vitesse isn’t able to take the responsibility that they should.
· They don’t have real employees
Their staffs exists of (former) students, they don’t have any signed contracts with them. This is a disadvantage for the workers (no benefits, insurances, etc.) and for Vitesse (no certainty). 

The HRM in Vitesse is a mess. They don’t have any structure or strategy. With this plan we will show how they can improve it.

Improvements

The first thing to do is to hire reliable employees. The employees (students) that work for Vitesse have to go through the hiring procedures as well. 

We will give them contracts with benefits to make working at Vitesse more attractive. And seeing that the biggest motivation for work is the salary and benefits we will reward their motives. 
Wages:
We pay the employees above the minimum wage, witch is set at € 8.27 from which are taken tax and social security charges.

· The couriers for the Silver line will earn € 9.50 an hour
· The drivers for the Ice Blue line will earn € 12.50 an hour

· The drivers for the Red line will earn € 12.50 an hour

The managers will earn of € 2,250 a month. 

The owners, Francois and Nicole both will earn € 2,750 a month. This is because they do more work and have the biggest responsibility. 

Benefits:

· Insurance
· Pension plan
· From 6 till 9 PM, they will earn 25% extra, a total of 125% of their salary*
· From 9 PM till midnight, they will earn 50% extra, a total of 150% of their salary*
· From midnight till 7 AM, they will earn 100% extra, a total of 200% of their salary*
· Extra bonuses during the Christmas period and vacations (see the budget)
· Certifications from the training which we will provided
* This will be in the second and third year of operations.
Furthermore we will coach the selected employees with the right training and guide them through their working period so that we will have responsible and reliable employees.

6.3.3. Company structure
The new company structure of Vitesse:
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* Francois will be the Logistics Manager.



** Nicole will be the Communications Manager and in charge of the orders.

6.4. Job analysis and Job descriptions
Job Analysis - The amount of people needed for Vitesse.
Sorters:

	Sorters
	
	
	
	

	Month
	Total Sales Per Day
	Sorted Amount per Hour
	Total Sorted Per Day 
	Needed employee

	 
	 
	 
	 
	 

	Jan
	173
	90
	2
	1

	Feb
	385
	90
	4
	2

	Mar
	398
	90
	4
	2

	Apr
	337
	90
	4
	2

	May
	327
	90
	4
	2

	Jun
	326
	90
	4
	2

	Jul
	421
	90
	5
	2

	Aug
	524
	90
	6
	2

	Sep
	384
	90
	4
	2

	Oct
	455
	90
	5
	2

	Nov
	650
	90
	7
	2

	Dec
	1073
	90
	12
	4


At the end of the year we will need 2 sorters we don’t have contracts with them. Because this is only for a few hours a week we will make use of students. For the busier periods in the year we will make hire more temporarily workers who work for the employment agency. 

Silver Line:
· A-Zone:
3 employees
· B-Zone:
3 employees
· C-Zone:
4 employees
We will need 10 employees for the Silver Line, which are 6 full-timers and 4 part-timers.

Ice Blue Line & Red Line:
There are 5 routes. Seeing how each route is deferent from the other I need to make a calculation to see how many employees and vans are needed for each route every month. The calculations you see below are based on the Sales forecast for the first year, for every month, for every route. I have considered the km for the routes, the average driving speed, average delivery time for 1 parcel and the brakes of the employees. 

This is the table for the sales forecast divided by every route

	Total Sales Red&Blue Line
	Working Days each Month


	Total Sales Per Day

100%


	Route A 540km

18.7%


	Route B 870km

30.1%


	Route C 520km

18.0%


	Route D 460km

15.9%


	Route E 500km

17.3%



	 
	 
	 
	 
	 
	 
	 
	 

	4000
	23
	173
	32
	52
	31
	28
	30

	8100
	21
	385
	72
	116
	69
	61
	67

	8360
	21
	398
	74
	120
	72
	63
	69

	7425
	22
	337
	63
	101
	61
	54
	58

	7195
	22
	327
	61
	98
	59
	52
	57

	6850
	21
	326
	61
	98
	59
	52
	56

	9700
	23
	421
	79
	127
	76
	67
	73

	11015
	21
	524
	98
	158
	94
	83
	91

	8450
	22
	384
	72
	116
	69
	61
	66

	10475
	23
	455
	85
	137
	82
	72
	79

	13000
	20
	650
	121
	196
	117
	103
	112

	22550
	21
	1073
	200
	323
	193
	171
	186


Time table per route

	 Route


	KM Per Route


	KM/Hour


	Time Only Driving per minute
	Time for delivering 1 parcel on average 
	Lunch break


	Coffee brake



	 
	 
	 
	 
	 
	 
	 

	Route A
	540
	70
	480
	5
	60
	30

	Route B
	870
	70
	720
	5
	60
	30

	Route C
	520
	70
	420
	5
	60
	30

	Route D
	460
	70
	420
	5
	60
	30

	Route E
	500
	70
	420
	5
	60
	30


Amount of Employees & Vans Per Month For 1 Route

	Month


	Delivery Route A


	Total Working Hours 1 Day icl*.


	Route Hours Minus Total Working Hours 1 Day
	Route Hours Minus Total Working Hours 1 Day
	Total Vans Needed


	Total employees needed



	 
	MIN.
	HOURS
	 
	 
	 
	 
	 

	Jan
	730
	12
	9
	3
	 
	1 for the whole day, 1 for 3 hours
	1 for the whole day, 1 for 3 hours

	Feb
	930
	15,5
	9
	6.5
	 
	2
	2

	Mar
	940
	15,7
	9
	6.7
	 
	2
	2

	Apr
	885
	14,8
	9
	5.8
	 
	2
	2

	May
	875
	14,6
	9
	5.6
	 
	1 for the whole day, 1 for 5,6 hours
	1 for the whole day, 1 for 5.6 hours

	Jun
	875
	14,6
	9
	5.6
	 
	1 for the whole day, 1 for 5,6 hours
	1 for the whole day, 1 for 5.6 hours

	Jul
	965
	16,1
	9
	7.1
	 
	2
	2

	Aug
	1060
	17,7
	9
	8.7
	 
	2
	2

	Sep
	930
	15,5
	9
	6.5
	 
	2
	2

	Oct
	995
	16,6
	9
	7.6
	 
	2
	2

	Nov
	1175
	19,6
	9
	10.6
	1.6
	2 for the whole day, 1 for 1.6 hours
	2 for the whole day, 1 for 1.6 hours

	Dec
	1570
	26,2
	9
	17.2
	8.2
	3
	3


*Incl. brakes 

	Month


	Delivery route B


	Total Working Hours 1 Day icl.*


	Route Hours Minus Total Working Hours 1 Day
	Route Hours Minus Total Working Hours 1 day
	Route Hours Minus Total Working Hours 1 day
	Total Van's Needed


	Total employees needed



	 
	MIN.
	HOURS
	 
	 
	 
	 
	 
	 

	Jan
	1070
	17,8 
	9
	8.8
	 
	 
	2
	2

	Feb
	1390
	23,1 
	9
	14.1
	5.1
	 
	2, for the whole day, 1 for 5 hours
	2, for the whole day, 1 for 5 hours

	Mar
	1410
	23,5 
	9
	14.5
	5.5
	 
	2 for the whole day 1, for 5.5 hours
	2 for the whole day 1, for 5.5 hours

	Apr
	1315
	21,9 
	9
	12.9
	3.9
	 
	2 for the whole day, 1 for 3.9 hours
	2 for the whole day, 1 for 3.9 hours

	May
	1300
	21,7 
	9
	12.7
	3.7
	 
	2 for the whole day, 1 for 3.7 hours
	2 for the whole day, 1 for 3.7 hours

	Jun
	1300
	21,7 
	9
	12.7
	3.7
	 
	2 for the whole day, 1 for 3.7 hours
	2 for the whole day, 1 for 3.7 hours

	Jul
	1445
	24,1 
	9
	15.1
	6.1
	 
	3
	3

	Aug
	1600
	26,7
	9
	17.7
	8.7
	 
	3
	3

	Sep
	1390
	23,2
	9
	14.2
	5.2
	 
	2 for the whole day, 1 for 5.2 hours
	2 for the whole day, 1 for 5.2 hours

	Oct
	1495
	24,9
	9
	15.9
	6.9
	 
	3
	3

	Nov
	1790
	29,8
	9
	20.8
	11.8
	2.8
	3 for the whole day, 1 for 2.8 hours
	3 for the whole day, 1 for 2.8 hours

	Dec
	2515
	41,9
	9
	32.9
	23.9
	5.9
	4
	4


* incl. brakes 
	Month


	Delivery route C


	
	Total Working Hours 1 Day icl.*


	Route Hours Minus Total Working Hours 1 Day
	Route Hours Minus Total Working Hours 1 day
	Total Van's Needed


	Total employees needed



	 
	MIN.
	HOURS
	 
	 
	 
	 
	 

	Jan
	665
	11,1
	9
	2.1
	 
	1 for the whole day, 1 for 2.1 hours
	1 for the whole day, 1 for 2.1 hours

	Feb
	855
	14,3
	9
	5.3
	 
	1 for the whole day, 1 for 5.3 hours
	1 for the whole day, 1 for 5.3 hours

	Mar
	870
	15,5
	9
	6.5
	 
	2
	2

	Apr
	815
	13,6
	9
	4.6
	 
	1 for the whole day, 1 for 4.6 hours
	1 for the whole day, 1 for 4.6 hours

	May
	805
	13,4
	9
	4.4
	 
	1 for the whole day, 1 for 4.4 hours
	1 for the whole day, 1 for 4.4 hours

	Jun
	805
	13,4
	9
	4.4
	 
	1 for the whole day, 1 for 4.4 hours
	1 for the whole day, 1 for 4.4 hours

	Jul
	890
	14,8
	9
	5.8
	 
	2
	2

	Aug
	980
	16,3
	9
	7.3
	 
	2
	2

	Sep
	855
	14,3
	9
	5.3
	 
	1 for the whole day, 1 for 5.3 hours
	1 for the whole day, 1 for 5.3 hours

	Oct
	920
	15,3
	9
	6.3
	 
	2
	2

	Nov
	1095
	18,3
	9
	9.3
	0.3
	2 for the whole day, 1 for 0.3 hours
	2 for the whole day, 1 for 0.3 hours

	Dec
	1475
	24,6
	9
	15
	6
	3
	3


*incl. brakes

	Month


	Delivery Route D


	Total Working Hours 1 Day icl.


	Route Hours Minus Total Working Hours 1 Day
	Route Hours Minus Total Working Hours 1 day
	Total Van's Needed


	Total employees needed



	 
	MIN.
	HOURS
	 
	 
	 
	 
	 

	Jan
	650
	10,1
	9
	1.1
	 
	1 for the whole day, 1 for 1.1 hours
	1 for the whole day, 1 for 1.1 hours

	Feb
	815
	13,6
	9
	4.6
	 
	1 for the whole day, 1 for 4.6 hours
	1 for the whole day, 1 for 4.6 hours

	Mar
	825
	13,8
	9
	4.8
	 
	1 for the whole day, 1 for 4.8 hours
	1 for the whole day, 1 for 4.8 hours

	Apr
	780
	13,0
	9
	4
	 
	1 for the whole day, 1 for 4 hours
	1 for the whole day, 1 for 4 hours

	May
	770
	12,8
	9
	3.8
	 
	 1 for the whole day, 1 for 3.8 hours
	 1 for the whole day, 1 for 3.8 hours

	Jun
	770
	12,8
	9
	2.8
	 
	1 for the whole day, 1 for 2.8 hours
	1 for the whole day, 1 for 2.8 hours

	Jul
	845
	14,1
	9
	5.1
	 
	1 for the whole day, 1 for 5.1 hours
	1 for the whole day, 1 for 5.1 hours

	Aug
	925
	15,4
	9
	6.4
	 
	2
	2

	Sep
	815
	13,6
	9
	4.6
	 
	1 for the whole day, 1 for 4.6 hours
	1 for the whole day, 1 for 4.6 hours

	Oct
	870
	14,5
	9
	5.5
	 
	2
	2

	Nov
	1025
	17,1
	9
	8.1
	 
	2
	2

	Dec
	1365
	22,8
	9
	13.8
	4.8
	2 for the whole day, 1 for 4.8 hours
	2 for the whole day, 1 for 4.8 hours


	Month


	Delivery Route E


	Total Working Hours 1 Day icl.
	Route Hours Minus Total Working Hours 1 Day
	Route Hours Minus Total Working Hours 1 day
	Total Van's Needed


	Total employees needed



	 
	MIN.
	HOURS
	 
	 
	 
	 
	 

	Jan
	660
	11,0
	9
	2
	 
	1 for the whole day, 1 for 2 hours
	1 for the whole day, 1 for 2 hours

	Feb
	845
	14,1
	9
	4.1
	 
	1 for the whole day, 1 for 4.1 hours
	1 for the whole day, 1 for 4.1 hours

	Mar
	855
	14,3
	9
	5.3
	 
	1 for the whole day, 1 for 5.3 hours
	1 for the whole day, 1 for 5.3 hours

	Apr
	800
	13,3
	9
	4.3
	 
	1 for the whole day, 1 for 4.3 hours
	1 for the whole day, 1 for 4.3 hours

	May
	795
	13,3
	9
	4.3
	 
	1 for the whole day, 1 for 4.3 hours
	1 for the whole day, 1 for 4.3 hours

	Jun
	790
	13,2
	9
	4.2
	 
	1 for the whole day, 1 for 4.2 hours
	1 for the whole day, 1 for 4.2 hours

	Jul
	875
	14,6
	9
	5.6
	 
	1 for the whole day, 1 for 5.6 hours
	1 for the whole day, 1 for 5.6 hours

	Aug
	965
	16,1
	9
	7.1
	 
	2
	2

	Sep
	840
	14,0
	9
	5
	 
	1 for the whole day, 1 for 5 hours
	1 for the whole day, 1 for 5 hours

	Oct
	905
	15,1
	9
	6.1
	 
	2
	2

	Nov
	1070
	17,8
	9
	8.8
	 
	2
	2

	Dec
	1440
	24,0
	9
	15
	6
	3
	3


At the end of the first year we need a total of 14 employees, 9 full timers and 5 part timers, with who we will have a contract. For the busier periods we will hire temporarily employees. They will work for the employment agency and we will only make use of them when we need them!  

We also need employees for the following jobs:

· Marketing

· Finance

· Communication

· Logistics

· Human resource
· Sales representatives (One person in the 1st year, and two in the 2nd and 3rd year)

· Administrative worker (who also takes the orders)
· Sorters

Francois will be in charge of the Logistics. Nicole will be responsible for the Communications and she will also do the administrative work.

For the Finance we will hire an accountant who works on freelance base. He will come in once every month or once every three months and will do the books for us. 

Contracts

Full-time fixed term contact - CDD (Contrat à durée déterminée)

This is a full-time contract with a specified length of employment term. The length of the contract will be 9 months with a trial period of 3 months. Either party can elect to terminate the contract.

It can only be renewed for the same period as the initial contract. The maximum permitted length that someone can work under a CDD is 18 months, after which employment must cease or be transferred to a full-time permanent contact - CDI (Contrat à durée indéterminée). 

Part-time contract (Contrat de travail à temps partiel)
Part-time employment is considered to be less than 80% of legal or contractual working hours. A minimum of 60 hours per month are required to qualify for social security benefits.
The length of the contract will be 9 months with a trial period of 3 months. Either party can elect to terminate the contract.
It can only be renewed for the same period as the initial contract. The maximum permitted length that someone can work under a CDD is 18 months, after which employment must cease or be transferred to a permanent contract - CDI 
(Contrat à durée indéterminée). 

Working hours

The legal working hour (Temps de travail) in France is fixed at 35 hours per week. 35 hours are not a compulsory maximum for a week's work, but a reference point for the calculation of overtime as all supplementary hours working must be remunerated. 
We do have to hire a Marketing manager and make use of a consultant company for the Human resource part. 

We need to make job descriptions for the employees for the Silver-, Ice Blue- and Red line as well as for the Marketing manager and the consultants of Human resource. We have decided to make use of a Human resource consultant for the first year. Vitesse needs less than 30 employees for the first year. 
By using a Human resource consultant instead of creating a HR-department we will get the expertise of a HR-manager only when we need it! After the first year as the company will grow we will make room for a real HR-department. 

Job descriptions
Marketing manager
The marketing will work full time. He or she will:

Lead creative development & execution process. Implement marketing programs to support the strategic initiatives. Analyze results continuously and implement enhancements based on findings. Has a strong understanding of Marketing Operations and other different functional groups in the business such as Operations, Risk Management, Collections, Marketing, e-Commerce. Have a good understanding of different aspects of technology such as database architecture, automated reporting, and mainframe, etc. 
Stay abreast with the latest business enablers, technologies and trends. Identify and implement new ideas and solutions that bring tangible benefit to the company.

Job Specifications:

· Develop market and product strategy plans

· Ensure plans are consistent with divisional and functional group objectives and strategies

· Carry out market research (continuous)

· Develop product positioning and define target markets

· Provide marketing and technical information on existing product extensions – technical expert for product family

· Provide competitive analysis, strategy and selling tools

· Assist in new product introduction, literature and advertising

· Provide pricing strategy consistent with contribution objectives

· Look for new applications and markets

· Coordinate product training for marketing, sales & technical support, supply training manuals

· Assist in coordinating sales and service training on new products

· Define product features and specifications

· Provide market requirements and product plans

· Responsible for all product changes

· Schedule and prioritize product enhancements

· Propose and establish objectives for functional change and value improvement
· Develop market and product strategy plans

· Ensure plans are consistent with divisional and functional group objectives and strategies

· Carry out market research (continuous)

· Develop product positioning and define target markets

· Provide marketing and technical information on existing product extensions - technical expert for product family 

· Provide competitive analysis, strategy and selling tools

· Assist in new product introduction, literature and advertising

· Provide pricing strategy consistent with contribution objectives

· Look for new applications and markets

· Coordinate product training for marketing, sales & technical support, supply training manuals

· Assist in coordinating sales and service training on new products

· Define product features and specifications

· Provide market requirements and product plans

· Responsible for all product changes

· Schedule and prioritize product enhancements
· Propose and establish objectives for functional change and value improvement

Job Requirements:

· Process/Project management skills

· Experience managing development teams

· Marketing communications experience and writing ability

· Presentation skills and ability to interface and work directly with prospects, customers sales representatives and customer service 

· Knowledge of the transportation industry

· Marketing experience (2 yrs. minimum) including research, product positioning and management of the marketing mix 

· Knowledge of sales process

· Problem solving ability and analytical business skills
· Bachelors degree in Marketing
Human resource consultant
The HR Consultant will work free lance. He or she will only work for us when we need it. But we will have a contract with him or her. 

Job Specifications:

Assistance with:
· Recruiting

· Selection

· Job descriptions

· Salary 

· Training

· Retention 

· Performance evaluations 

· Discipline and terminations

· Perform all duties while adhering to employment laws

· Determine and execute creative/effective recruiting techniques

· Determine top candidates to interview, develop interview questions, conduct extensive interviews, prepare written candidate reports, and conduct reference checks

· Keep owners posted throughout process as often as requested or needed

· Provide advice regarding employee counseling/terminations

· Provide one-on-one executive coaching to managers

· Provide advice concerning organizational charts
Job Requirements:

· Minimum five years human resources experience. 

· Demonstrated HR experience with significant in-depth HR knowledge including, but not limited to: staffing, employee relations, employee development and compensation.

· Technical mastery of employment laws/regulations.

· Proven skills successfully managing conflict and employee relations.

· Ability to think strategically and navigate through ambiguous situation.

· Ability to successfully manage projects of small and large magnitude.

· Exceptional verbal and written communication skills.

· Bachelor's degree in Human Resources
Sales representatives
The sales representative will also work full time. 

Job Specifications:

·  Identifying sales opportunities

·  Revenue growth

·  Telephone customer interface

· Effectively communicate product offerings and market information to customers

· Meet and exceed volume goals

· Expand client-base
· Maintain customer relations
Job Requirements:

·  Effective communication skills
·  Strong customer service skills
·  Attention to detail and accuracy
·  Ability to multi-task
·  Team oriented
·  Decision making skills
·  Problem solving and analytical skills
·  Growth and sales oriented
Finance consultant
The Finance consultant will be working free lance. He will only work when its needed. Whoever he too will have a contract with us.  He or she will  prepare financial reports and analyze financial information to determine or maintain record of assets, liabilities, profit and loss or other financial activities within the company.
Job Specifications:.
·  Preparation of the annual budget and monthly outlooks

·  Prepares a monthly review of operating results compared to budget and the latest forecast

·  Analyze operations, trends, costs, revenues, financial commitments, and obligations

·  Establish and maintain a chart of accounts and assign entries to proper accounts

·  Develop, implement, modify and document recordkeeping and accounting systems while making use of current computer technology

·  Review collection reports to determine the status of collections and the amounts of outstanding balances

·  Prepare financial and regulatory reports in adherence to all laws and regulations

Job Requirements:

·  Bachelor’s Degree in Accounting or Finance

·  At least 5 years of experience in Accounting or Finance

·  Experience in financial services and management consulting
·  Excellent analytical skills
·  Ability to work quickly and handle requests

·  Ability to prioritize many different requests and handle changing priorities

·  Very organized and attentive to detail

·  Detail orientation and good communication and interpersonal skills
Silver line employees

Job Specifications:

Picking up and delivering packages, file’s, etc. from clients on bikes through Paris.
Job Requirements:

· Being reliable and responsible

· Having good cycling skills

· Having a proactive attitude

· Being a team player

· Having good communicative skills

· Being able to follow verbal and written directions

· Having a analytical capacity

· Flexibility 

· High school diploma required
Ice Blue line & Red line employees

Job Specifications:

· Picking up and delivering packages, file’s, etc. from clients in Paris and delivering them through out Paris 

· Working on two services, 24 hours delivery and 48 hours delivery by making use of company vehicles 

Job Requirements:

· Being reliable and responsible

· Having a valid drivers license

· Good driving record is required

· Being able to follow verbal and written directions

· Having a analytical capacity

· Having a proactive attitude

· Being a team player

· Having good communicative skills

· Flexibility 

· High school diploma required
6.5. Recruitment and Selection
Recruitment

The best way for recruiting new employees is to work with employment agencies. This would take a lot of time out of our hands. We would not have to read every CV, give the chosen candidates notice, plan the interviews, making selections for the interviews, etc. 

Some benefits are:

· They will select the appropriate CV’s

· Vitesse continues the interview with the best applicants
· They will handle all the administration for the fitting CV and for the ones that don’t fit
However this comes with a price tag on it. The cost for using an employment agency is around €500.- per person.
Selection

This can be considered as the most important part of hiring new employees. It is very expensive to hire and fire employees, but more importantly if you would not hire the right person for the job it could cost you a lot of money.

The employment agencies only make the selection based on the CV’s. Most agencies do have a pre-interview with the candidates and then they will pass their selected candidates on to us.

After this process the selecting part begins. It is wise to have interviews with the owner(s) of the company and the HR consultant, so they also learn and be involved specially in the beginning. The consultant has a great expertise in interviewing the candidates. By using the proper interviewing techniques he or she can also ‘force’ the candidates to show their best abilities and also have a quick preview of how they will handle their selves when there is pressure.

For the selection of the Marketing manager we will ask the agency to send us the 3 best candidates. For, finance the best 3. for the sales representative the best 2. For the Silver line the best 14 candidates and for the Ice Blue line and Red line the best 18 candidates. This would mean that we will have to begin with 40 interviews. We would hold the interviews in a maximum time of two working weeks. We would have the consultant present at all the interviews. Their fee is € 600,- per day per person. The total will amount to € 24,000,- . 
6.6. Training
After screening and selecting the new employees the company needs to orient and train them into their new jobs. The orienting part provides the employees with the background of Vitesse and short introduction of the benefits, policies, organization and operation, and safety measures and regulations. They will receive a handbook with all the specific information.

Training refers to the methods used to give employees the skills the need to perform high at their jobs. With the help of the HR consultant we will not only train their decision making, communication and team building skills, but more importantly we will make them responsible for their own performances and guide them when things aren’t going well for them. This is a very important part of our training. With this method we will not get them out of an unpleasant situation but let them do it their selves by only guiding them. With this way they will learn a lot more, get more involved in the company and learn that they are the key issue for the success of Vitesse. They will be more responsible and reliable. 
The training will take about 2 days. As mentioned before the fee for the HR consultant is € 600.- per day per person. The training is for the deliverers. That means that the total fee will amount to € 15,600.00.   

There will also be evaluations during the contract period, one after 8 weeks and the other before the contract ends. The HR consultant is responsible for leading these sessions. 

6.7. Strategic issues
XXX

6.8. Ongoing Human Resource issues
It is very important that we realize, and don’t forget the ongoing HR-Issues that are happening in the current situation. The ongoing issues are the issues regarding to recruiting, payments, planning, etc. If Vitesse would ignore these issues they might escalate and the company won’t improve in their HRM. 

We should be realistic and understand that François and Nicole can’t do everything their selves. The best way to go is to make use of the consultant company who is specialized in HR-issues. In this way François and Nicole can concentrate on the ongoing issues so that they won’t escalate and the consultant company can concentrate on HR-issues mentioned in the previous parts, while keeping François and Nicole involved. So that they do understand what is going on and also can learn from it for the future.
Francois and Nicole have to make a decision to see who of the current employees has the capacity to stay and who has to leave. The ones that they ‘choose’ have to go through the interview and training ass well. Seeing how we need employees who have to be committed to Vitesse, a lot of the selected current employee won’t be able do work because they are students. But they should be given the chance to apply for the jobs. 

we also think that it is very important to keep the current employees ( the ones that will continue  working for us) involved. This by letting them know what is happening with the company, why this is happening, provide them with the opportunity to attend meetings and sharing their ideas. This will feel them committed to the company. The commitment from our employees is the eventually the key in what makes us successful as a company.

This is very expensive but it also provides Vitesse with great use of knowledge of the consultant. And they will only need to make use of them when needed, because their work is based on freelance basis. 
6.9. Company culture
XXX

6.10. Human Resource budget

	Silver Line Employees
	
	
	

	Full-Timers 
	Loan incl.
	Working Hours a Week
	Total

	6
	€ 9,50 
	35
	€1.995,00 

	Part-Timers
	 
	 
	 

	4
	€ 9,50 
	24
	€ 912,00 


Earnings per month.

	Red & Blue Line Employees
	
	

	Month
	Full-Timers
	Loan incl.
	Working Hours a Week
	Total

	 
	 
	 
	 
	 

	Jan
	3
	€ 12,50 
	35
	€ 1.312,50 

	Feb
	3
	€ 12,50 
	35
	€ 1.312,50 

	Mar
	4
	€ 12,50 
	35
	€ 1.750,00 

	Apr
	4
	€ 12,50 
	35
	€ 1.750,00 

	May
	4
	€ 12,50 
	35
	€ 1.750,00 

	Jun
	4
	€ 12,50 
	35
	€ 1.750,00 

	Jul
	5
	€ 12,50 
	35
	€ 2.187,50 

	Aug
	5
	€ 12,50 
	35
	€ 2.187,50 

	Sep
	5
	€ 12,50 
	35
	€ 2.187,50 

	Oct
	5
	€ 12,50 
	35
	€ 2.187,50 

	Nov
	6
	€ 12,50 
	35
	€ 2.625,00 

	Dec
	7
	€ 12,50 
	35
	€ 3.062,50 


Earnings per month.

	Month
	Part-Timers
	Loan incl.
	Working Hours a Week
	Total

	 
	 
	 
	 
	 

	Jan
	4
	€ 12,50 
	24
	€ 1.200,00 

	Feb
	5
	€ 12,50 
	24
	€ 1.500,00 

	Mar
	6
	€ 12,50 
	24
	€ 1.800,00 

	Apr
	6
	€ 12,50 
	24
	€ 1.800,00 

	May
	6
	€ 12,50 
	24
	€ 1.800,00 

	Jun
	6
	€ 12,50 
	24
	€ 1.800,00 

	Jul
	6
	€ 12,50 
	24
	€ 1.800,00 

	Aug
	6
	€ 12,50 
	24
	€ 1.800,00 

	Sep
	6
	€ 12,50 
	24
	€ 1.800,00 

	Oct
	6
	€ 12,50 
	24
	€ 1.800,00 

	Nov
	7
	€ 12,50 
	24
	€ 2.100,00 

	Dec
	9
	€ 12,50 
	24
	€ 2.700,00 


Earnings per month.

	Sorters
	
	
	
	
	
	
	

	Month
	Total Sales Per Day
	Sorted Amount per Hour
	Total Sorted Per Day 
	Needed employee
	Loan incl.
	Workong Hours a Week
	Total Loan per Week

	 
	 
	 
	 
	 
	 
	 
	 

	Jan
	173
	90
	2
	1
	€ 8 
	10
	€ 80 

	Feb
	385
	90
	4
	2
	€ 8 
	20
	€ 320 

	Mar
	398
	90
	4
	2
	€ 8 
	20
	€ 320 

	Apr
	337
	90
	4
	2
	€ 8 
	20
	€ 320 

	May
	327
	90
	4
	2
	€ 8 
	20
	€ 320 

	Jun
	326
	90
	4
	2
	€ 8 
	20
	€ 320 

	Jul
	421
	90
	5
	2
	€ 8 
	25
	€ 400 

	Aug
	524
	90
	6
	2
	€ 8 
	30
	€ 480 

	Sep
	384
	90
	4
	2
	€ 8 
	20
	€ 320 

	Oct
	455
	90
	5
	2
	€ 8 
	25
	€ 400 

	Nov
	650
	90
	7
	2
	€ 8 
	35
	€ 560 

	Dec
	1073
	90
	12
	4
	€ 8 
	60
	€ 1.920 


Earnigs per week. The sorters don´t have contracts o no benefits. They do get the Christmas Bonus 

	Communication & Adminstrative (Nicole)
	€ 2.750 


Earnings per month.

	Logistics Manager (Francois)
	€ 2.750 


Earnings per month.

	Marketing Manager
	€ 2.250 


Earnings per month.

	Logistics Manager (Francois)
	€ 2.750 


Earnings per month.

	HR-Consultant
	

	Interviews HR consultant
	€ 600 

	Training HR consultant
	€ 1.200 

	Contracts by HR consultant
	€ 600 

	Evaluations by HR consultant
	€ 1.200 

	Total
	€ 3.600 


These are the costs for the HR Consultant for 1 employee

We have 23 employees witch will be hired with the help op the HR Consultant. 

So that means:   total:

	23
	3600
	82800


We have interviews with 40 candidates. So we have to pay the Consultant 

Another € 600,- for the 17 candidates who we did not hire! 

	17
	600
	10200


	Employment Agency
	€ 500 


This for 1 employee, we will use the agency to hire all our employees

So:

	33
	500
	16500


This is for the whole year!

	Finance Manager 
	€ 250 




Earnings per month.

	Christmas Bonus
	

	Communication & Adminstrative (Nicole)
	€ 250 

	Logistics Manager (Francois)
	€ 250 

	Marketing Manager
	€ 250 

	HR-Consultant
	€ 250 

	Finance Manager
	€ 250 

	Sales Representative
	€ 250 

	Red & Blue Line Employees ( * 11)
	€ 1.650 

	Silver Line Employees ( * 9)
	€ 1.350 

	Sorters ( * 2)
	€ 300 

	Total 
	€ 4.800 


	Insurance (anual)
	

	Liability insurance 
	€ 2.400 

	Sick leave 
	€ 30.000 


For the whole year!




Depot Paris


F. Avoyelles & N. Laurent





Depot Rouen


Depot holder:


J. Blesez





10 commuting students





Depot Blois


Depot holder:


A. Veloiz





3 commuting students





Depot Orleans


Depot holder:


G. Boilliez





7 commuting students





Depot Reims


Depot holder:


K. Villinge





8 commuting students 








3 Cyclists


for delivering in Paris





F. Avoyelles* &


N. Laurent**








Silver Line employees








Ice Blue Line employees








Red Line employees








Marketing Manager








HR Consultant








Finance Consultant





Sales  Representative 








Sorters











