Assignment 2: Providing Data for a Benchmark Survey

Objectives: At the completion of this assignment, you will be able to: 

1. Apply advanced functionality of Microsoft Excel (v-lookup, pivot tables, etc) to combine data and produce reports required to respond to benchmark salary surveys.  
2. Complete a job-matching table in the course of completing a salary benchmark survey.  

Instructions: Review the web-based tutorial called “Assignment 3 Walkthrough;” this tutorial will provide instruction for the primary tasks required for the completion of the assignment. 

Similar to ASSGN 1, your values may be different than the values that are shown in the tutorial. 

Following the tutorial, access the files for the assignment. These files include: 

1. One excel file called “Job Data Exercise,” which includes several worksheets of data reflecting compensation data from your company.  You can use your file from Assignment 1 as a starting point, but additional vlookups are necessary for this Assignment.
2. One excel file called “Benchmarking Survey,” which include 2 worksheets (one with job descriptions, the other with the benchmark survey) representing a third-party survey to which you will be responding with your company data (which will be pulled from the “Job Data Exercise” file).  
3. One file folder consisting of approximately 35 job descriptions in pdf format; these represent job description in your company.  

Using these three file sets, you will need to complete “Benchmarking Survey” file using the combined data from difference sources. Steps include: 

1. Building off of Assignment 1, combine the worksheets from the “Job Data Exercise” file, such that all data points per individual are included on a single worksheet. You can start with the spreadsheet from Assignment 1, but Bonus information needs to be added.
2. Job Matching: Using the job descriptions provided in the JD file folder and the worksheet labeled “Job Descriptions” in the “Benchmarking Survey” file, identify “job matches” based on basic duties and qualifications (experience and education). Input the “matched title for your company” in column C (Company Title Match) in the worksheet labeled “Salary Benchmark Survey.” 
3. Create a pivot table in the “Job Data Exercise” file to report the remaining information requested in the survey (# of incumbents, avg salary, bonus count and average bonus amount).  (See VIDEO tutorial for an example)
4. Using the data summarized in the pivot table, complete the “Benchmark survey” worksheets 
[bookmark: _GoBack](ONLY report survey data for as many ENGINEERING and ARCHITECT job families. You don’t have to report the other positions).  

Deliverables: To earn full credit, you will need to post the following in the assignment drop box. 

1. The excel filed called “Job Data Exercise,” with your additional work showing. I want to see the spreadsheet with combined data AND the worksheet with the pivot table.  

2. The excel file called “Benchmarking Survey,” with the survey portion completed with information from the “job data exercise” file.
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