Simulated Workplace Scenario

You are a Project Officer at Global Star Enterprises (GSE) based in the NSW office reporting to Ashok Tadulker.
In the office, GSE has a pool of audio visual equipment, laptops, meeting rooms and cars that staff are able to book for their use.
At the moment the booking system is too informal and lacks structure. The audio visual equipment and laptops are stored with the IT department who have no system of booking or tracking to identify who has the equipment.  If it is there when you ask for it, then you can have it.
Six (6) different rooms are available for meetings and training and are booked through the administration team using Microsoft Outlook Calendar.  Whilst this calendar works well, the problem is that the calendar is only shared with the administration staff.  This means that administration staff receive many calls asking them to book the rooms for staff.
The five (5) company cars are booked by writing your name in a book in pencil, so car bookings can be changed to be more flexible.  It has been known to happen, however, that if no car is available, that a member of staff has simply erased the current booking to make their own, therefore overriding the previous person’s booking.
It also should be mentioned that no formal written procedures are in place for the booking system. In summary, this lack of systems and set procedures has caused a lot of frustration within the organisation.
Your manager Ashok Tadulker has asked you to plan and review a new administrative system that will manage bookings for the above mentioned areas for all staff at GSE in the NSW office.  All mobile staff have been equipped with a company smartphone and all sales persons have an iPad.

Question 1
You are to research and present an idea to your manager that describes an opportunity to implement a new booking system within the organisation.
You are to write a business proposal that describes the following information: 
· Definition of the problem your administration team/organisation is facing
· The vision of what a new system could provide
· The features and benefits and performance you expect from the new/revised system
· Changes to current processes to enable the introduction of the new system
· Selection criteria for the vendor/system choice
· A budget estimate to introduce the new/revised system
Question 2
You are to research your options for a new administrative system to address the needs and issues faced within the organisation and make a choice based on your selection criteria. Based on your selection, you must conduct a SWOT analysis, using the GSE SWOT Analysis Template for the option you have decided.
Question 3
Research the legislation and organisational policies and procedures you need to consider when selecting and implementing your new/revised administration system.  Write a 500- word report for management outlining your findings and why these forms of legislation and organisational policies and procedures need to be considered when selecting and implementing a new/revised administration system

