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Part 1
Work schedule
	Time
	Mon
	Tue
	Wed
	Thurs
	Fri
	Sat
	Sun

	12 am to 7 am
	Employee no 1 - 5
	Employee no 6 – 9 and 22
	Employee no.10 -13
	Employee no.14-17
	Employee no.18-22 and 24
	Employee no 14-17 and 22
	Employee no 10-13 and 23

	8 am to 3 pm
	Employee no 18-21
	Employee no 14-17
	Employee no 10-13
	Employee no 6-9 and 23
	Employee no1-5
	Employee no 18-23 
	Employee no 6-9 and 24

	4pm-11pm
	Employee no 14-17
	Employee no 10-13 and 24
	Employee no 1-5
	Employee no 6-9
	Employee no 18-22
	Employee no 1-5 and 23
	Employee no 22,24 and 6-9



Part 3
Job Description
Core Investors Inc is looking for aggressive, disciplined, and qualified individuals to fill in an accountant's positions. 
Job title: Accountant position
Responsibilities
Manage and document all financial transactions with compliance with financial policies and regulations.
Analyze and compile account information to prepare capital accounts, asset, and liability entries.
Prepare budget forecasts
Ensure timely preparation and publication of financial statements.
Determine the financial health and liquidity of the company and advice the management accordingly. 
Support confidentiality and integrity of financial data.
Ensure timely bank payments, computation of taxes, and preparation of the company's tax returns.
Plan and assign work to staff in the finance department.
Coordinate with other departments for the success of the company.
Requirements
Degree in Accounting or Finance or any other business-related field
Computer literacy with excellent skills in M.S. Excel
Work experience as an account of at least five years.
Professional certification will be an added advantage.
Recruitment plan
Salary Expectation
Our company will offer a competitive salary for you. The average salary for an accountant is $ 20000 monthly. This is especially for entry-level roles. The working schedule is flexible hence easy to adapt and cope up with easily. The company also offers on the job training for career advancements. 

Part 4 Warning Letters
Verbal Warning
Core Investors
004353- 4th street 
California
September 24, 2020 

Dear Stephen
004353- 4th street 
California

This letter confirms that you have been given a verbal warning following the misconduct in the office on September 13, 2020. The act of being rude to your supervisor upon asking for clarification of certain details concerning an invoice that you had cashed regarding the supply of office stationery is unacceptable. The misconduct is not only against company policies but also against the state labor policies. Therefore, the act is highly discouraged in our company. 
In case you do not improve and refrain from such conduct in the next three months, the management will not hesitate to take further disciplinary measures, including a written warning.
In case you have any queries or concerns regarding the letter, you can freely contact me through corehumanresource@gmail.com.
Regards
Joe Roy
Human Resource Manager
Written Reprimand
Joe Roy
004353- 4th street 
California
September 24, 2020 
Subject:  Reprimand for performance 
Dear Mr. Stephen
It has been noted with a lot of concern that your daily duties' performance has deteriorated for a while now. The results and the quality of your last two months' tasks have not been up to the required standards. In case you are facing any challenges, do not hesitate to air out to any of them through my office.
However, I hope that you take keen consideration of the quality of your work for better performance in the near future.
Regards
Joe Roy
HRM
Suspension Letter
Joe Roy 
Core Investors
975445-086 
California
September 24, 2020

Stephen Jay
975445-086 
California

Dear Stephen
It is my sincere hope that your week is going on well. 
I have worked with you for close to two years now, and I acknowledge your commitment to delivering. However, concerning the regular appraisal done in the company, there is no reflection of your commitment. You can bear me witness that I have, on several occasions, warned you of the low performance in carrying out your tasks. Despite my efforts to advise you on improving the performance, no improvement has been noted. According to the recent KPIs, you are yet to meeting any of the assigned targets. Additionally, you have not reported any cases of challenges that you might have encountered while carrying out your daily tasks. 
In regard to the continued poor performance, the management, therefore, suspends you from the position of assistant sales manager for a period of 100 working days. Within those days, you will work as a junior salesperson where you can revise your commitment.
Sincerely
Joe Roy
HRM
c.c: Sales Manager
Letter of Dismissal
Joe Roy
Core Investors
123 B.S. Street
N.Y. 345475
September 24, 2020
M.s Margaret Smith
434545 Street Cliff
NJ 08764
Dear M. Smith
This letter is a confirmation of your dismissal from Core Investors Inc. as a result of fraudulent practices. 
The management has confirmed your dismissal after keen consideration from various investigations by the management and the auditor general’s reports. Despite the various warnings from the management to avoid any unscrupulous activities while carrying out the company’s activities, you seem to have heeded to none of them. You have received various warnings that stated form verbal warning to written ones, but you have continued with the misconduct for a long. As a consequence, therefore, the dismissal has come following the recent audit reports, which clearly showed that you have, on several occasions, been involved in fraudulent practices. 
Upon your dismissal, you will receive the letter on the benefits accrued through your mail. You can preferably organize with your supervisor on how to collect any salary dues. Please clear with your supervisor with immediate effect and return any company-owned items for processing of your dues. 
Regrettably,
Joe Roy
Human Resource Manager
Dismissal Letter
Core Investors
123 B.S. Street
N.Y. 345475
Dear Bruit
I regret to inform you that due to various challenges that have arisen due to the Covid-19 pandemic, the company has found it necessary to reduce the labor workforce due to hard economic times. However, the action is temporary, and in due course, the operations will resume after the economic crisis ends.
Therefore, effective April 5, you will be among those who will be laid off. However, we shall communicate the dates for resumption as we get to see how the pandemic will be handled globally. Upon layoff, you are entitled to some benefits, including 20% salary, 50% house allowance, and health insurance payments.  
Thanks for your continued support of the company. Please liaise with your departmental heads to know how you will be receiving your benefits.
Sincerely,
Joe Roy
Human Resource Manager
