Human Resources

Human resources administration refers to a broad range of specialized functions associated to the individual in the workplace. These functions consist of, but are not restricted to: 
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 Employee Training 
 Recruitment, Interviewing, and Selection
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 Labor Relations 
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 Performance Appraisal
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 Wage and Salary Administration 
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 Job Analysis
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 Benefits Administration 
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 Employee Testing and Assessment
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 Affirmative Action 
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 Equal Employment Opportunity
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 Occupational Health and Safety 
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 Employee Motivation
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 Employee Career Development 
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 Organizational Development
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 Employee Assistance Programs 
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 Personnel Records Management
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 Human Resources Information Systems 
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 Quality of Work Life

Employee Training: At digital dreams all employees are provided with the core level knowledge needed to understand the product’s being sold, and proper customer service skills. Skills such as proper greetings, knowing how to assist a customer and in what manner the customers questions should be answered. Also during the employee training each employee is tough proper way’s of working to reduce stress, and injuries in the work place.
Recruitment, Interviewing, and Selection: Interview new recruitments and choose the most qualified ones for a second interview.
Performance Appraisal: Review the performance of the employees on a monthly basis and gave them feed back on what areas they can improve on and which area’s they pose strengths.
Job Analysis: Is the process to identify and determine in great detail the particular job duties and requirements along with the relative importance of these duties for a given job. Job Analysis is a process where judgments are made about data collected on a job.

Benefits Administration: Is responsible, university-wide, for managing and providing competitive health insurance, wellness, and retirement/pension benefits programs and support systems for faculty and staff, maintaining compliance with federal and state statutes, and maintaining effective communication with faculty and staff about benefits.

Employee Testing and Assessment: Each employee at Digital Dreams is evaluated regularly to make sure that they provide the level of customer service and productive that is expected from them.

Affirmative Action: A method of redressing discrimination that had persisted in spite of civil rights laws and constitutional guarantees.


Equal Employment Opportunity: One of the duties that the HR is responsible at Digital Dream’s is to ensure that all and each employee is treated equally and there is no unlawful discrimination or harassment with in the work place.
Occupational Health and Safety: Required joint worker-management occupational health committees to be actively involved in identifying and resolving health and safety concerns and enshrined and protected workers’ fundamental rights at Digital Dreams.

Employee Motivation: Is the process of encouraging employees to work harder and more productive, at Digital Dream’s we offer many incentives and rewards such as pay increase, ticket’s to special events.

Employee Assistance Programs: The Employee Assistance Program at Digital Dream’s addresses employee problems by recognizing that the health and well being of the worker can be impacted both by factors in and beyond the work place. Stress, marital conflict, family problems, alcohol, drugs, financial and legal problems can all directly negatively impact a worker. The goal of an Employee Assistance Program at Digital Dream’s is to confidentially and properly assist persons whose personal problems may be affecting their job performance and on the job safety.  Counseling for staff is available through the EAP for both the victim and any others within the Digital Dream community affected by a violent or traumatic incident.
Personnel Records Management: Digital Dream’s acknowledges that information is critical to making good decisions, so we keep track of employee history to give us an insight as to what we can expect within the future.


Quality of Work Life: The purpose of this policy is to set forth Digital Dream's desire to create and maintain an atmosphere free from disruptive, threatening, and violent behavior. Digital Dream employees will not tolerate inappropriate or intimidating behavior within the work place
Productivity:

The productivity at Digital Dream’s slowly and staidly increased each quarter. This increase is the works of the Human Resources department which implemented many incentive programs which kept employee’s motivated and encouraged to continue to work hard. Many other factors such as the quality of life, and employee empowerment also played a strong part in this growth of productivity.
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Wages & Salary:

Each quarter more and more recruits were needed to keep up with the growing demand for DVD’s from our company there for more and more employees where hired the increase the workforce each quarter to meet these demands.

	WAGE AND SALARY PLAN FORM
	
	
	

	
	
	
	Year 5
	
	
	Year

	
	
	Qtr. 1
	Qtr. 2
	Qtr. 3
	Qtr. 4
	Total

	1
	Sales Salary ($)
	1990
	2000
	2100
	2400
	8490

	2
	Sales Training ($1000)
	1200
	1500
	1700
	1900
	6300

	3
	Production Wage Rate ($/hr.)
	9.5
	10.5
	11.5
	13
	44.5

	4
	Production Training ($1000)
	2000
	2100
	2150
	2200
	8450

	5
	Profit Sharing (%)
	2.4
	2.45
	2.5
	3
	10.35


