TASK 2

Phillip Markham is run in different functional areas. Each area is used to take part in a certain type of work. The work varies in each functional area

FINANCE - finance department takes part in the money side of Phillip Markham. They’re the staff that make sure that the company receive the money that is owed, pay their bills and the staff receives the correct money. They make sure each apartment don’t spend more than they are allocated.

Finance also prepare all the accounts each year so that they also comply with the Inland Revenue. They complete VAT returns, which they send tp HM Customs, and Excise.

Jobs include:
MARKET AND SALES – The function of the department include market research, advertising and promotions, public relations, sales at home and abroad, sales documentation, trade fairs, customer records and customer liaison.

Market research, advertising and public relations may all be bought in services using specialist firms. In the beginning, people made things and then sold them. Nowadays the business tries to find out what people want, then make it. People involved in marketing invariably refer to a mnemonic – the four P’s.

There are usually defined as:

· Product

· Price

· Place

· Promotion

Jobs include:

· Marketing manager

· Sales manager – Home ales

· Export manager

· Advertising manager

· Market researchers

· Public relations officer

· Sales coordinator

· Sales Representatives

· Order Clerks

· Telephone Sales staff

ADMINISTRATION- No organisation can operate effectively without an efficient administration system. In larger organisations this will comprise an administration department whose job is to provide back up for all the other departments and functions of the organisation.

Jobs include:

· Typing and secretarial services

· Desktop publishing

· Photocopying

· Design and production of forms

· Reception and telephone

· Post room

HUMAN RESOURCES – Human resources is concerned with the employees, who work with organization. They help get employees money, equipment, buildings, and materials. Mainly, they keep the employees happy.
Jobs include:
· The recruitment, retention and dismissal of staff

· Training and promoting staff

· The monitoring and maintenance of good working conditions

· Health and safety

· Liaison with employee organizations and trade unions

