Compliance of Daily Work for each team
Work Performance Standards and Compliance

Following conditions to be included daily work sheet to HR team 
(With KPI : Key Performance Indicators)
	No.
	Team name(Category)
	Job Standard every day

	1
	HR
(KPI  : OJT, Recruitment in couple of days, Incentive release)
	1. Following the timeline for the recruitment
(For example, 1 marketer, 1 sales manager, 1 communication manager in 3-4 days in Rozee.pk)

2. Check the timeline and record the interview to negotiate the Salary according to career history and skills

3. OJT process and testing with Online Exam tool
(set up the test with scoring = LMS:Learning Management System) : over 90/100 = Pass, under 89/100 = Fail

How to make the Online exam

1) Collect the conversation history with Communication team
(File : Screenshot + Text copy)

(a) Communication Team asks each team manager to collect conversation screenshots and text.
(b) update on each team’s OJT [Conversation Example] sheet with URL.

Using this conversation, 

4. Let New candidate and employee doing the shadowing work according to policy

(for 5 days courses with Practice in client chat room)

5. (Optional) Notification for the incentive and Profit Sharing. 

6. (In case of developers) Code testing for new employee (Developers team)

If you don’t get any response from each manager, request that manager a couple of times. Otherwise we will give them a caution to help each manager to prevent the absence of a manager.

	2
	Communication Team
(KPI : Documentation, Contract follow up)
	1.OJT(On The Job Training) Documentation related with company

2.Job Performance Tracking with Project Sheet (due time sheet) 

3.Collection of Clients Credentials and Requirements
Collect the ID,PW from the client. (if you don’t have, you can request to PM for each project of HR team)

4.Law Compliance, Contract(Order, NDA, MOU and etc) Management in 1 day

Reference : All the contact sheets from HR team

If you don’t get any response from each manager, request that manager a couple of times. Otherwise we will give them a caution to help each manager to prevent the absence of a manager.

	3
	PM (Developers team)
(KPI  : (1) Finish the project earlier before the due date, (2) communicate each team for the solution and connect each info)
	1. Due Date and Time management for each task

2. Modification reflection from the client or teammate in 2-3 of hours or 1 day days with publishers

3. Service test(Qualification with QAQC) 

4. Make sure the ID,PW for AWS or any other servers with Communication team and prepare the guideline to launch (Server setting - Publishing editing - github upload - Time management sheet checklist) whole process systemically.

	4
	Designer
(KPI : (1) Bring the people or users as much as we can let the people purchase. (2) Think from userside to let them purchase our service to change their click to purchase)
	1. Create specific contents in 1 day > using canva.com or any others, they can create the contents in 20-30 mins to do advertisement

2. PC, Mobile modification responsively

3. Making the website using Wordpress or any other website drag and drop development tool(CMS)

4.Marketing design concept discussion with client and get the confirmation with team and make a result in couple of hours (Conclusion)

	5
	Marketers
(KPI : (1) Send a lot of info to client(Corp. More than 1,000 per day) and (2) users (100,000 per day). Expose our info as much as we can

Change the click to payment related with ROAS and ROI
	1. Manager for the SEO with contents releasing using each social media

2. (Optional) Registration to IDO(Initial Dex Offering, Launch pad) 

3. Create Idea for raising the fund + Fundraising cooperation (Conclusion)

4. Post to each client’s website and social media

	6
	Sales (Communication for Client or Future Clients)
(KPI : Send the Auto DM and Message as much as we can automatically. Control automatic marketing)

With Zapier-ChatGPT auto marketing contents creation
	1. Check the DM and getting the response from the client

2. Calculate Orders and Meeting requests

3. Arrange the meeting and do the consultation using QnA , and pass to PM to designate (Daily 1-2 Posting for each project, if manager 7 projects, they have to post 7-14 posting per day with chat GPT and zapier.com)

4. Linkedin, Instagram, Discord, Telegram, Twitter Communication and release the contents 

5. Release the contents and manage the number of contents with URL sheet 



You don’t have to worry about job or task, just read and follow up 1 of each, you can definitely follow up and make a document or result at the end of the point finally. We dont have to expect specific stuff at once. We just do step by step, one of each.

	🚨[Firing process : ASAP in case of followings]

	1. No Responding
2. Responding but no performance
3. Performance standard at least 
4. Replying take more than 10 mins + No responding to call (Telegram call)




So far, most of our team mate grow together with high performances. So to let you be  our teammate and specialist successfully, we guarantee to collaborate as much as we can with the responsibility 

We trust you and beside you always.

