Employee  Job itle: Reports to: Job Responsivilty (Description of job) 1stPerformance  2nd Performance  3rd Performance  4th Performance 5th Performance  Employee is
Name:

Objective Objective Objective Objective Objective aware of and
agrees with job
descriptions

9120/2023 9:24:06 Carson  Didasko Lead Cameronand  Lead the team in ensuring we get feedback from the customers, meet with the departments of our team, keep the team updated on planned and actual budgets, communicate with the TAs and professors about what the team is doing, and ensure the team is meeting their goas Get 50% of the total Have a meeting  Update the team on Communicates with  Ensure the team s Yes
Kirby cc salestofilouta  each week withthe the plannedvs. the Professorsand  meeting team goals
feedback form. leads of the actualbudgets  TAsweeklyonthe  and objectives.
company to state of the company.
discuss team
responsbiltes.
9120/2023 9:52:20 Lydia Boyer Proclaim the Name: Everlasting ~ Cameron and  Lead the team in ensuring they are meefing their goals, looking over weekly marketing reports with the marketing team, meeting weekly with the team leads to discuss objectives, updating the professors and TAs with information, and ensuring the teams stay within their budgets. Ensure thatteam  Lookoverthe  Meetweeklywith  Communicate weekly Ensuretheteam  Yes
Lead cc members are weekly marketing  team leads outside  with TAs and stays within their
meeting their goals. report with the ~ of class to discuss  professors with team  budgets
mariatingsam | whal the plan s or | updlss
and approve. each we
9120/2023 20:14:49 Ben Hutton  Chief Operations Officer Maria Martinez + Oversight of Operations including but not limited to shipping and handling, inventory management, product development, and customer relations. Consistently Attend all Crowned Dehver Faciltate a weekly  Continually improve ~ Yes
Chayton - Communicate expectations and delegate tasks related (o operations respond to all Chief metings. peramna\ | updates | chackcin wih parsoal o
Gearhart - scltsle al csomer intrscton (emitsoce madle) customer ams + rema oporstionslprocesses
ippliers, communications vactonsconcams. valate el through research &
L Eatively communioste ol oomatonl apddos 1 GEO8 within 48 hours of 1othe CEOs within  needs davelopment bweskly
inital interaction 24 hours
during the business
week
9120/2023 20:30:42 Matthew  Chief Financial Officer Maria Martinez + Oversee, manage, and provide the resources for an effective accounting practice Faciltate and review Avoid financial debt Attend all Crowned  Deiver all financial  Meet with your team  Yes
Burgess Chayton - Use the accounting numbers to provide financial resources for other departments to work efficiently the creation of Chiefmeetings ~ updates andyour  and IBC CFO at least
Gearhart - Communicate effectively with the other Executive Officers to keep our company within good and monitor overall the company monthy financial e biweekly to discuss
reports following questions/concerns to. financial standing and
GAP. the CEOs within 24 review any
hours transactions
912112023 14:26:33 Katelin ~ Marketing Operations Lead LydiaBoyer  Leading team by overseeing and tasks to marketing team, creating weekly marketing reports and communicating progress to team lead (Lydia), Communicating philanthropy with philanthropy lead and Prociaim the Name team, planning on-campus and off- ~ Overseeingand  Creating weekly  C: P
Horton campus marketing, coordinating with Alyssa to post twice a week. delegating tasks  marketing reports  philanthropy with  and on-campus Alyssa o post socal
within o Py rketing media twice a week
team ang making  progress o team  and Prociaim the
lead Name team.
aocompianes their
tasks every week.
912112023 14:33:58 Janie 1BC Philanthropy Lead Cameronand  Lead the IBC by setting up atleast 3 y , creating and updating a log to , creating p py slides for the final presentation, adding 2022 and 2023 to the IBC website, and updating 2 photos on the [BC  Setup atleast3  Create and update Create the Add2022and 2023 Update twoofthe  Yes
Walenda cc wall community service  alog of hours  philanthropy siides  pages tothe IBC  photos on the IBC
events for the IBC to completed forthe final IBC  website. wall
attend presentation
9121/2023 15:02:34 Micheal  Finance Lead LydiaBoyer  Leading financials by creating bank reconciliations and communicating with accounting office, keeping track of General Ledger, updating dashboard weekly before Tuesdays, compiling budget reports to team lead (Lydia) weekly before Tuesdays, and reporting financials to IBC Finance ~ Creating bank Keeping track of  Updating Compiling budget  Reporting financials ~ Yes
Johnson Lead (Thomas) weekly. reconciliations and  General Ledger  dashboard weekly  reports to team lead 10 IBC finance lead
communicating Al Uwoughout | befoe Tueadays Wiy before (Thomas) weekly.
accounting office  semester an Tuesdays
nateng o and
912112023 15:02:49 Alyssa Marketing Specialist Katelin Horton  To create and develop social media posts and advertisements, new apparel designs, on campus advertisements and announcements, an overall brand aesthetic, and effectively communicate the message behind our products that are rooted in both Scripture as wel as Proclaim the  Posting twicea  Creating Creating and Growing and Effectively Yes
Grifth iame’s mission o “encourage, equip, and remind" believers. week to our scheduling, and  developing at least et
Instagram and postingsocial  2new creative  market through consistent, spirtually
Facebook accounts. media designs for new  visually appealing  founded message
advertisements  apparel before the  social posts, physical  behind our products
throughout the year end of the year.  announcements on
to advertise new campus, and helping  Everlasting line as
company upcoming create and maintain  well as the fine that
products, designs, an overall brand will be developed
or events. aesthetic later in the semester
that are in ine with
Proclaim the Name's
mission of
"encourage, equip,
reming.
912112023 15:25:02 Caleb Gates Accounting and Product Specialist  Matthew J. Maintains financial records and assists in preparing monthly ) Assists in product shipping s of the company. Works with shipping as well as Accounting. Avoid Company ~ create monthly  Confim inventory  Assistin shipping _ Cross check inventory Yes
Burgess Debtand Fraud  statements within a receipts with process within the 7~ s0ld, received and
weekof month  physical count 10 day business ‘completed monthy.
end within 7-10 days of  window.
receiving physical
912112023 15:33:56 Michael  Accounting and Inventory Matthew J. Maintain financial records, specifically, general ledger accounts and preparation of a tral balance monthly. Assists in inventory counts and shipping processes with Caleb Gates. Avoid Company  Assists in creating  Assists in inventory  Update General Atend bi-weekly  Yes
Dougherty  Specialist Burgess Debtand Fraud  monthly statements count within 7-10  Ledger weekly with  accounting team
of financial days of receiving  debits and credits  meetings
standing within 7 said inventory. accordingly.
10 days of month
end
9121/2023 15:39:20 Thomas  Crowned Chains Accounting and ~ Matthew J. Assists with creating monthly statements of financial standing. Scans and oversees receipt management. Coordinates GL standing and confirms expenses and revenues between PSB and Crowned Chains Avoid Debt Assists in creating  Assists inlogging  Scans and logs Confirm GL account ~ Yes
Walquist  Audit Specialist Burgess monily statoments expenses wilin.a  foceps nloroceipt  accuracy wih
of finar week of their drive within a week of  Crowned Chains
mnd\ng itin 7. sceres their expenditure.  Financials. Oversees
10 days of month Monthly audit and
end confirmation of
financial standing
9125/20239:24:40 Thomas  IBC Finance Lead Gameron and  Provid updated nancias for th IBC by preparing encof-month fnancas, asising team s i consoldatng financialsatements,consoldating end-oyear nancialsfor presenaton upcatng e oan commitee wthmrihl inancil, and keeping he C Gl updated as Provide meaningful  Assistthe team  Consolidate and  Update the loan Kesp he BC general Yes
Walquist cc transactions occur and mey nancalleads n presant he end-of. comited wih ledger updated
statements by the 9 y Fansacions oot
rstwoexof Sach  fnandl e oam commiee
month, statements at the
end of the month.
9126/2023 9:38:12 Mia Crowned Co-CEO CamandCC  Lead crowned in ensuring inventory is up to date and labels are printed by Monday and Thursday, lead weekly meetings with team leads, analyze weekly reports by team leads, update professors and TAS with team activity, and ensure team leads are taking steps to reach their goals.  Ensure inventory  Lead weelky Analyze weekly  Update the Professors Ensure team leads  Yes,
Martinez roduct meetings with the _ reports from each  and TAS on whatis  are taking stepsto
developmentis up  team leads team to ensure appening wm- the  reach their goals.
1o date and labels work s being done  team week
are printed by in a timely manner.
Monday and
Thursday.
9126/2023 9:48:16 Chayton  Crowned Co-CEQ Cameron & Cc  Leads Crowned alongside Mia, create and implement team values, attend all lead meetings, ensure financials are up to date and work directly with the CFO, handie all purchases made with the company card, and hold team leads accountable to reach their goals. Grest vaues for  Atlsnd il mesings Ensure nancil ars Handie llreditcard | Ensurs team eads  Yes
Gearhart the team and with team leads up to date and work purchases and are taking steps to
incorporate into  and lead alongside mrecny wihihe . aporove oulide reach their goals.
weekly meetings  Mia ance leadto transactions.
through bible verses. aonaie ooty
and prayer.
9262029 14:43:35 Cladys  Markng Load Carson Kirby  Responsible for develodint the social medi 9y o 1. Cordi the marketing team P posting and keep th table to their goals. Meetthe quantity  Responsible for  Responsiblefor  Maintian the Designate tasks and ~ Yes
Cerrato goal of developing  managingthe  ensuring popup  markeing plan. establish project
maarketin markating taam oSSR Posing sccoingto | desdlives for sl tsam
materials on a insure th its schedule. members.
weekly basis. Soca meda
accounts are
maintainded.
9126/2023 15:07:50 Hannah  Digital Marketing Coordinator Gladys Cerrato  The Digital Marketing Coordinator wil be responsible for developing and implementing the brand marketing campaign. Additionally, execute social media pages and website to reach out to the customers. Postngweekly |Mainiaing socal | Designingand - Achieving soca Assist all aspects of  Yes
Norfleet material in our nsistency. crealing social  media interactions  executing marketing
social media material in Canva.  goal. events and poy
9126/2023 15:28:50 Johnathon - Operations & Websito Spociast  Katein Horton - In chargo of monitoring and updating tho Prociaim the Name wabsit in order o bost keep it up (0 dato and sffiiet for our customars. Monioring the Prociaim the Name emai o viow fanyone has attempted o contact us needing customer service assistance, and responding Continuously Monitoringand  Initating Organizing any on-  Monitoring the Yes
Revell scaordingly. Inkitng roursements and beingn contac i he Account Paysle Offics s wal s Proessor Wonders ragarding our pchases, O personnel in order to Monitoring the analytics of  monitoringand  respondingto any  reimbursements  campus event we hold analytics of our social
our social medias and website, and reporting back to the the o e ot bt et oo o updating the and all customer  through requisition  and communicating  medias and website,
Proclaim the Name  reviews, forms and gaining _ with th varius and reporting back to
website as wellas  comments, or rofessor Wonders' groups neededin  the team various
addessingany - proems  rgard ey as wellas order to make these  changes we could
issues that arise. ts h . make in order to
racucs rough  tho Accounts etc). better advertise our
the website Payable Office. cts.
9128/2023 9:55:19 Janie Public Relations Coordinator Joel Famsworth  The Public Relations Coordinator is responsible for supporting bi inthe coordination and management of operational activities. This role requires excellent communication, organization, and multtasking skills. The coordinator  Estabiish Assist with fulfling  Enhance utlization  Coordinate and Oversee philanthropy Yes
Walenda Wil work o assit it (8 smooth xedion of arious aoks and projecs. ‘connections online shipping  of Codanvile organize public of not only Didasko
potential ot [ Universiy's relation efforts, such  but for the IBC as
resources to equip s setting up ole.
the advancement of meetings, calls, etc.
Didasko.
9128/202314:10:51 Caleigh  Director of Shipping Ben Hutton +  Handles prod f chains, and Logs information for when orders have been sent, and when new orders are received. Assemble between  Atiend shipping  Handle philanthropy Package and label  Pick up all Print Yes
Maria Martinez 2530 chains meetings every  with IBC as a chain orders through ~ Service Products on
weekly. Friday. whole, and Square Site within4  Mondays, where
coordinate service  days of receiving  applcable.
hours, order.
9128/2023 14:19:39 EricReiff  Finance Lead CarsonKirby ~ Serves at the Financial strategest for the team. rting and wide. Acts as controlle for our company. Helps manage the budget Close Month within  Create Reportsto  Build and manage  Control the Checks  Update the teamon ~ Yes
Track Company  the budget. and Balances within  KPls and reports at
month KPs our team to monotor  weekly meeting.

spending.



Employee  Job itle: Reports to:
Name:

9128/2023 14:24:42 Michael  Inventory Control Manager Ben Hutton
Ree!

bel

9128/2023 14:35:39. Abigail Lead of Growth and Sales Carson Kirby  The face of our company to the Public. Building and Maintaining relationship with connections. Responsible for making large scale organisational sales on behalf of Didasko. Managing the public eye in personal sales and the appearence on our website.
Francis

9130/2023 19:37:58 Jonny CCO: Chief Communication Office Ashley Hanel  This positon is responsible for overseeing Upwiite's communications to ensure alignment, and it willalso involve assisting with communication in marketing
Martone

9/30/2023 19:39:06 Kyle Stewart CM: Chief Marketing Officer Ashley Hanel  This role is responsible for organizing and planning all aspects of Upwite's marketing strategy.

9/3012023 19:40:17 Luke. CFO: Chief Financial Officer

10/6/2023 9:36:57 Ashley Hanel UP-Write Lead
10/10/2023 14:51:47 Joel Famswo Operations Lead

Job Responsibilty (Description of job)

Ashley Hanel  Responsible for managing and keeping track of UpWrite's financials.

10/17/2023 12:16:04 Jacob

COO Chief Operating Officer

Ashley

10/17/2023 12:17:08 Jonny CCO Chief Communication Officer  Ashiey
10117/2023 12:18:20 Kyle CMO Chief Marketing Officer Ashley
10117/2023 12:19:25 Luke CFO Chief Financial Officer Ashley

min
11/2/2023 14:36:03 Hution

1219/2023 12:43:19 Jonathan But Web and Research Development Sy Chayton Gearhart Oversee all

Customer Relations Specialist

In charge of overseeing the day-to-day opers

's of UpWrite:

o oversee quality control insuring that chains are made properly. Additionally, organizing and counting all inventory for Crowned Chains.

CamandCC  Communicate with the manufacturer to get products and shipping options, help Luke with the website and fulfling those orders, lead weekly meetings with the teams, keep track of inventory on a biweeKly basis, and make sure the team members are on track to meet their goals
Carson Kirby  Joel manages our operations of Didasko. He is responsible for the shipping of our product, our product design and innovation, and our general operations.

“This position is responsible for overseeing Upwrite's communications to ensure alignment, and it willalso involve assisting with communication in marketing,

This role is responsible for organizing and planning all aspects of Upwrite's marketing strategy.

Responsible for managing and keeping track of UpWiite's financials.

Maria & Chaylon Manage all customer service communication and manufacturing inquiries through responding to customer emails, instagram dms, and reaching out for product development

3 and edits; work

ly

to research and develop new company ideas, product descriptions, legal concerns, and market researching matters.

1st Performance
Objective

Perform inventory
count biweekly.

Maintain
Relationships with
Large Ministries (Big
Lite, stc)

Exploring Campus
Opportunit

2nd Performance
Objective

Handle all retuns

and inventory
pdates for

defective products.

Responsible for
large scale and
person to person
sales within
Didasko.

Customer
C

3rd Performance
Objective

Reorganizing
Crowned
merchandise
biweekly ensuring
al products are
stored in proper
ocations.

Monotoring the
websites

performance.

Collaborating with

Reaching out to

Oversight: Keeping

Working closely

departments to find
potental sales
opportunities.

Maintaining Active.
Social Media
Presence: Regularly
posting on social
media platforms to
engage and retain
followers.

Financial Oversight:
Managing financial
statements and AJP,
AR consistently and
accurately

Communicate with th Help Luke with the v

between Upwrite:
and our customers
running smoothly.
Taioring Reels for

arget Audiences
Creating targeted
reels to appeal to
specific audiences,
such as nursing,
engineering, arl
enthusiasts, and
more.

Invoice and
Receipt

Managed order fulii Responsible for gett
Customer Experience Inventory Supply: Pr
Exploring Campus Of Custorer Communi

Maintaining Active Sc Tailoring Reels for T:
Financial Oversight:  Invoice and Recelpt

Relay any and all
questions
regarding customer
relations to Maria

and Chayton within

Consistently fast to the allotted
respond to all 48 hours needed to
incoming then respond
communication  promptly back to
within 48 hours  the customer

it
to create videos
that speak to our
target audience.
Collaborating on
ideo Production
Collaborating with
video production
teams to ensure
effective
communication and
high-quality content

Credit Card
Administration:
Taking charge of
the IBC credit card
and associated
ransactions for the
Upwite team.

4th Performance
Objective

Keep return/exchange
spreadsheet updated
weekly to ensure it
reflects Square Site

Come up with creative
marketing events to
happen on a monthly
or weekly basis.

Crafting Instagram
Re

message and
products effectively.

Designing Canva
Graphics for Social
Media: Developing
eye-catching Canva
designs for posting on
our social media
accounts.

Payment and Order
Tracking: Vigilantly
monitoring payments.
and orders to ensure
timely service for our
valued customers,

5th Performance
Objective

Attend weekly
shipping meeting to
oversee quality
control with all
Crowned products.

Speaking events on
behald of Didasko.

Engaging with Social
Followers: Actively
interacting with our
social media followers
build a strong
online community and
connect with our
audience.
Engaging with
Audience
Interactions: Actively
participating in
interactions and
engaging with our
social media
audienc (o foster a
sense of community
and connection.
E-commerce
Supervision:
Providing strategic

Employee is
aware of and
agrees with job
descriptions
Yes

Yes

Yes

Yes

Yes

Lead weekly team m Keep track of inventory Ensure allteam mernb Yes
Manage our tasks ar Track and Manage Inve Responsible for produc Yes

Receiving Product: K Posting Slides: Inform ¢ Chapel Announcement Yes

Collaborating with Vi Crafting Instagram Ree Engaging with Social F Yes

Collaborating on Vi Designing Canva Grap!

Update the
spreadsheets to

ct customer
inquiries within 48
hours

Take point on

Chayton's request for
information and
communication with
outside suppliers

Engaging with Audienc Yes
Credit Card Administ Payment and Order Tr E-commerce Supervisi Yes

Does not have a 5th
Objective

Collaborate with Cha: Develop any and all Create all company | Work closely with Chay Provide market, pricing Yes



