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 As you read through our current advertising brochure, as well as our other 
forms of promotion, it should become fairly obvious that our list of products and 
services is extremely diverse. 
 
 Although this type of "full-service, all in one place" approach is great for the 
clients - and they DO love this type of service - it can become a confused nightmare 
for managers and those responsible for hiring and training the staff, if not handled 
properly.  Such an operating basis absolutely requires an ADVANCED level of 
organizational, technical and administrative competence in order to be consistently 
successful. 
 
 One of the first actions undertaken by the senior management of King 
Enterprise, was to organize. 
 
 We called in an organizational consultant trained in the business organizing 
procedures of the Hubbard Management System, who assisted our senior managers in 
putting together what is called an "Organizing Board". 
 
 An Organizing Board, or "Org Board" for short, is a chart (usually blown up 
large and placed on a wall) that shows what functions are done in the company, the 
order they are done in, and who is responsible for getting them done. 
 
 A complete copy of the KEOS Organizing Board, or "Org Board", may be 
found in the PRODUCTION area of the office.  It would be a good idea before 
reading further that you find the company Org Board.  If it will help, you can even 
stand in front of the Org Board as you read the rest of this issue. 

http://hubbardcollegepress.org/about-the-hubbard-management-system
http://www.prosperityplus.biz/Org-Board.html
http://www.prosperityplus.biz/Org-Board.html
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 Organizational Divisions and Levels 
 
 As we laid out the detailed organizational pattern of our company, we came up 
with various areas of operation, or "DIVISIONS", within the company, as well as 
certain LEVELS of organization within each division. 
 
 Besides the Founders and Owners, the President and Senior Officers of the 
company, these organizational DIVISIONS and LEVELS are as follows: 
 
1. Our company is divided into SEVEN (7) major areas, or DIVISIONS, each of 

which performs a different major function within the overall organization. 
 
 For example, ALL client production and services are handled by Division 4, 

the PRODUCTION ("Technical") DIVISION. 
 
 The management staff member personally responsible for all actions and 

products of any individual DIVISION (which is quite a responsibility), is 
referred to in our company as a VICE PRESIDENT. 

 
 In addition, certain GROUPS OF DIVISIONS are in turn managed by 

individual senior managers who then report directly to the President of the 
Company.  These are referred to in our company as EXECUTIVE VICE 
PRESIDENTS. 

 
2. Within EACH DIVISION, there are always three (3) DEPARTMENTS.  The 

manager who heads and is responsible for the functions and products of a given 
department is referred to in our company as a departmental DIRECTOR. 

 
 For example, the head of our Department of Services, which includes ALL of 

our production and service lines, is the Director of Services. 
 
3. Most Departments are then further broken down into SECTIONS that are 

responsible for more specific products and services delivered by their 
associated Department.  The Manager of any given Section is referred to as a 
MANAGER. 

 
 For example, the person over the Office Services Section (within the 

Department of Services) is called the Office Services Manager. 
 
4. In some cases - especially within the Production Division, which generally 

contains more staff than any other individual division since our entire 
production and service lines are handled there - a Section within a Department 
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may be broken down further into UNITS. 
 
 For example, the Information Management Services that we offer to our clients 

are delivered by the Information Management Services ("IMS") Unit, located 
within the Office Services Section within the Department of Services. 

 
 This unit is headed by the IMS Supervisor, who is personally responsible for 

any and all Information Management Services that KEOS offers to its clients.  
This includes managing whatever additional personnel, both permanent and 
temporary, are required to deliver these services, as well as the procurement, 
use and maintenance of any and all equipment and materials needed to properly 
deliver our Information Management Services. 

 
5. Where we need to break up a heavily-manned Unit, each further grouping 

would be referred to in our company as a GROUP, with the head of each 
Group being referred to as an "IN-CHARGE", or "I/C" for short. 

 
 A perfect example of this would be the Mailing Services (MLS) Unit, which 

currently employs more staff than any other Unit of the company, mainly 
because this type of work is very "labor intensive".  The Mailing Services 
(Unit) Supervisor is over the entire operation, which includes ALL of the 
Mailing Services Operators (individual Mailing Service delivery personnel). 

 
 However, since Mailing Services involve a considerable number of individual 

operations, we would further breakdown the Mailing Services Unit into 
numerous individual "GROUPS", each responsible for handling a portion of 
our overall Mailing Service delivery line. 

 
 For example, the Mail Addressing Group, run by the Mail Addressing I/C, 

would handle the addressing of each mailing piece.  Some of this might be 
done by machine, but there are many cases where it involves manual operation, 
involving numerous "Mail Addressing Operators", whether permanent staff or 
temp-workers. 

 
6. Then we have the "INDIVIDUAL" staff member with NO JUNIORS, who is 

responsible for "managing" mainly their own work, as well as the welfare, 
ethics and productivity of their fellow team members. 

 
 At KEOS we consider this to be a High-Level Responsibility to begin with, 

and expect that any and all of our individual staff perform the duties and 
responsibilities of their post(s) with this viewpoint  in mind.  That's one of the 
major reasons that our company continues to grow steadily and remain 
successful. 
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 Depending on the area in which a person works, an individual staff member 

which no juniors under them, may have various different kinds of post titles.  
Generally we take the name of the overall service (such as "Word Processing 
Services", or perhaps the name of a sub-service (such as "Mail Addressing"  
under Mailing Services), and add the name OPERATOR after it to make up the 
individual post title of the person responsible for that type of work. 

 
 For personnel NOT involved with specific products and services offered to our 

clients, we would use whatever post title that is appropriate, such as Sales 
Representative, Technical Representative, Internal Graphic Designer, Staff 
Bookkeeper, Internal Procedures Writer, Quality Control Reviewer, etc. 

 
 Finding Your Way Around The Company 
 
 A complete copy of the KEOS Organizing Board, or "Org Board", may be 
found in the PRODUCTION area of the office.  Once you have looked this over in 
general, it would be a very good idea for you to do the following: 
 
1. Find the your post (position within the company) on the KEOS Org Board.  If 

you have more than one, find each of them.  If you are a newly hired staff 
member and are still in "basic staff training", and so have not been officially 
assigned a post yet, use the post for which you were hired to perform the steps 
outlined here. 

 
2. The next step is to find out who your immediate senior is per the Org Board.  

Once you have done so, then follow the "chain of command" up the line to the 
head of the entire company Division within which your post is located on the 
Org Board. 

 
3. Get your immediate senior or the Director of Personnel (and if no one else is 

available, a fellow staff member from your immediate area) to show you what 
physical area(s) of the company premises you will or should be operating 
within when performing the duties of your post.  This should include not only 
your desk and basic work area, but other physical spaces you may have to use 
or go to in order to perform all the duties of your post. 

 
4. Using the same "tour guide" who helped you in Step 3, next find the space(s) 

occupied and used by your immediate senior, their senior, and on up the line 
until you know where to find every In-Charge, Supervisor, Manager, and 
Departmental Director within your assigned company Division, including the 
Vice President and Executive Vice President over that Division. 
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 The above Step 4 can also be applied to any other division within the company 
where you as a staff member might need to be involved with or deal with.  For 
example, it would be nice to know where the Payroll people are, so that you know 
who to see about your pay, including where and when you get it, etc. 
 
 Other areas you might want to apply Step 4 to are supplies, purchasing, 
equipment repair and maintenance, staff training, as well as general "staff welfare" 
(see the Department of Routing and Personnel on the Org Board). 
 
 Why Organize? 
 
 If you've ever worked in or been part of a large but disorganized group, whose 
purpose might even be as simple as "practicing and playing sports", you should 
already have a good idea about the answer to the above question. 
 
 This was something that KEOS management realized early on, and so took the 
extra steps needed to put some kind of organization together, in addition to the usual 
business requirements of knowing how to product one's product. 
 
 You use the Org Board to DO YOUR JOB.  It tells you where to find 
whomever you need to find as part of performing your day-to-day job tasks. 
 
 Your computer breaks - you know who to see about getting it repaired.  You 
need some new software, you know who to apply to about purchasing it, and who to 
get the approval from.  You're upset that you don't have enough work, so you didn't 
get that weekly production bonus you wanted, you know who to see about increasing 
sales and marketing efforts so that more work comes in that applies to your post  (and 
if YOU were the sales person and brought in lot's of work, but found out the 
production people did not please the client enough, you can find out who to see about 
that, too). 
 
 The Org Board also shows you exactly how the company runs.  To illustrate 
this, take a look at the overall KEOS Org Board, beginning with Division 7 to the left, 
and ending with Division 6 at the right. 
 
 Imagine that you are starting, building and expanding a company of your own. 
 Then think about what steps you would have to perform to accomplish this, then look 
at the KEOS Org Board from left to right.  Look down each division to see the 
individual functions that are performed, and compare those functions to what you 
imagined you would have to do to create, build, and expand your "company". 
 
 Some functions might seem quite detailed, or not needed unless one has a very 
large organization.  NOT SO!  Even in a 1 or 2-person operation, you will find that 
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someone still has to file the bills, keep copies and technical records of all client work, 
purchase supplies, train the staff, work out any problems they have, and so on. 
 
 In other words, this org board applies, whether we have 10 employees or 
10,000 employees.  It is only a matter of how many people are doing any given set of 
tasks, and how many tasks one individual is responsible for.  In a small company, one 
person may be handling 50% of the production line, plus sales to boot, whereas in a 
larger company, there are 20 people doing this same production work, and 3 sales 
reps for sales, and the original person is now the senior manager over the whole show, 
and not "single-handing" everything anymore.  BUT THE SAME FUNCTIONS GET 
DONE EITHER WAY. 
 
 It is the intention of KEOS Senior Management that you make constant and 
maximum use of the KEOS Org Board to make it easier to do you job, as well as to 
work with your fellow KEOS staff members. 
 
 So hope this helps you, and remember... 
 

Try to have FUN while learning and doing your job! 
 
 
The Management of King Enterprise Office Services (KEOS) 
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