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Introduction
All employees, before they start working in any organization, they should be presented with a compensation and benefits plan. Compensation will be earned in case of an injury that is work related or happened in the work area because the employee has to be paid for this damage as per the law. Benefits are an additional salary that are as a result of attaining a certain criteria set by the organization or reaching a certain milestones. There some benefits and compensations that are mandatory and are required by the law. Some of them differ from states to state and from country to country (Goldman, Corrada, & Goldman, 2011). This depends on the employment laws practiced in the area. It is for this reason, this organization needs to have a compensation and benefits plan for the new secretary that will be hired in the organization. The human resource department is responsible for coming up with this position and benefits plan. It will also be responsible for training the secretary and calculating the best salary that will be offered to the new secretary.
Organization

Different organization offer compensation and benefits packages. Each category has its way of giving these packages in accordance to the law and the organizations constitution. In the case of this organization, the secretary will receive the mandatory compensation and benefits packages as stipulated by the law. They will get additional benefits and compensation packages by the company (World at Work, 2007). This is an organization that rewards hard work as a form of motivation for all employees. This way, they get to work even harder in order to gain the benefits. In case of any accidents, the organization help its employees by paying them damages depending on the extent of the damage caused. This is why, as the human resource director, all these have to be considered to ensure that all the recommended packages are added to the employee’s salary every month or yearly. The employee will be given the option to choose whether to receive the benefits and compensation packages monthly yearly or monthly. 

Compensation and Benefits Plan

The first step to this compensation and benefit package for the new secretary is to come up with the salary. There has to be a basic salary that the employee will have to receive with or without the package as a form of payment for the work done for the company.
	Annual Salary plan for secretary
	$

	Base pay
	35,000

	Salary
	35,000

	Other forms of income
	1,000

	Annual Bonus
	1,000

	Total 
	37,000


Once the basic salary has been paid, there are additional packages that the employee has to enjoy.  The first one is the workers compensation. This is a requirement by the law for all employers to give their employees compensation insurance. This will be used in case of an accident or injury while at the work place. The second one is the unemployment insurance. The secretary will be offered this compensation package by the employer as stipulated by the law. The social security tax is where the employer is expected to pay social security taxes. The last one is overtime pay. This is paid to employees who work over 40 hours a week (US Dept. of labor, 2014). Both secretary and the human resource department should be clear on the rates to be paid for overtime for every extra hour worked.
There are some voluntary benefits that the organization is willing to offer the secretary. They are the dental and eye care, health insurance paid vacations after a series of hard work and improvement, and employee reward programs. The benefits are however not given every employee but to the one who deserves the reward. Their amount varies because they all vary depending on the situation a person is in or the cost of the treatment or the vacation. The benefits help employees to work very hard in order to attain them. Hopefully, the new secretary will work hard to gain all of these packages.
	Benefits and Compensation Plan per Annum
	$

	Workers Compensation
	300

	Unemployment insurance
	200

	Social Security
	100

	Overtime Pay
	11 per hour

	Health Insurance
	5000

	Voluntary Benefits
	

	Dental and eye care
	1000

	Paid vacations
	1000

	Reward Programs
	900


Conclusion
With such a compensation plan and salary, the human resource department hopes that the best chosen candidate for the post will like the package and will work in the organization. The human resource department feels that these are the best offers that the secretary will have. They are both legal and voluntary (Krausert, 2009). The employee will enjoy all the benefits in the organization for as long as they work in the organization. The benefits and compensation package is similar for all employees they all enjoy the same package even though the amounts differ depending on the type  of work and their position in the company. If the job is more dangerous and likely to cause an accident, the health insurance is higher. The top management enjoys their package with an added amount for all of them. All in all the organization has done everything the employment laws expect from them.
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