eCheck in with supervisor or manager upon arrival.

eRecieve keys, desktop login,timesheets login,email login, etc...
*Meet and greet with the Director or Deputy Director.

eDepartment overview, master plan,organizational chart, budget, etc...

*Meet with division manager for division overview.
eDivision budget, goals,importantdates, expectations, etc...
eSite visits and introduction to staff.

eTraining with directsupervisor or manager.
eAccess for programs, software platforms,all logins.
eExpectations of responsibilities, tasks, and general work flow.

*Training continues with direct supervisor or manager.
eDaily, weekly, and monthly job responsibilities.
eOverview of major project and events with expecactions of employee responsbility.
eAdditional areas of responsbility outside of regular routine/pervue.

*Meet with Administrative Manager to review and train on contracts, payroll, benefits, and other
administrative procedures and policies.

*Meet with Marketing Manager to review brandingstandards, expectations, and tools.

eAdministrative Manager to schedulea 60-day training checkin with Director and Deputy Director.

eFull implementation of tools to perform job duties should be in effect.

*New employee to set up meetings with other divison managers to meet andrecieve divison overviews and
tours.

eComplete 6 month selfevaluationand submitfor supervisor/manager review.
eSupervisor/manager to complete employee evaluation with new employee.
*New employee goals will beestablished atthis time.
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