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Virtual
Onboarding.

Did you know that great employee onboarding can improve employee retention by 82%¢?
It's true! Studies have shown that employees establish their feelings about a new job within

the first two weeks of joining a new company.

Today, however, with social distancing and remote working arrangements, companies are

now faced with the challenge of onboarding their new employees virtually. Gone are the
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hands!

nakes (for the time being). So, as you approach

ne process of creating a virtual onboarding plan for your new employees, consider the

ter all, a strong onboarding schedule will help your new

employee feel welcome, engaged, and part of the team from day one!



Pre-Hire Checklist.

Thoughtful preparation in virtual onboarding your
new employee is essential to provide a clear
roadmap of activities and resources to promote a
great start. You want to ensure that everything is in
place and ready for their first day. Remember, you
only have one opportunity to create a great first

impression!
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»30-Day Action Plan.

Create a 30-Day schedule that includes:

»  Operational »  Social goals for internal »  Job-specific goals
onboarding and relationship building and and activities
systems activities company culture training

The weekly schedule should include time-blocks and scheduled video conferences
with their manager, mentor, peers, direct reports, and other important contacts across
the organization. This may feel like “micromanagement,” but it will provide new hires
the comfort of clear expectations and a sense of being part of the team. You want
your new employee to feel welcome, engaged, and tied-in from day one.




2 Hardware & Software.

Ship laptop, phone, parking pass, key fob, etc. to arrive at least
two days before start date.

Include a handwritten note and company swag for an extra
touch.

Include a cheat sheet for usernames and passwords.

Schedule video conference with IT to walk through log-in
instructions, software tutorials, and safety procedures.




*HR Welcome & Paperwork.

Just like a normal HR intake, except delivered via video.

Paperwork presented and completed digitally or mailed, as
necessary.

Video conference with an HR representative for welcome
and onboarding review.

[-9 requirements adjusted for social distance.

Brief follow up video conferences scheduled for second,
third, and fourth weeks.




« Employee Manual with
Remote Instructions.

* Standard employee manual should be carefully reviewed in light of virtual
onboarding and remote work.

* Pay special attention to providing detailed instructions and guidance on all
company systems with IT.

®* Easy access to relevant files, policies and procedures, payroll and benetits
information, etc. can make the difference between a productive or frustrating
day.




A negative onboarding experience
results in new hires being

With a strong onboarding schedule, your new
employee feels welcome, engaged, and part of the
team from day one!



s Assign a Mentor.

® Mentors provide insight and guidance into the culture, norms, and politics of
an organization.

* Normally this type of relationship forms organically over time, but virtual
onboarding calls for a mentor to be nominated.

* The mentor should not be a supervisor or a direct report. Ideally, they would
be an experienced peer-level colleague with institutional knowledge and
relationships. Mentors must keep the contents of discussion confidential.

* No goals, no agenda. Mentors are simply a friendly resource. Mentor should
reach out on new employee’s first day and weekly.




JustinBradley has provided exceptional financial, accounting and
business talent to its clients since 2002. We've earned a reputation
for quality and service in temporary staffing and executive search
and we are one of 13 staffing firms nationwide to win Best of
Staffing for ten consecutive years.

We’'re dedicated to providing your business with highly skilled
professionals who are well-matched to your unique hiring needs, for
both on-site and remote work. Visit our website
www.justinbradley.com or call us at 202-457-8400.
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