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JOB INDUCTION CHECKLIST

Employee Name: Employment Date:
Position: Department:
SBU: Location:
DEPARTMENT CONDUCTED BY ‘ NOTES DATE
SHARED SERVICES

Human Resources
. Company overview
. Code of conduct
. Hours of work/time keeping
. Dress code
. Tour of offices and work area

Information Technology
. Organization chart
. Policies and procedures
. Email
o Systems

Projects
. Organization Chart
. Department's functions
. Policies and procedures
. Systems

Quality Assurance
. Organization chart
. Department's functions
. Policies and procedures

Claims
. Organization chart
. Department's functions
. Policies and procedures

Materials Management Department
. Organization chart
. Department's functions
. Policies and procedures

Fleet Management
. Organization chart
. Department's functions
. Policies and procedures

Marketing
. Organization chart
. Department's functions
. Policies and procedures

SBU

Customer Service Department
. Organization Chart
. Department's functions
. 2Ps and guidelines

. Organization Chart
. Department's functions
. 2Ps and guidelines

Operations
. Organization Chart
. Department's functions
. 2Ps and guidelines

Finance
. Organization Chart
. Department's functions
. 2Ps and guidelines
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. Department's functions

. Policies and procedures

. Key duties and responsibilities

. Department's organization chart

. Expected work standards

. Key Performance Indicator

. Supervisor and work performance
appraisal

New Employee Signature :

Date:




