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As we all may have experienced, the first day at work for any new 

employee can be challenging. An important task of a supervisor is 

to help your new employees feel welcome and included in the new 

work environment. According to previous studies, taking the time 

and effort to create a positive onboarding experience for new hires 

will result in stronger working relationships and higher productivity 

in general. As a supervisor, here are some tips for getting your new 

employees off to a good start.  

TIPS FOR WELCOMING AND ONBOARDING NEW EMPLOYEES  

 Thorough introduction of work environment and coworkers. During your new hire orientation with 

your new employees, take them on an office tour and introduce them to the rest of your team and other 

departments that they may potentially work with. It may be difficult for the new employees to remember 

everyone’s name, but this helps them feel acclimated in the new environment and be part of the team. It 

is a good idea to send out an email announcement to your team about the arrival of the new coworkers. 

Also, show your new employees the location of restrooms, lunch rooms, and where to get office supplies 

so that they can get through their first day easier.  

 

 Prepare all the logistics. Before the arrival of the new hire, you should settle the basic logistics for him/

her, such as preparing a workstation, setting up a computer, phone, and other work-related tools with 

necessary access. Having a functional workstation for your new employee makes the onboarding process 

much more efficient and effective.  

 

 Have documents and resources ready.  The first thing your new staff is interested in will most likely be 

the District’s work policy guidelines and the details of their benefits and obligations. As a supervisor, 

you can help this process by showing your new employees where to find applicable resources such as 

employee handbook, benefits information, necessary forms, etc. Allow them time to read over these ma-

terials and ask questions during early stage of their employment. This will help the new hires work more 

efficiently and understand the District’s system better. It is also helpful to have a buddy system for the 

new team member by assigning a coworker to spend time with him/her — to answer questions and show 

him/her the ins and outs about working in the department and in the District.  

January 2016 

MEMBERS OF THE PERSONNEL COMMISSION 
 

David Iwata, Chair      Henry Jones, Vice Chair      Ann Young-Havens      Karen Martin, Personnel Director      (213) 891-2333 

How to Welcome & Onboard 

New Employees 



 Have a clear plan for their work and training.  Being a new hire can be taxing but also exciting at the 

same time. New hires are typically eager to demonstrate their value to the department and organization as 

quickly as possible. Therefore, don’t let your new employees wait too long before you assign something 

for them to do. Provide the new employees with a clear statement of duties for their positions so that they 

are aware of the critical functions of their desks and outline an effective training plan to ease them into the 

new position.  

 

 Be available to them.  While your new employee is settling in and learning his/her job, you should make 

yourself available to the new team member to address work related questions or issues and also take the 

opportunity to get to know him/her. Creating time for informal conversations and establishing personal 

rapports is the key to building long-term, solid working relationships. You can do so by simply stopping by 

and checking in with your new employee at the end of the day. Find out how the day went and express 

your appreciation for his/her learning efforts. A small gesture like this shows that you care about the newly 

hired employee’s onboarding experience and goes a long way.  

 

 

We’d like to hear from you! Please visit the following survey link to provide us with valuable feedback on our 

bulletins: https://www.surveymonkey.com/r/ZJ8DQJ5.  

https://www.surveymonkey.com/r/ZJ8DQJ5

