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HUMAN RESOURCES
MANAGER ROUTINES TO ESTABLISH WITH YOUR DIRECT REPORT(S)
	Task
	Complete

	Set up regular meetings with your employee(s) (weekly at first, then evaluate if you can move to bi-weekly or monthly)
	

	Meet with any other employee(s) that may interact with your employee(s) on a regular basis
	

	Review the current job description of your employee(s) and make changes if necessary
	

	Receive weekly updates from staff 
	

	Document  meetings, tasks assigned, progress on tasks
	

	Provide employee with any additional training/resources to ensure s/he has the skills necessary to perform his/her job
	

	Communicate and document when employee exceeds expectations, achieves a significant goal or accomplishment
	

	Communicate with employee and document when not meeting expectations - give specifics of task assigned and dates
	

	Create job Specific expectations for each position to be focused on during the first 6-12 months
	

	Set up a review schedule (always annually in the spring, and decide if you’d like to do a 3-month review after you’ve been in position)
	

	Seek upward feedback from your employee(s)
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