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THE RIGHT START
Hello Hiring Manager,

Creating The Right Start is an essential first step in getting your new employee assimilated with Gonzaga University and your department. The Right Start program is intended to help assist you and your new hire by offering suggestions for everything from the point the position is accepted through the first 6 months of employment.  This includes preparation for the first day, plans for the first day and weeks, into their first few months helping to ensure they are started off in the right direction with clear expectations and opportunities for follow-up and feedback.
Attached is a sample Right Start packet which we hope you will find useful as you introduce your new employee to your department.

These sample documents accompany the suggestions offered in the Manager’s New Hire Checklist (see attached).  The checklist goes into greater detail about steps you can take to prepare for your new hire.  The Right Start packet can include those related pieces of information which you can provide them, in-hand, on their first day.  Please tailor these documents to fit the needs of the position and your department.
Included, you will find the following:

· Manager’s New Hire Checklist – please review this information for suggestions to prepare for your new employee’s arrival

· New Employee’s Hire Checklist – please offer this to your new employee for their use

· First Day agenda – may include scheduled meetings with you and other department personnel, meetings with other key GU departments, office tour, campus tour (include getting ID card), lunch, etc.
· Questions for Manager to ask New Employee- list of questions and topics to assist in providing clear communication and understanding about the employee. 
· Training & Professional Development – a brief outline of opportunities available, where to find more information and schedule classes.  You may also include a list of classes you need him/her to take and the timeframe for which you expect them to complete the classes.

· Job Description – provide a copy of his/her job description

· 6-Month Key Objectives, Expectations & Performance Review – provide information detailing your expectations within the first 6 months, which may include a copy of the Performance Review illustrating the performance criteria, as well as any additional criteria you may add per the position. The Performance Review can be found at www.gonzaga.edu/hr under “Employee Relations”.
· GU’s Diversity statement & Mission statement 
· Department information – please insert your documents, such as Supervisor Philosophy, Goals/Mission/Vision, biographies/job titles/phone extensions, organizational chart, etc

· Campus map -  to download map, please go to http://www.gonzaga.edu/About/CampusMap/default.asp
A thorough introduction and training period is the best way to ensure a new employee has an opportunity to succeed.  Please let us know if you have any suggestions for improving this sample Right Start packet.

Thank you,

Tracy Kelly

Employment & HRIS Manager

x5857 or kelly@gonzaga.edu 
Manager’s New Hire Checklist

	Employee Name: ________________________________


Hiring Manager: _________________________________
	Job Title: ___________________

Start Date: _________________


	Action
	Responsibility
	Completed By
	Date Completed

	Hiring Process

	Position Opened
	Human Resources
	
	

	Applications Collected
	
	
	

	Applications Screened
	
	
	

	Applications Reviewed/Interviewees Selected
	Hiring Manager
	
	

	Interviews Scheduled
	Human Resources or Hiring Manager
	
	

	Top Candidate(s) Chosen
	Hiring Manager
	
	

	Reference Checks 
	Human Resources or Hiring Manager
	
	

	Offer Made
	
	
	

	Offer Letter & New Hire Paperwork Sent to Employee
	Human Resources


	
	

	Pre-Employment Physical Scheduled (if required)
	
	
	

	Banner Identification Number Created & Hiring Supervisor Notified
	Human Resources
	
	

	Prior to Start Date

	Name Tag (Call Purchasing-5 business days)
	Hiring Manager
	
	

	Business Cards (Call Purchasing-8 business days)
	
	
	

	Office Supplies (Corporate Express-2 business days)
	
	
	

	Computer Ordered (Call Purchasing) &/or Computer Login Created (Call IT x5550-2 business days)
	
	
	

	Email Set Up & Name Added to Department & GU Email Lists (Call IT x5550-2 business days)
	
	
	

	Workstation Computer Set Up & Connection to Network Drives & Printers (Call IT x5550-2 business days)
	
	
	

	Phone with Extension & Caller ID (Place work order x5656-2 business days-give employee name and building/room number)
	
	
	

	Key to Office and/or Building (Place work order x5656-2 business days)
	
	
	

	Name plate and/or door sign (Email work order to Customer Service: type of sign, w/ correct name spelling, location, and color-3-5 business days)
	Hiring Manager
	
	

	Department Website Updated
	
	
	

	Name Added to Professional Memberships (if needed)
	
	
	

	Create a Welcome Packet: (Sample packet found online at www.gonzaga.edu/er, Welcoming new employees)
· First Day Agenda-Intros. to dept. & other community members, meetings with dept. members, tours
· New Employee’s Hire Checklist
· Training Schedule-computer/software-www.gonzaga.edu/gutraining, HR trainings- www.gonzaga.edu/eod,  and other department specific duties

· Employee Expectations-job description, 6 month performance evaluation criteria, dress code, work schedule, work breaks, voicemail directions, computer login

· Department info.-Goals/mission/vision, Staff bios, phone list, org. chart, current projects, ordering supplies, severe weather plan, relationships to other departments, other policies
· Campus Map
	
	
	

	First Day:

HR New Hire Paperwork & Payroll Processing

	New Hire Paperwork Collected on First Day 
	Human Resources


	
	

	Personnel Policies & Procedures Manual Provided
	
	
	

	Hire EPAF Processed & Sent to Dept. & VP for approval
	
	
	

	Background Check Ordered & Verified
	
	
	

	Timesheet Sent to New Employee
	Payroll
	
	

	First Day:

Department General Information, Practices, Procedures, & Policies

	Review Right Start Packet
	Hiring Manager
	
	

	Review Personnel Policies & Procedures Manual & dept. protocol-sick leave, vacation/holiday time, explain timesheet, safety procedures
	
	
	

	Office/building tour-office equipment, mail, restrooms, supplies, vending machines, locations of first aid kit, fire alarms, extinguishers, & emergency exits
	
	
	

	Campus Tour (Admissions tour given at New Employee Orientation)-mail room, faculty services, ID card at Student Accounts
	
	
	

	First – Sixth Months:

	New Employee Orientation attended

*Benefits enrollment required within first 30 days
	Hiring Manager
	
	

	Ergonomic Evaluation of New Employee’s Work Station (post start date - call x5856)
	Human Resources
	
	

	Schedule 6 Month Performance Review (HR will send reminder email)
	Hiring Manager
	
	


New Employee’s Hire Checklist
(for new employee’s use)

	Action
	Department
	Date Completed

	Offer letter signed & new hire paperwork completed & submitted
	Human Resources

(102 E. Boone)
	

	Identification Card (Requires Signed Authorization Form)
	Student Accounts

(CH – 024)
	

	Parking Pass (Optional)
	Campus Security (Lower Level – Welch Hall)
	

	Submit Campus Directory sheet (Includes Dept. location, mailbox, & phone ext.)
	Mail to Switchboard
	

	New Employee Orientation Attended

*Benefits enrollment required within first 30 days
	Human Resources

(102 E. Boone)
	

	Safety Training (if required)
	Human Resources

(102 E. Boone)
	

	Computer Systems &/or Software Trainings (sign up at www.gonzaga.edu/gutraining)
	Information Technology
	


SAMPLE
 FIRST DAY/WEEK

AGENDA

New Employees Name
FEBRUARY 7, 2011 - THURSDAY
	8:15 a.m.
	
	New Hire Paperwork - Human Resources Office -102 E. Boone Ave 
Welcome!

	
	
	

	9:00 a.m.


	
	Meet with Manager – (location)1004 N. Ruby 
· Welcome

· Overview of job description, performance expectations, goals and objectives

· Department Philosophy

· Department Goals & Objectives

· Culture of GU

	
	
	

	10:00 a.m.
	
	Attend Department Meeting

	
	
	

	11:00 a.m.


	
	Meet with Department Head - (location)
· Welcome

· Department Overview

· Policy Manual Overview

	
	
	

	11:30 a.m.
	
	Lunch with Manager or Department Members – (location)

	
	
	

	1:00 p.m.
	
	Meet with Co-Worker - (location)
· Office tour 

· Overview of Co-Worker roles and responsibilities 

	
	
	

	3:30 p.m.


	
	Meet with Co-Worker – (location)
· Overview of Co-Worker roles and responsibilities

	
	
	

	4:00 p.m.


	
	Meet with Co-Worker – (location)
· Overview of Co-Worker roles and responsibilities


	
	
	


FEBRUARY 8, 2011 - FRIDAY
	     9:00 a.m. – 11:00 a.m.


	
	Introductions to departments of related partnership – (location)
· Overview of that function


11:00am - Noon
Campus Tour
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           QUESTIONS A MANAGER SHOULD ASK THEIR NEW EMPLOYEE
Remember the first day of school?  Not much learning occurred in the rush to find your cubby hole, stash your crayons, learn about the expectations of your teacher, and size up your new classmates.  These are not unlike the questions that your new employee is struggling with entering Gonzaga.  You have a great opportunity to shape your employee’s first impression and enable him/her to be successful!  It is vital that your new employee understands your department and the expectations that you have.

To assist your new employee, the questions and topics below may provide a starting point for creating clear communication and understanding about the employee, the department, and the supervisor-employee relationship that you wish to create.

You may want to begin the conversations with something like, “It is great to have you as part of our department!  I am looking forward to getting to know you and having you as part of our department’s success.  I want to take some time to get to know you and to provide you with key information I think will help make you successful.  Please ask me any questions as we have our conversation.”  

	Questions

	How do you like to communicate?

	How would you like me to communicate to you?

	What would you like from me as your manager? 

	How would you like me to provide you feedback?

	How do you handle conflict?

	When do you like information?  Any time? End of the day?  Beginning of the day?

	Describe your ideal manager.

	What is motivating to you and what types of recognition do you value?  

	What would you like to know about me as your manager?


	Together let’s discuss:

	The department mission/vision/culture 

	The manager’s job and scope of responsibilities and how the employee’s job interrelates

	Identify resources that the new employee can go to with questions.  (Ensure this employee is prepared to answer questions and will be expecting the new employee to seek him/her out)

	What the top priorities for the department are over the next 1-3 years

	The chain-of-command

	Where the employee can find basics (supplies, reference information etc.)

	The departments your department typically interacts with and who might the employee be contacting

	Explain the process for recognition within the department

	Schedule regular meetings (1-on-1s)


[image: image2.png]



TRAINING AND PROFESSIONAL DEVELOPMENT

Gonzaga values and depends upon the many contributions of its faculty and staff and asks for their best efforts.  One of the ways Gonzaga invests in individuals, teams and departments is by offering training and development opportunities as well as internal consulting services.  These opportunities are designed to: 
· Strengthen competencies essential for peak performance
· Increase understanding of and ability to live and work in accordance with our mission values
· Create a shared language to work effectively with others
· Build community
· Enhance informal professional support networks
Employee and Organizational Development:   The Human Resources Department provides relevant, timely and applicable learning opportunities in employee skill development, supervisory and management skills, leadership development, interpersonal skills, organizational skills, and self-development.  Customized consulting services are also available on a variety of issues impacting organizational effectiveness and efficiency. 

Please visit www.gonzaga.edu/eod for a comprehensive guide to the full inventory of classes, programs and development services made available by the Human Resources Department for employees at all levels.  If you manage others, please use this reference guide to support and encourage your valued employees to keep their skills strong and current.

For more information, please contact Jason Swain by calling (509) 313-6124 or by email at swain@gonzaga.edu.

Safety Training:  Individual and Departmental safety trainings may be scheduled by contacting Environmental Health & Safety at (509) 313-5856, or email Dennis Hansen at Hansen@gu.gonzaga.edu.  
Technology Education Services (TES):  TES conducts in-house PC software training. TES offers training for all of Microsoft Office, Banner, Blackboard, Adobe Photoshop, Elements and much more.  You can learn more about software training by visiting http://www.gonzaga.edu/gutraining.  TES also provides Gonzaga faculty and staff with free, online training through the SkillPort e-learning. SkillPort allows you to take classes from any computer with Internet access, on your own time and at your own pace.  If you are interested and would like to request an account, please email Erik Blackerby at Blackerby@its.gonzaga.edu.  
To Register for Classes:  To view Gonzaga University’s current course schedule and register for classes, please visit http://www.gonzaga.edu/gutraining and log-in using your current Gonzaga username and password to access the secure training site.

To Be Completed by supervisor:
During your first six months, I would like you to complete the following trainings:

· Specific HR Training(s)
· Specific Computer Training(s)
· Other training(s) you think would benefit your new employee
GONZAGA UNIVERSITY

JOB DESCRIPTION

SAMPLE

PROGRAM ASSISTANT II
JOB PURPOSE
Under general supervision, performs a range of specific departmental/program support duties.  Advises students, faculty/staff, and the general public with information and/or reports in that specialty support area.  Explains policies and procedures relative to specific program or specialty area. Incumbents work with autonomy and are responsible for developing programs and procedures to maintain that specialty area.  

ESSENTIAL FUNCTIONS
· Obtains and provides information regarding inquiries from students and staff regarding program standards, procedures, and services.  Serves as the primary contact with program participants.

· Sets up and maintains all filing systems for department. Sorts and files a variety of confidential correspondence, forms, documents, etc. Posts and logs information and maintains appropriate files.  Maintains confidentiality as needed.

· Maintains the office budget including updating computer ledgers of accounts and producing monthly reports on account status and reconciling accounts with Controller's office reports.  Responsible for all purchase orders and requisitions.  Maintains and monitors the program budget and informs supervisor of budget status.

· Orders, receives and maintains inventory of office supplies and equipment.

· Coordinates meetings or conventions for committees within program area as needed, by arranging rooms, food, a/v equipment, preparing and distributing information packets and agenda, and taking and distributing meeting minutes.

· Coordinates mailings as needed that are sent out from program area or department. Supervises student employees with packaging and sorting materials to be mailed or distributed.

· Composes and prepares memorandums, forms, and letters pertaining to specific program. Edits materials for accuracy, appearance, readability and style.

· Serves as the office receptionist by providing information and assistance to inquirers of various information and directing inquirers to appropriate offices.

· Assists with the updating and maintenance of departmental lists and generates the appropriate mailing label sets as requested. Generates reports or lists from various software programs, including Banner, spreadsheets, word processors etc. Maintains and/or updates computerized information in various programs. Extracts, compiles, and retrieves data as needed for routine and/or complex reports.  Compiles statistical data for on-going reports and campus inquiries.  Performs complex word processing tasks such as merging and sorting, integrating text, graphics, spreadsheet and database files, creating footnotes, outlines and uploading/downloading software as needed to support specialty area.

· Administers minor auxiliary programs.

· May maintain office personnel files.  Completes and submits for signature appropriate personnel paperwork (PRFs) as needed.

· Supervises student employees.  Assigns work and special projects.  Trains, monitors and tracks performance.  Processes student paperwork including PAR, time sheets, etc.

· Coordinates work efforts with subordinate employees to meet goals of program and specific tasks.

· Performs or supports related functions as required and directed.

SUPERVISION GIVEN/RECEIVED

Administrative or functional supervision given to lower level support staff and/or student employees.  General supervision received from department head.  Incumbents expected to function with some independence, such as when determining applicability of guides to specific cases/problems or when devising working procedures for own desk.  Incumbents have independent responsibility for tasks within the specific function or program assigned. Repetitive, routine or standardized tasks are performed with no supervision.

MINIMUM QUALIFICATIONS
· High school diploma or equivalent

· 2  years general office experience, with at least one year developing or administering a specific program

· Proficient word processing skills

· Database and/or spreadsheet familiarity (Data entry skills required as needed)

· Typing speed of 55 wpm

· Ability to relate and work effectively with diverse groups of people, including staff, faculty, students and the general public

PREFERRED QUALIFICATIONS
· Work experience in higher education

· College-level course work

PHYSICAL QUALIFICATIONS
Ability to lift up to 10 pounds occasionally

Ability to sit for extended periods of time

Ability to move about campus as needed to deliver items, attend meetings, etc

Extensive wrist and hand movements as related to keyboarding

Ability to bend, kneel, stoop and reach as needed for routine office duties (filing, etc)

Ability to be mobile campus wide for appropriate business needs.

SAMPLE
KEY OBJECTIVES – (Enter Position)

The following are goals and objectives for the first six months of employment:

1. Become established as the first point of contact for the office and for assisting departments with timely processing in a friendly and professional manner.  

2. Establish a level of ownership in the job by asking questions at the time a situation arises, following through with tasks, anticipating needs of customers (including department staff), and keeping perspective of the “big picture” when presenting solutions.

3. Learn Banner system and be able to accurately pull reports and analyze data.
4. Become strong in effective communication when representing your position at staff meetings, to Gonzaga community and applicants.  To learn and adopt the standards of performance as outlined.

5. Attend all applicable training sessions including; Banner general navigation, Accounts Receivable/Accounts Payable, website editing, outlook, and other Microsoft office applications.
6. Learn office procedures/workflow and efficiently organize and maintain filing systems.

7. Assist co-workers in projects to ensure department is meeting established deadlines.

SAMPLE
PERFORMANCE EXPECTATIONS - 6 MONTHS

The following are expectations for the first six months of employment, based off of the essential functions of the job:
Supervision of Student Employees:

Incumbent will process all paperwork, PARs, and timesheets. Incumbent will delegate tasks to student employees and will ensure the accuracy and completion of those tasks.
Banner:
Incumbent is responsible for having a working knowledge of the Banner system and how to request and pull reports specific to the department i.e. budget tracking information.
Reports:

Incumbent has primary responsibility in creating, tracking, and maintaining all reports as it pertains to department projects.
Office Communications:

Incumbent is responsible for sending out accurate, timely (within the same to next business day); any and all information related to monthly reports, etc. with minimal direction or supervision by supervisor.

Office Management & Budgets:

Incumbent is responsible for ensuring smooth office management of the daily clerical tasks for the department.  This includes, updating supplies, coordinating work-study coverage, accurate filing, managing department budgets, processing payments, etc.

Calendaring:

Incumbent is responsible for managing calendars for various individuals in department.
GONZAGA UNIVERSITY’S

COMMITMENT TO HUMAN DIVERSITY

Diversity affirms our faith-inspired commitment to an inclusive community where human differences thrive within a campus community of equality, solidarity, and common human nature. We seek to nourish difference in an environment characterized by mutual respect and the sustainable creation of a campus climate that attracts and retains community members from diverse backgrounds. In this context, age, gender, ethnicity, disability, social class, religion, culture, sexual orientation, language and other human differences all contribute to the richness of our academic community life. These differences grace us individually as human beings and collectively as a Jesuit, Catholic and humanistic university striving to fulfill our mission. 

We aspire to create a university environment that is welcoming and accessible to all students, regardless of gender, race, ethnicity, religion, disability or sexual orientation. 
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                          Mission Statement

Gonzaga University belongs to a long and distinguished tradition of humanistic, Catholic, and Jesuit education.  We, the trustees and regents, faculty, administration, and staff of Gonzaga, are committed to preserving and developing that tradition and communicating it to our students and alumni.


As humanistic, we recognize the essential role of human creativity, intelligence and initiative in the construction of society and culture.


As Catholic, we affirm the heritage which has developed through two thousand years of Christian living, theological reflection and authentic interpretation.


As Jesuit, we are inspired by the vision of Christ at work in the world, transforming it by His love, and calling men and women to work with Him in loving service of the human community.


All these elements of our tradition come together within the sphere of free intellectual inquiry characteristic of a University. At Gonzaga, this inquiry is primarily focused on the Western culture within which our tradition has developed.


We also believe that a knowledge of traditions and cultures different from our own draws us closer to the human family of which we are a part and makes us more aware of both the possibilities and limitations of our own heritage. Therefore, in addition to our primary emphasis on Western Culture, we seek to provide our students some opportunity to become familiar with a variety of human cultures.


In the light of our own tradition and the variety of human societies, we seek to understand the world we live in. It is a world of great technical progress, scientific complexity, and competing ideologies. It offers great possibilities for cooperation and interdependence, but at the same time presents us with the fact of widespread poverty, hunger, injustice, and the prospect of degeneration and destruction.


We seek to provide for our students some understanding of contemporary civilization; and we invite them to reflect on the problems and possibilities of a scientific age, the ideological differences that separate the peoples of the world, and the rights and responsibilities that come from commitment to a free society. In this way we hope to prepare our students for an enlightened dedication to the Christian ideals of justice and peace.


Our students cannot assimilate the tradition of which Gonzaga is a part nor the variety of human cultures, nor can they understand the problems of the world, without the development and discipline of their imagination, intelligence, and moral judgment. Consequently, we are committed at Gonzaga to developing these faculties.  And since what is assimilated needs to be communicated if it is to make a difference, we also seek to develop in our students the skills of effective writing and speaking.


We believe that our students, while they are developing general knowledge and skills during their years at Gonzaga, should also attain more specialized competence in at least one discipline or profession.


We hope that the integration of liberal humanistic learning and skills with specialized competence will enable our graduates to enter creatively, intelligently, and with deep moral conviction into a variety of endeavors, and provide leadership in the arts, the professions, business, and public service.


Through its academic and student life programs, the Gonzaga community encourages its students to develop certain personal qualities: self-knowledge, self-acceptance, a restless curiosity, a desire for truth, a mature concern for others, and a thirst for justice.


Many of our students will find the basis for these qualities in a dynamic Christian faith. Gonzaga tries to provide opportunities for these students to express their faith in a deepening life of prayer, participation in liturgical worship, and fidelity to the teachings of the Gospel.  Other students will proceed from a non-Christian religious background or from secular philosophic and moral principles.


We hope that all our graduates will live creative, productive, and moral lives, seeking to fulfill their own aspirations and at the same time, actively supporting the aspirations.

Department Information

Please insert your documents, such as Goals/Mission/Vision, Staff biographies/job titles/phone extensions, organizational chart.

Below are some Examples:
Supervisor Philosophy

Insert your management philosophy/style here
Department Mission and Vision

Human Resources Mission Statement


Provide policies and programs within a legal, safe, and fiscally responsible context to create and sustain a highly qualified workforce and work life quality that supports Gonzaga University's mission.

 

We do this through our recruitment, professional development, compensation and benefits, health management, and safety programs to retain diverse talent.

 

We model the mission values by conducting ourselves with professionalism, integrity, confidentiality, objectivity, and respect. 

 

Human Resources Vision Statement

 

To be a trusted resource to the Gonzaga community by assisting its members in accomplishing their strategic goals and objectives.

HUMAN RESOURCES
DEPARTMENT CONTACT LIST
	Category
	HR Representative
	Phone Number
	Email Address



	General HR Questions
	Melissa Waite
	313-5996
	waitem@gonzaga.edu


	Benefits and Employee Leaves
	Debby LaRocco
	313-5861
	larocco@gonzaga.edu

	
	Jamie Burchett
	313-5852
	burchett@gonzaga.edu


	Compensation, Position Requisitions, Job Evaluations
	Heather Murray
	313-6829
	murrayh@gonzaga.edu

	
	Jamie Cockerham
	313-5915
	cockerham@gonzaga.edu


	Employee Relations
	Gretchen Stoup
	313-6909
	stoup@gonzaga.edu

	
	Heather Murray
	313-6829
	murrayh@gonzaga.edu

	
	Dan Berryman
	313-6827
	berryman@gonzaga.edu


	
	
	
	

	Employment (Hiring and Recruiting)
	Tracy Kelly
	313-5857
	kelly@gonzaga.edu


	
	Jamie Cockerham
	313-5915
	cockerham@gonzaga.edu


	
	
	
	

	Environmental Health and Safety
	Dennis Hansen
	313-5856
	hansen@gu.gonzaga.edu


	
	Jamie Burchett
	313-5852
	burchett@gonzaga.edu


	HRIS/Banner and Electronic Personnel Action Forms
	Tracy Kelly
	313-5857
	kelly@gonzaga.edu


	
	Jamie Cockerham
	313-5915
	cockerham@gonzaga.edu


	
	
	
	

	Training and Organization Development
	Jason Swain
	313-6124
	swain@gonzaga.edu

	
	
	
	


HUMAN RESOURCES ORGANIZATIONAL CHART 2010
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