ISSUES TO ADDRESS WITH PROSPECTIVE

STAFF
DURING THE INTERVIEW

It is as important that the applicant understands Grand Valley and our culture as it is for the University to understand the applicant.  The following issues should be discussed at the interview.  By briefly discussing these issues, you will convey a realistic impression of the responsibilities of the position, the work ethic required at Grand Valley, and the culture at the University.
___ Explain the job responsibilities and expectations in detail

___ Explain the department, division, and University organizational charts  

___ Explain each person’s role and how each interacts with his or her position, if applicable

___ Explain the mission statement of the University (in the AP Handbook located at 

www.gvsu.edu/hro under “Policy and Procedures”)

___ Explain the mission statement of the Department and how it supports the University’s mission

___ Explain the Department's beliefs and values

___ Explain the work ethic at the University

___ Explain the University’s organizational culture (i.e. open door policy, first name basis, cooperation between departments…)

___ Outline performance expectations 

___ Explain teamwork expectations

___ Describe the pride and commitment displayed by Grand Valley staff members

___ Describe what is needed to succeed in this position at Grand Valley

___ Describe Grand Valley's role in the community

___ Describe the future direction of the University

___ Explain the University’s commitment to diversity in race, gender, sexual orientation, and the culture of inclusiveness
.
ISSUES FOR THE HIRING SUPERVISOR
TO ADDRESS WITH NEW STAFF
BEFORE THE NEW STAFF MEMBER STARTS THE JOB
Optional for 12 month Adjunct AP
___Send offer letter and personalized welcome, including link to the Benefits and to the New Staff Orientation website at www.gvsu.edu/hro
___ Explain what time to report to work, dress code, where to park, how to get parking permits, website address for campus map at www.gvsu.edu  and eating options for the first day
___ Make sure the workstation is completely ready and fully equipped, i.e.
If the employee will be using an existing computer, contact the CTS Helpdesk 1-2101 to prepare the computer for a new user
Phone directory



E-mail/Network log-in
Banner/Mainframe access


Keys



Make arrangements for phone mail and other necessary training



Business cards

___ Meet with the current staff members in the department to make sure they know the name of 


the new staff member, the start date, and what the new person's job responsibilities are

___ A suggestion for welcoming the new staff member – send them a welcome card, 
congratulating them on their new job and signed by everyone in the department.  If feasible, send them a gift certificate to the Bookstore so they can buy a sweatshirt for spirit day or send them a GVSU mug or a $5.00 gift card from Aramark for a free lunch
SUPERVISOR'S ORIENTATION CHECKLIST FOR
NEW STAFF MEMBER'S FIRST DAY ON THE JOB
We believe that orientation is a process, not just an event.  Our intent is to have the new staff member:

Feel at ease and welcome at GVSU

Obtain a good grasp of GVSU’s organizational history, mission, values and culture

Understand the functions of different units, divisions, and departments

Understand what the organization expects in terms of work and behavior

Know everything necessary to start performing his/her job

Know who and where to go for help with work matters

Know the policies and procedures of GVSU and of the new staff member’s department

Feel a part of the GV family

The following is a sample schedule that can be used on the staff member’s first day in order to cover the issues listed below.

8:00 a.m. to 9:00 a.m.

___ Introduce to other staff members in office and explain their roles

___ Give office tour and show them their office/workstation, bathrooms, where to eat, where to hang their coat, where the coffee pot is, where to get supplies…

___ Show them how to work office equipment (phones, copier, computer, etc....)

Schedule time for computer software training 
___Show Ultra Time log-in (hourly staff only) 
9:00 a.m. to 12:00 p.m.  (For supervisor and/or other staff members to do.  These items can be spread over the first few days of employment.)
___ Explain phone mail option and how to attend a training session

___ Explain job responsibilities in detail and give them a copy of the job description 
___ Explain job and performance expectations and timelines in detail

___ Explain what is needed to succeed in this position at Grand Valley

___ Explain available resources (i.e., GVSU Administrative and Procedures Manuals, professional manuals, Lanthorn, Forum, e-mail, bulletin board, etc…)

___ Explain the department, division, and University organizational charts and names 

___ Explain each person’s role and how each interacts with his or her position if applicable
___ Explain the mission statement of the University (printed in the AP Handbook)
___ Explain the mission statement of the department and how it supports the University’s mission

___ Explain the department's beliefs and values

___ Explain the work ethic at the University

___ Explain the University’s organizational culture (open door policy, first name basis, cooperation between departments…)

___ Explain teamwork expectations

___ Describe the pride and commitment displayed by Grand Valley staff members

___ Describe Grand Valley's role in the community

___ Describe the future direction of the University (provide a copy of the Institutional Plan)

___ Explain the University’s commitment to diversity in race, gender and sexual orientation, and the expectations of an inclusive environment
Noon

___Take to lunch  
*It is suggested individual appointments be scheduled in order for the new staff member and current staff to get acquainted and review the new staff member’s role at the University
SUPERVISOR'S CHECKLIST TO COMPLETE DURING NEW
 STAFF MEMBER'S FIRST MONTH OF EMPLOYMENT
___ Within the first month, help new staff member develop goals to be achieved by their 6 month 
anniversary of employment (NOTE: at 4 month anniversary, have a review of their progress on 6 month goals) 

___ Explain the annual evaluation process.
___ Take new staff member on campus tour and introduce to key colleagues

___ Explain Procedures and Administrative manuals (located on the HR Website) 
___ Give frequent feedback and check in often to see how they are doing and if they have any 
questions

___ Schedule individual 1 hour informational meetings with each staff member in the department during the first 2 weeks so new staff member understands what they do
___ Schedule weekly meetings (or more frequent if needed) to provide a formal opportunity to ask questions, clarify expectations, and share necessary information that is not possible or necessary on a daily basis 

___ Assign new staff member an office "buddy" for the first few weeks to answer questions and to 
go to lunch so the person doesn't feel isolated 

___ Take the new staff member to the recreation center and help them get a locker if interested

___ Explain office traditions, i.e., birthdays, GV spirit day, etc.
___Show the new staff member how to enter vacation usage (salaried staff only)
Supervisor:  ________________________________________    __________________________





Signature




Date

New Staff

Member:  __________________________________________    __________________________





Signature




Date

Return to Human Resources (1090 James H. Zumberge Hall)
