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New Hire Preparation Guide for Administrators 

About This Document  

owner HR   

access & use All Staff 

what it is 

A guide that: 

 Outlines the step-by-step process for bringing a new hire on board 
 Clarifies who is responsible for each step 
 Provides point-and-click access to the documents needed for each step, 

along with instructions and examples 

who uses it 

Anyone involved in preparing to bring a new hire on board, specifically: 

 Office Administrator 
 IT 
 Payroll & Benefits Coordinator 

Overview 
It’s important for new people joining our company to feel welcome. First impressions stick!  

Let’s be prepared to provide new team members with the tools and information they need to be 
immediately productive and informed.  

The procedures outlined in this guide: 

 Apply to both employees and contractors.  

 May be used for both existing employees transferred to new positions, and new staff members 
joining the company.  Some items will not be applicable to existing employees.  Adjust 
procedures as appropriate. PR
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New Hire Preparation Responsibilities 
The rest of this document describes, by job function, what each of us needs to do to: 

 Prepare for arrival of a new hire  

 Welcome a new hire on their first day 

Please note your responsibilities, and if you have any questions, contact HR. 

Office Administrator 

Before the New Hire’s First Day 

Administration 

1. Set up a mailbox for new hire to receive incoming mail. 

2. Update office seating maps. 

3. Make sure you have an Office Administration Orientation meeting scheduled in your calendar 
for the new hire’s first morning at work.  

Prepare key items to present to new hire on first day of work 

1. Obtain security key card and update security key card spreadsheet.   

2. Obtain parking pass, if applicable. 

3. Order business cards using AA-ALL-4570-M. Business Card Order Form: 

• Confirm the new hire’s title with the Hiring Manager 

• Confirm direct dial number with IT 

• Cards must be presented the day the new hire starts 

4. Prepare the new hire’s workstation for arrival, and if applicable, order workstation basic 
supplies. 
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Set up your HR Department  Create HR for Clients 

A complete HR Toolkit for small business to 
create and maintain your HR fundamentals.    

Create your HR materials 

• 260+ premium templates to create  
contracts, employee manuals, forms, 
spreadsheets and manager guides 

• Download your HR folders 

• Identify your HR priorities 

• 22 HR topics 

• Create HR intranet 

Support your HR Function 

• COVID-19 Portal 

• Legislation Portal 

• Remote Workforce Portal 

• Mental Health Portal 

• Diversity & Inclusion Portal 

• Weekly updates, email notifications 

• Help & support. With real humans! 

 HR Toolkit for Small Business, but made for HR 
consultants with the following differences:  

• Special licensing for use with clients 

• Additional module + additional download of 
pre-assembled folders and templates to 
create your own master HR toolkit to 
re-use for new clients 

• Pricing.   
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On the New Hire’s First Day 

Meet with new hire 

1. Take the new hire on a tour of our facilities to familiarize them with the location of the staff 
room, washrooms, coffee and lunchroom supplies, security system, working hours for use of 
elevators, supplies room, etc. 

2. Review lunchroom protocols. 

3. Review Office Services information in the Employee Manual. 

4. Provide new hire with applicable materials, i.e., business cards, security key card, parking pass, 
etc.  

5. Update phone list and SD-ALL-4910-R. Staff & Telephone Directory. 

6. Add a linked profile to the Staff & Telephone Directory:  

• Ask the new hire to complete the SD-ALL- 4900-M. Staff Profile Form 

• Take a photo of the new hire to include in the profile 

Information Technology (IT) Group 

Before the New Hire’s First Day 

Prepare 

1. Ensure the new hire’s computer equipment is ready for use at least 1 day before their first day 
of work. 

2. Set up phone, direct dial number, voice mail, and email address at least 1 week prior to the new 
hire’s first day of work.   

3. Email Office Administrator with the new hire’s direct dial number and email address as soon as 
possible, so that business cards can be ordered and new hire can be added to the Staff & 
Telephone Directory. 

4. Order cell phone if applicable. Check with Hiring Manager.   

5. Order a long distance or conference calling card if applicable. Check with Hiring Manager.  

6. Add the new hire to appropriate email distribution lists. Verify the lists with Hiring Manager. PR
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7. Set up permissions for new hire to access the appropriate servers, folders, and applications as 
directed by the Hiring Manager. 

8. Make sure you have an IT Orientation meeting scheduled in your calendar for the new hire’s 
first morning at work. 

On the New Hire’s First Day 

Meet with new hire 

1. Review login procedures, server information, software applications, phone system, fax, audio 
visual equipment, printers, photocopiers, internet, CUSTOMIZER: Insert other company-specific 
applications or software and applicable IT information relevant to the new hire’s job function. 

2. Provide long distance access code. 

3. Review the computer and network practices and IT information in the Employee Manual. 

Payroll & Benefits Coordinator 

Before the New Hire’s First Day 

Prepare 

1. Order a credit card, if applicable.  

2. Open a payroll file for the new hire. 

3. If applicable, create a calendar reminder for when the new hire becomes eligible for benefits. 

After the New Hire’s First Day 

Payroll & Benefits administration 

1. Collect payroll and benefits forms signed during the HR Onboarding Orientation session. 

2. Add employee to payroll. 

3. Enroll the employee for benefits, if applicable.  

4. File copies of contracts and original payroll and benefits forms. 
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