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Date :

Reference No :
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1 Sign the contract
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Review job role and responsibilities and
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4 Introduce employee to co-workers Juaadl M) e calogll Cayyaig puuis 4

G

elydag rL‘é&‘ el e Calbell Cayyatiy @
Sllay

wn
>

5 Introduce to department leads
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6  Car parking permission 5yl Cabgl oyl 6

7  First aid kit & emergency supplies Skl Oliylinmg g ClblassY egams 7

8  Desk setup form facilities department Oleasdl 8 ))a) Jud o csatl pugaig el 8
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Software/Hardware for new hire’s specific
role
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Email is added to Employee Directory and
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11 Phone and voicemail setup Gigmall s (il suel 11

12 Meeting with HR team Pl 3lall 3 s Byp paelal 12

13 Completing all hiring documents Ot 3369 pasr Jlasszd 13

14 Orientation training program ez o ey el Calogll e s 14

15 Employee Manual caboll ddapdid 15
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