ASSISTANT ORIENTATION CHECKLIST

Name:_________________________________________ Date: ___________________ 

_____
1.
Show location of office equipment, coffee room, time clock, restroom, 

bulletin boards, supply closet, inventory, keys, and software.

_____
2.
Introduced to other co‑workers in office. 

_____
3.
Explained starting and quitting times, lunch hour, and breaks.

_____
4.
Indicated when and how paid. 

_____
5.
Discussed overtime. 

_____
6.
Discussed probationary period. 

_____
7.
Discussed where and when to call agent if absent or late.

_____
8.
Explained vacation and holiday pay. 

_____

  9.
Explained assistant's expected referral leads from assistant's personal

database. 

_____
10.
Given a job description and duties for each day then time blocked.

_____
11. 
Had the assistant read the office manual and checklists of office duties.

_____
12. 
Listened and reviewed Sanford Systems and Strategies products per pre-

determined order and amount.

_____
13. 
Explained bonuses based on production policy – not arbitrary raises. 

_____
14.
Shown location of supplies and policies for use and re-ordering.

_____
15. 
Shown parking arrangements and policies – summer and winter.

_____
16. 
Shown how to use office equipment (especially telephones); told about 

quirky office machines and the failure reporting process.
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_____
17. 
Given computer/software instructions. 

_____
18. 
Given instruction on properly answering the phone and handling clients.

Answer the phones by saying, “It’s a great day at Sanford Systems.”

_____
19. 
Give the policy on personal calls and personal visits.

_____
20. 
Explained internet and email policy.

_____
21. 
Given software applications applicable to assistant.  Given flow charts or

checklists for study.

Date Completed:__________________
Agent:_________________________________

Assistant: ______________________________

