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Preparation prior to New Join… First day activities First month activities End of trial period

New Joiner is asked to read and sign paperworkNew Joiner is asked to receive their laptopNew Joiner is given a desk Is asked to fulf ill certif ications and company processesIs given feedback

Is told about the new join invites to remaining activities Reviews if  on boarding was completed

Is told about the new join Assign desk on EEH Display the off ice Ensures what certif ications are required according to levelGives Feedback

Is told to prepare the account, computer and desk of  the new joiner Deliver computer

is told to prepare contracts and all paperworkExplanation of  administrative procedures Displays how to use Oracle administrative tools

Is told to check if  the welcome e-mail is received Introduces tools

Notif ies the entry date Display ENDAVA slides

New Joiner is asked to read
and sign paperwork

New Joiner is asked to
receive their laptop

New Joiner is given a desk Is asked to fulfill
certifications and company
processes

Is given feedback

Channels used for this step

Email

Endava off icial

Printed paper

External websites

LINE OF INTERACTION

Laura Correal / PDR

Prepare the Job description

Prepare contract

Prepare benef its sheet

Prepare machine for New Joiner

Install software New Joiner
Needs

Request account creation

Set desk in Endava ees

Print job description, contract
and benef it sheets

Teaches how to log in

Set admin user for New Joiner

Write Delivery certif icate 

Install all hardware required

Show desk

Introduce team

Introduce heads

Show how to report hours on
oracle

Show Endava University

Introduce gIANT tools

How to report bank holiday

Report absence

Explains SIG standards

▸ gIANT is completed
▸ Endava University short list

course is completed

Germán Perez / Recruitment  off icer

Begin PDR OnBoarding pre-
process Displays f irst session of  Endava

slides

Line manager

Encourage new joiner to fulf ill
pending certif ications

Send e-mail with instructions:
 
▸ Jira
▸ Conf luence
▸ Bitbucket

Gives Feedback

▸ Asks for feedback to
counterparts

▸ Asks for feedback to abroad
team members
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