Orientation Plan 

for 

Employee’s Name, Administrative Assistant, ARC10B

Overview of Organization/ARC-Name of assigned ARC AO

(  How NIH/NCI/OIM/ARC10B is structured

( Standing Meetings

Handouts: 

Team Roster; Organizational Charts showing DHHS, NIH, NCI, OIM-OEM, DCS, DBS, ARCs; Team Mission Statement; Review of Administrative Handbook

Overview of Team Policies –ARC Manager’s or Deputy’s Name
Handouts: 

 CWS Policy; Leave Guidance; ARC Time & Attendance Expectations, Timekeeper, Office procedures

Performance Plan Orientation & Establishment-Supervisor’s Name

(View EPMP Video & schedule followup meeting with supervisors

 “How To...”-Assigned ARC Team member

Get Network Support;  Find Lunch in Building 31;  Order supplies/equipment; Use Voice Mail;  Request training for self; Find/use self-service store;  Establish Work Schedule; Find ATM; Shuttle schedule

Handouts:

NIH Phonebook; Work Schedule Form

Meet every team member

-1/2 hr; at the team member’s desk; their background, role on the team, daily work

V.  Overview of Administrative Specialty Areas:


-1 hr+ as needed

(Overview of Personnel-Assigned ARC AO

(Redbook, EDS, FTE v. Non-FTE, Fellowships/11.8a, Role of Secretary, PMS & AO)

(Training Session on TFS-ARC TFS Lead User

(Overview of Awards- Assigned ARC AO

(SSPA, Special Act/Service, On The Spot)

Handout:  Refer to ARC Resource Guide

(Overview of the Internet/Intranet- Assigned ARC AO

(CAMP; Important Home Pages; EPMP)

 New Employee Action List
1.  Discuss Work Schedule with supervisor & submit request form to NAME

2.  Obtain Network Access/Software Access

· Email Account & All Software Applications (Network Support Services, NCI, #2-4412)

· This Fine System HR (TFS) Access (ARC Lead User)

· FUTURE:  VSOF Access 

· FUTURE:  CIT Account Access 

3.  Establish Employee Performance Management Plan/Training Plan (ARC Manager/Nancy Bagley)

4.  Set up One on One w/Nancy Bagley

5.  Obtain NIH ID, Parking Pass, Keys (Gail)

