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As a staff member, you may consider the job of helping a new employee transition into to the team to belong to the 
supervisor.  While it is the supervisor’s role to oversee this process, you will be working alongside the new employee 
and it would benefit both you and the department to ensure that he/she feels welcome and is quickly able to start per-
forming his/her duties.  This individual is now part of the team, and the better he/she is able to do his/her job and the 
more comfortable he/she feels in the office, the easier it will be for department as whole to operate and get along.  
Starting a new job can be overwhelming. On top of wanting to make a good impression, new employees have to re-
member lots of new names and faces as well as adapt to the already established department culture. Additionally, new 
employees want to demonstrate that they are a good fit for the position by meeting or exceeding their supervisor’s 
expectations.  Once acclimated, new employees will play an important part of the team.  They have the potential to 
rejuvenate office morale by bringing new ideas, energy and a fresh perspective to the department.  Moreover, new 
employees who are successfully integrated into the department also offer a reduced work load for the rest of the staff 
and perhaps even a new friend. There are several steps you can take to help your new work transition into the team. 
 
Extend the new employee a warm welcome: A few friendly faces can help a new employee feel at ease.  Take the 
time to personally introduce yourself and extend an offer to assist the employee should he/she have any questions.  
Avoid bombarding the new employee with several questions.  This can put him/her on the spot.         
 
Brief the employee on office routines and practices: Check to see if the new staffer is aware of where office sup-
plies are kept, who to call in case of an emergency or a maintenance issue, and who oversees various aspects of the 
office.  It is also a good idea to tell the new staffer where to find information that is pertinent to his/her job, such as a 
database, files, and resource books.  Direct the employee to the new employee handbook, as well as to his/her union 
contract, so that he/she is aware of the conditions of his/her employment.  Brief the employee on the office culture—
what are the established rules, when do people take their lunch breaks, and how does the department handles birth-
days and holiday parties. Although you want to get the new employee up to speed on office culture, be sure to main-
tain a professional tone and avoid engaging in gossip. 
 
Volunteer to be a buddy to a new employee: A new employee can often benefit from having a more seasoned co-
worker take him/her under their wing.  As a buddy, you would take the new employee on a tour of the department and 
campus.  Introduce the new staff member to his/her officemates, as well as to the people he/she will need to know 
throughout campus.  Periodically check in with the employee during his/her first few days and weeks on the job to 
make sure he/she has everything he/she needs.  Offer to take the new employee to lunch.  In addition to being a nice 
gesture, this will allow you to get to know each other better and give the new employee a chance to ask some ques-
tions outside of the office.  While the new employee will undoubtedly be grateful for your assistance, be cautious of 
interrupting  his/her schedule. 
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