Widget Corporation
Employee Orientation
Introduction

Welcome! Widget Corporation is pleased to have you as a member of our team. Widget employees are known for their professionalism, strong work ethics, and positive attitudes. Your orientation leaders and assistants will introduce the skills needed to project the image we are so proud of.
Now in our twentieth year of business, Widget Corporation is dedicated to educating employees so that our customers are served in the best way possible. As a Widget employee, you are expected to implement the skills and information that you will be given at the orientation. A company is only as strong as its weakest link. Help keep us strong!

Our orientation is organized with the new employee in mind. In addition to the leader, there will be one assistant for every five employees during the hands-on computer sessions. As you work on the computers, these assistants will be right there with you to help you and answer any questions you may have.

What You Need to Know

A Networking Breakfast: The morning begins with a continental breakfast. During this time you should introduce yourself to other employees. As per the Widget Handbook, please be sure to:
Morning Sessions: A binder with the Widget Handbook, handouts about ethics in the workplace, and a copy of a recent article about assertiveness techniques will be at your seat. The binder includes plenty of lined paper for taking notes and a Widget pen in the inner pocket. Morning sessions are lecture style with a 5-minute break after each session.
Questions and Answers: Although you are welcome to ask questions during the lecture, the question and answer session prior to lunch allows the assistants to share their knowledge too.

Luncheon: A buffet style luncheon will be served. Here you have more opportunities to meet other new employees.
Computer Instruction: The afternoon is devoted to time on the computers. You will experience a mix of brief tutorials, some lecture type instruction, and printed materials that will guide you through mini projects. The assistants will be right there with you to answer your questions.

Dress is office casual. Jeans and shorts are inappropriate. You may want to bring a sweater or jacket.
See You Soon!

Widget Corporation is glad to have you on board. We look forward to a productive orientation. If you have any questions, please call human resources at extension #3872.

