APPENDIX 1

Employment & Training Centers, Inc. Page 1lof 3
Workforce Solutions / Employer Services Division
Name: Date:
Position: Location:
Address:
City:
Phone #:
Orientation with Human Resources
NOTES
IT Security Agreement/Online Training
(Please attach copy of faxed request)
Background of ETC
1) History of ETC
2) Major ETC programs/divisions
New Hire Paperwork
1) Basics
2) Driving Record
3) IT Securiy
4)  Agreements/Acknowledgements
Review of company policy and benefits
1) Payroll
2) Vacation/PTO
3) Benefits
4)  Timesheets / Distribution Sheets
5) Expense Reports
Workforce Solutions Online Orientation
NWI Login Access/Online Training
WorkInTexas Login Access
TWC mainframe Login Access
Employee Phone List
Managers please initial each item upon completion.
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APPENDIX 1

Employment & Training Centers, Inc. Page 2 of 3
Workforce Solutions / Employer Services Division
New Staff Member Orientation & Training Checklist
Operations Manager
NOTES
Intro to Y Workforce ¢ Solutions New Member Orientation NWI Online Course
NOTES
Training Schedule
Core Values
Workforce Solutions Mission & Vision
Job Description
Daily Routine Procedures
Board Performance Measures
ESD Performance Measures
Managers please initial each item upon completion.
Quality Assurance Manager
Training Schedule
NOTES
JSMS
Training in WIT (Work in Texas)
Training Module I - Create Job Posting in WIT
Training Modulell - Follow-Up with Employers
Training Module Illa - SOP for Recruters
Training Module I11b - Marketing Workforce Solutions
Job Alerts
Run Matches
Telemarketing
Managers please initial each item upon completion.
Regional Manager Date Employee Signature Date
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Employment & Training Centers, Inc.
Workforce Solutions / Employer Services Division
New Staff Member Orientation & Training Checklist

APPENDIX 1

Page 3 of 3

Name: Date:

Position: Location:

Address:

City:

Phone #:

Orientation at Assigned Career Office

Office Orientation and Training Career Office

NOTES
Business Consultant's Role and Responsibilities

Recruiter's Role and Responsibilities

Attributes of a Good Consultant

Job Description Performance Measures

Training on Phone System, Fax Machine and Copy Machine

Review ESD Focus, Service Delivery System

Review Region Territory Assignments and Zip Code List

Review Workforce Solutions website

Review ESD Process Map

Review TWC and DOL website

Review Marketing Guidelines for Workforce Solutions

Review Networking Responsibilities

Review Documentation Requirments:

1. Monthly Activity Report

2. WIT

3. Priority Employer List

4. Monthly Referral Report

5. Daily WIT Job Posting List

Shadow SME Business Consultants

1. Field Work

2. Visit Career Offices in your assigned Region

Shadow SME Recruiters

1. Field Work

2. Visit Career Offices in your assigned Region

Managers please initial each item upon completion.

Regional Manager Date Employee Signature
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