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Welcome Aboard! Orientation Checklist – Service Techs
Tech’s Name: _____________________________________
Start Date:__________________________________

Manager/Supervisor Name:_____________________________
Day 1
· Meet and greet all employees
· Handout and have them read it on their own the General Employee Manual – and let them know we’ll review this in 30 days
· Assign Uniform – review procedure for Grooming

· Read and review together the Service Tech Manual – The General Employee Manual
· Review and handout their copy of the Organizational Chart and the Flow of Communication Chart
· Review the Salary Levels – how you get paid at ABC Company
· Review Mission and Values – Why we do what we do…and how we do it.  What’s not in the Manuals.  
Day 2- Start with brief review of Day 1 and address any questions or concerns 

           about what was covered

· NOTES

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

· Side by Side with Customer Service Representative (CSR) and Dispatcher (DSR)  

· Review and practice with required paperwork.  Indicate that you have received and reviewed the paperwork items in your Manuals.
· Time Sheet

· Invoice/Work Order
· Scorecard

· Vacation Request form

· On Call form

· Truck restock inventory form
· Role Play – flow of paperwork and review use of forms

· Introduce Sales Training Manuals and include the use of any videos and role-plays

Day 3- Start with brief review of Day 2 and address any questions and concerns 

            about what was covered 

· NOTES

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

· Basic Break-even analysis… what goes into our Selling Prices
· Introduce and review the Pricing Guide

· Finish any remaining chapters in Sales Training Manual

· Warehouse tour and review of truck restock procedures

· Truck tour and basic operating instructions and care review

· Find and follow the sections of the Manuals pertaining to basic truck care, restock, maintenance, etc.  

· Equipment tour and basic operating instructions and care review

· Find and follow the sections of the Manuals pertaining to equipment

· Review uniform and grooming…sign off

Day 4- Start with brief review of Day 3 and address any questions and concerns 

NOTES:
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

· Ride Along with Senior Service Tech
· Find appropriate procedures in the Manuals and read through required tasks for your Salary Level  
· Review Price Book and how to create a price in the field
· Learn how to preview the call you’re going on and how to find the segments of the Manual for this anticipated work.

· Complete the Paperwork for Service Tech

· Complete the Scorecard
· Debrief with Field Supervisor and Service Tech…how did your day go?

Day 5-Start with brief review of Day 4 activities to address any remaining 

           question and concerns
· NOTES

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

· Discuss Salary Levels and make sure you are clear on how you get paid, what it takes to move up the ladder…and how to be successful at ABC Company
· Role Play 5 tasks from the  Trade Manuals in the Training Center
· Role Play 3 tasks from the Service Tech Manual in the Training Center
· Catch up on any previous Orientation items that have not yet been done.  

· TEST – Ride Along on 2 service calls with Field Supervisor and take the lead on the call.  

· Catch up on any previous Orientation items that have not yet been done.  
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