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➔ The act of introducing yourself to someone 

is known as self-introduction. 

➔ The new employee background  typically 

includes the candidate's work history, 

educational qualifications, driving record, 

medical history, and criminal record.
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➔ Employee induction is the process of 

introducing new employees to the 

organisation for which they will be 

working.

➔ It is part of the onboarding process and is 

where a new employee learns about their 

employer's values and culture as well as 

their new role.
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➔ Employee orientation is the process 

of familiarising new employees with 

their jobs, coworkers, responsibilities, 

and work environment.

➔  It gives employees the opportunity to 

feel at ease in their professional teams, 

departments, and positions at the 

organization.
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➔ An HR dashboard is a business 

intelligence tool that enables Human 

Resource teams to track, analyse, and 

report on HR key performance 

indicators (KPIs).
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Every onboarding checklist should include the 

following items:

➔ The hiring procedure

➔ Employee Position

➔ Setting objectives

➔ Job training Orientation to the Company Culture

➔ Check-in schedules

➔ Meetings with coworkers or superiors

➔ Documentation

➔ Understanding the product
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Best Onboarding Practices

➔ Begin communicating with your new hire 

before their first day.

➔ Before the employee arrives, prepare their 

workspace.

➔ Send out an announcement about a new 

employee.

➔ Organize a group orientation.

➔ Assign new employees to a peer mentor.

➔ Make a list of resources for new hires.
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FAQs

How should a new employee be introduced to clients?

➔ With a formal introduction email. 

➔ This is a quick and easy way to introduce the new employee and their qualifications 

to your clients, and it doesn't take up much of their time. 

➔ They can read a new client introduction email whenever it is convenient for them, 

and they will have all of the information they require right in front of them. 

➔ You can also use ready-made employee introduction email templates to create a 

professional message.
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What should I say as a new employee?

Phrases to use when professionally introducing yourself :

➔ "Hello, my name is __, and I work at [company]."

➔ "Please allow me to introduce myself; my name is..."

➔ "Pleased to meet you, my name is..."

➔ "I don't believe we've met before — I'm..."

How should a new employee be introduced?

➔ The main point to remember: Send your employee introduction email to the entire 
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company, preferably with a photo.

➔ Provide the new hire's title, responsibilities, professional and academic achievements, 

and a few fun facts in 300 to 400 words.

What is the significance of employee orientation?

➔ Encourages employee confidence and assists new employees in adapting to the job 

more quickly; contributes to a more efficient, productive workforce; improves 

employee retention.

➔ And facilitates collaboration between the superintendent and the new employee.
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About Us

● SlideTeam is a premier Research, Consulting and Design agency that develops
and templatizes industry processes and best practices, frameworks and models across all industry and verticals to 
help customers present their strategies effectively and convincingly.

● In addition, Slide Team compiles data and statistics from thousands of sources
over a wide range of topics to help customers make intelligent decisions. We
develop and present our research in the form of fully editable PowerPoint
templates to make it easy for our customers to create presentations based on their individual requirements.

● With a large team comprising of Research Analysts, Statisticians, Industry Experts and Designers spread over 6 
countries, SlideTeam now hosts the world's largest collection of Ready to Use PowerPoint templates on all topics and 
industries.

● Our team consists of professionals from Fortune 500 companies and Top Tier consulting firms involved in the 
process of researching and designing over a million slides that are available for our users on a subscription basis.

●  To Contact Us and set up a Live Product Demo join us here  .
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