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Objective H #x:

Helps to integrate the new starter into the company faster.  # Bh¥7 i T 5 bRl A 22 =]

Ensures high level of engagement.  #fi{# it T 17 B Lk

Teaches organizational vision and strategy. {%43% 4143 ft J& 5t A i g

Explains the job importance. f# % T/E i #= B4

Provides necessary tools and resources. f2ft4% [ T HAMBTYE

Helps the new starter assimilate with other employees. #f Bl 2 T 5 34th 2 TAHE T A1)
Reduces turnover. F#{E i Tiizh R

Helps the new starter get well job training.  #5 Bl i T34 K41 R AL BE Y
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Procedure 2% :

e Each section should have 1 OBAs at least for different position, in order to new staff have one
OBA to support their on board. When OBA inform to resignation, departmental heads must to
Appointed a successor ASAP.
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» Requirements of On Boarding Advisor A B it i) Eik 77 ¥ -

» Probation or overall Performance Review Rating 3 and above T.{E64~H LA b H4 G UPHE

“R7%E” BLL.

e Good communication skills. F 4F i3 £ 75

»  Willingness to support each other’ s. J& & A 5l A $E 45 BY

e Job Description ofOn Boarding Advisor A H it i T.4EHR 77 :

e Welcome the new starter to the company X i3 [ 35 in A2 &)

e  Guide the new starter through on boarding process#E %> A\ B ik £ i 45 57 [7) 42 (k4 5

e  Provide informal support to the new team member Jy 3 [/ 3 $2& £ 3F 1E Ui 3 FF

o Be somebody the new starter can ask questions or request help il 45 ¥ [7] F4# 2 1n) A1 H2 4L 75 Bh
FIRf B

e Be a point of contact between the new starter and relevant departments#H 243 [F] H A <12
[ BB R A

¢ Make sure things are happening at the right timeffi £ 4 i 52 i 41 5% 1 45 3%

e Setthe stage forthe New Team member’ s arrival to make sure he/she feels welcome 794 [7
HR B AT 2, B OR At/ R BT 52 3 i

e Share the on boarding plan with those involved in the process 5 i £ 5 AR5 RIRFERIA 5157
ENRE| 2t

e Ensure that On Boarding checklist is being completed and address any obstacles that he/she
might experience fi{® 58 BN BRI LG & 0 9 28, FRAR Pt/ o] REaE B ) RS .

o Ensure that all activities planned are executed i {# i1l )& Wi 3 ¥ © L
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Help the New Team member to build his/her networks? By [7] 5 2 37 At /it i) A P 5% 2

Have regular formal or informal touch points or catch up sessions to guide New Team member
into new rolesg 4T IE Bk IE UM AR ERVE, 48 987 R F A SLHT A &

Do the initial training for new staff, in order to make sure new staff can pass the probation. i

LT R, B ERE=AA JE B R T REIAH IE.

Evaluation Criteria 5 fZn#E

Evaluation standard
& KA iE
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Recognition 31E }::

Outstanding OBAs will be considered as first priority when comes to internal promotion. They are

N e e

entitled to up to 15% annual salary increase. Will also receive Winning Ways recognition cards.
75 B N BB 1) 76 4 P9 30 b A 2 BRI RS B TR BAL e B AN R B TR RN (W&H)
A A2 315% A0 T 505 AR, (Rl 0 9t — AL ARF & b3 2% 14 F) 57 I RSO3\ 10 B 9 AT
B2 ER

If the OBA failed to pass monthly evaluation 3 month in a row, he or she will not perform the OBA
function anymore. New OBA should be nominated to replace him/her.
RN ZEH R TR =AH A AAREE, WA ANBUB B R4, B R1T
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