
The ONE© Workshop Training  

ORIENTATION OF NE 

W EMPLOYEES  FOR  
SMALL BUSINESSES 

 

Monday – Broward | Wednesday – Miami-Dade | Friday – Palm Beach  

RESPECT, HONOR, RETENTION! 

Ideally For Companies 

With Only One or Two New 

Hires, We Conduct The 

Orientation For You . . .  

Proactive Measures 

 New Hire Orientation   

 Stress Management and Time 

Management 

 Customer Service & TQM  

 OSHA Awareness Risk Management 

 Fundamentals of Filing and 

Document Storage 

 Diversity and Biases Prevention 

 Established Codes of Ethics 

Reactive Measures 

 Employee Misconduct Dismissal 

 Handling Dress Codes and  Attire  

Reprimands 

 Sexual Harassment In The 

Workplace  Legal Battles 

 Loss of Good Employees and Assets 

 Correcting Misfiled Records 

 Inappropriate Reprimands 

 Addressing Unbecoming Behavior  

We Fill A Void That So Many Small Businesses When We Created A Program Almost 

20 Years Ago, That Seem To Be One Of The Most Productive Initiatives . . . And, We 

Are Proud to Continue On This Journey! 

 

Do You Have a Single or a Small Number of New Employees, But Don’t Have a Hu-
man Resources Department To Conduct a Company Orientation? 

 

Do Not Worry; Send Your New Employees to Us for a Fantastic, Information, Profes-

sionally-Organized 4-Hour Orientation Session! 
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Upon completion of this workshop, your employee would Upon completion of this workshop, your employee would 
have learned:have learned:  

 Refresher on basic filing, business terminology and their importance in 

company quality assurance and compliance factors 

 How to conduct oneself courteously, ethically and professionally in your 

workplace 

 Approaches to develop effective and efficient time management skills, and 

apply them to daily tasks and responsibilities 

 About dress codes: The difference between fashion, business attire, (e.g., dress-

down days, casual vs. professional dress codes, etc.) 

 The importance of separating friendship from business, and working with 

company associates, avoiding gossip and unfavorable behavior (Addressing 

the “new-kid-on-the-block syndrome”), politely! 

 About getting organized and applying needed skill sets essential to the growth 

strategy of the company 

 Excellent customer service techniques as they relate to telephone etiquette, 

diplomacy and internet/email courtesies  

 It’s A Wrap! Open Forum and Wrapping Up:  Anticipating challenges and 

potential risk factors and management for first impression  associates 


