
Welcome to UWS! A Conversation Guide for New Employees 

Welcome to University of Western States (UWS)! We’re glad that you are part of UWS 
and want to make sure that during your first year here you’re able to see the university 
as a great place to work and a place to make a long lasting contribution through our 
mission.  
 
The items in this section will help to guide discussions with your supervisor, peers and 
others as you learn about your role at UWS. This guide is divided into relevant items to 
think about during the different phases of onboarding. That said, every job is different, 
so please focus on the questions which feel relevant to you. In addition, the human 
resources department and your supervisor may use part of this document in your more 
official onboarding process. 
 
Congratulations on your new job! To help prepare for your first day, take some time for 
planning and reflection. What are you most excited about as you start your career at the 
university? 

Recommended To-Dos  
 
Prepare for your first day:  

• Do you know what time to be at work?  
• How will you get to work?  
• Where will you park if necessary?  
• Are you familiar with the dress code in your office? 
• Review department webpage(s) and be sure to note its mission, vision and goals.  
• Review your job description.  
• Create a list of strengths you will bring to the position and department and 

identify opportunities for growth.  
 
 
 
Your First Day/Week  
 
You’ve arrived! As you begin your employment, you’ll be given a lot of information, you’ll 
meet a lot of new people, and you’ll have to learn a new culture. Give yourself time to 
learn about your job, your division and department. On average, it takes a new 
employee about eight months to feel productive. To help you on your first day and first 
week think about the questions below.  
 
Ask yourself:  

• Do I feel welcomed and excited? Why or why not?  
• What skills, knowledge or experiences do I bring to this position that will support 

my department’s strategic objectives?  
• What are my personal goals for my first month at the university?  
• Who did I connect with the most and how can that connection help me as I learn 

more about my role at the university?  



• Do I understand the Core Values of UWS and how I fit into these values? 
• What is my level of commitment and dedication to the university? How can I 

improve it?  
• Is the work environment effective for me?  
• Do I understand my role and how work gets done?  

 
Ask your supervisor:  

• If I am absent (sick or vacation) how do I notify you and the team?  
• What training should I complete?  
• What are my responsibilities this first week?  
• What is my role within the team?  
• How often will we meet?  
• What is the governance structure/approval process/decision-making authority of 

our area?  
 
Ask a peer:  

• Where does the team eat lunch?  
• What are the informal norms/guidelines of our work spaces (i.e., noise 

level/distracting sounds, scents, eating at desk, open space rules, etc.)?  
• What should I know about the work style of the team?  
• What is some of the lingo (including acronyms) I should be aware of?  
• What do the people we serve say about our work?  

 
Recommended To-Dos  

• Review your goals for the first month and create an action plan.  
• Invite a colleague to lunch. Have them pick their favorite place to eat. 
 

 
 

During Your First Month  
 
A new job can be an exciting time of new experiences, new people, learning and 
personal growth. It can also be a time of confusion, insecurity and frustration. Have 
patience while you learn and reach out to those around you for support. Consider using 
the questions below to start conversations. 
 
Ask yourself:  

• Am I connecting with my supervisor regularly?  
• Do I feel like a part of my team? What things can I adjust for a better fit?  
• How do I feel about my new role? What have I enjoyed the most so far? Why?  
• What do I find confusing? Who can I ask for clarification?  
• What are my goals for the first three months of my job?  
• What additional training or resources do I need?  
• Which part of the university community do I want to explore more (e.g., 

committees, student clubs, employee engagement activities)?  
 



Ask your supervisor:  
• What are the biggest priorities for me, our department, the university? Clarify 

goals and expectations.  
• What has been the biggest change over the past year?  
• What are the other methods of communication, task management and project 

tracking? 
• When can I expect feedback/review/evaluation?  
• Do you prefer casual or formal conversations?  
• What are people’s roles? Review the department, college, or university 

organization chart.  
• If I have a suggestion for change, what is the best way to communicate it?  

 
Ask a peer:  

• What has kept you working here this long?  
• What are the informal ways our colleagues make decisions?  
• How would you describe our team dynamics?  
• Whom should I meet and connect with early on?  
• What are meeting expectations?  

 
Recommended To-Dos  

• Review Udocs for UWS policies and resources.  
• Participate actively in team meetings.  
• Connect with a client or stakeholder over coffee.  
• Complete required trainings.  

 
 
 
30 to 60 Days  
 
During the first 60 days, most employees are performing their new functions somewhat 
independently and there are also still a lot of new experiences, depending on the job. 
Many people are still in the process of understanding the broader context of the 
university. Use this period to continue to meet people, especially those in other 
departments that might be impacted by the work of your department. Build your network 
and understand how you can contribute to the strategic goals of the university. Consider 
the questions below as you continue to learn. 
 
Ask yourself:  

• Am I participating in meetings and being heard?  
• Am I thriving in this environment? What is working and what is not?  
• What experiences have energized me so far?  
• What am I most interested in? What is holding me back?  
• Who is impacted by my work? Set up coffee or lunch with anyone you haven’t 

met yet.  
 
Ask your supervisor:  



• How can I thrive here?  
• Do we prefer a formal process for idea sharing or is brainstorming welcomed?  
• Do colleagues feel comfortable with a new hire bringing up new ideas?  
• What is working well and what is not?  
• What additional training do I need?  
• What are external university-wide groups for people doing similar work?  

 
 
Ask a peer:  

• What are the group’s best and worst working relationships within our 
organization?  

• Am I fitting in with the team? What can I change for a better fit?  
• How is conflict handled?  
• How are our teammates recognized for good work?  

 
Recommended To-Dos  

• Attend UWS Community Meetings to hear about issues important to the 
university.  

• Find a group or committee that is important to your role and attend a meeting.  
• Have lunch in the staff breakroom and visit the campus store.  
• Review and adjust goals and action plans with your supervisor.  

 
 
 
60 TO 90 DAYS  
 
The third month of a new job is a time to clarify expectations with your supervisor and 
set goals for the rest of the year. Human resources will reach out to your supervisor to 
do an introductory period check-in to discuss how your knowledge, skills and abilities 
are fitting into the department and what you can do to make an impact on the strategic 
goals. It’s also a good time to determine additional training and professional 
development that might be useful. Consider the questions below as a guide to these 
conversations. 
 

Ask yourself:  
• Do I feel overwhelmed? If yes, talk with your supervisor and get help prioritizing.  
• Do I understand and can I articulate my department’s vision, goals and strategy 

and that of the university? How can I support the vision and my leader?  
• What impact did I make this quarter? How did this contribute to my department’s 

or the university’s vision or mission?  
• When do I feel most confident?  
• What is my goal for the next three months for mastering the position and 

contributing to the department’s strategy? What support or resources do I need 
to achieve my goals?  

 
 



Ask your supervisor:  
• Complete introductory review or check in on the tasks accomplished so far. 
• Did my work meet your expectations? If not, what is the gap and how can I close 

it?  
• Am I meeting the department’s needs? Have I been making an impact?  
• Are there other projects or ways that I can get involved that will help me 

understand how my position supports the department’s and university’s mission 
and goals?  

• What additional training should I take?  
• Who else might it be useful for me to connect with to understand my role better?  

 
Ask a peer:  

• How is my performance so far? Has my work supported the department? What 
are the gaps and how can I improve?  

• What are some things I still need to learn?  
• Who else would be useful for me to connect with to understand my role better?  

 
Recommended To-Dos  

• Clarify expectations and set goals for the remainder of the year.  
• Identify areas of the university to explore in the next six months. Have fun with it.  
• Actively identify ways the department can meet its objectives more efficiently.  
• Identify and take a webinar to support your continued learning.  
• Identify a potential mentor(s) and invite that person(s) to lunch.  

 
 
 
90 DAYS TO 1 YEAR  
 
Congratulations! You are now past the first three months of your new job. This is a time 
when many employees are flying solo on the job. You might find your supervisor is 
sending you to meetings alone, assigning tasks and establishing a regular routine of 
check-ins and feedback. This is when you will probably start to feel like you know the 
scope of your job and can accomplish routine work with little supervision. During this 
time period, think about long term contributions to the department and connect it with 
the university’s mission. 
 

Ask yourself:  
• When did I stop feeling new?  
• What tasks still make me feel new and do I know who to contact for support?  
• How can I become more involved in the university as an employee?  
• Do I have a good relationship with my supervisor and my peers? How can I 

improve it?  
• What do I want to accomplish before the end of the year? How can I do that?  
• What efficiencies or changes might make my job better? Have I discussed these 

with my supervisor?  



• Am I contributing to the conversations at team meetings? Am I making 
suggestions that are relevant and impactful?  

• How am I representing the department to other people at the university? What 
can I do to improve that?  

 
Ask your supervisor:  

• What are our department’s challenges and how can I help?  
• Agree on goals for the rest of the year and what you want to accomplish.  

 
Ask your peers:  

• How can I better support our team?  
• What is one thing they you would like to change about our work?  
• Which part of our work gives you pride?  

 
Recommended To-Dos  

• Review your job description and make sure you are engaging in all of the 
responsibilities. Seek clarification if needed.  

• Identify three ways you can be more efficient or support your team better. Add 
them to your work plan.  

• Review governing committee minutes on Udocs to stay informed of current 
issues for the university.  

• Look for opportunities to mentor, help or support new members of your team and 
department.  

 


