Your first week at Harbor & Pine
Welcome aboard. This guide walks you through your first five days, so you always know what is coming next and who to ask. Nobody expects you to remember everything in week one. What matters is that you know where to look.
Monday: set up and settle in
Your laptop is waiting at the front desk from 9:00. The IT desk will sit with you for about thirty minutes to set up your accounts, turn on two-factor authentication and install the password manager. After lunch you will meet your buddy, a colleague from another team whose only job this week is answering your questions, however small.
Tuesday: meet the tools
Most of our work happens in three places:
1. Chat, for quick questions and team channels. Start with #welcome and #ask-anything.
1. The shared drive, where every team keeps its handbook, templates and plans.
1. The order system, which you will get a guided tour of from your manager.
Spend the afternoon reading your team handbook. Write down anything that does not make sense; those notes help us fix the handbook for the next person.
Wednesday: shadow your team
Join your team for their normal day. Sit in on the stand-up at 9:30, listen in on a customer call, and watch how work moves from one person to the next. You are not expected to do the work yet, just to see how it flows.
Thursday: your first small project
Your manager will give you a small, real task that can be finished in a day or two. It is chosen so that you touch the main tools and meet a few people along the way. Ask for help early and often.
Friday: check in and look ahead
At 3:00 you and your manager will have a 30-minute check-in. Bring your questions and your notes from the handbook. Together you will agree on three goals for your first month.
Where to get help
1. Your buddy, for anything at all.
1. The IT desk, on extension 4000, for laptops, accounts and passwords.
1. The People team, at people@harborandpine.example, for pay, leave and benefits.
Enjoy the week. We are glad you are here.
