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Orientation

1) Introductions
a) Introduce yourself and say a little bit about yourself.
b) Ask each one present to introduce themselves and share a little about them.

2) About ContactWorks
a) Ask the class, “What do you know about the company?”
i) Provide Description of the Company if needed
We provide contact center services for other companies that want assistance interfacing with their customers. We usually work with start up companies, but sometimes we can have a longer term relationship with bigger companies.
ii) Share some of the services we provide.
We assist these companies by answering questions, providing product guidance or clarification, resolving problems, processing an order, or collecting information for escalations. Our clients vary from technical assistance of computers and wifi to customer service assistance of product use to accounting and billing assistance.
iii) Example Clients we service
We have one client who provides wifi services for hospitality locations ranging from hotels to RV parks.
We have another client who provides bike sharing for cities like Austin, Milwaukee, or Kansas City.
We even have ourselves as a client, providing remote technical support.

3) Give a Tour of the Building
a) Make sure you include:
i) Conference Room
ii) Main call center area
iii) Bathrooms
iv) Medicine Drawer
v) Supply Closet
vi) Back hallway and lockers
vii) Back door and back parking lot
viii) Warehouse
ix) Single bathroom
x) Printers and Recycling Bin
xi) Recreation Room
xii) Kitchen and recycling can

4) Go over the Employee Handbook
a) Have everyone sign and return the page at the back of the Handbook

5) Knowledge Check – Have them go through the handbook to find the URL and login information for each of the following
a) Godaddy Email – URL and login username
b) ADP – URL and login username
c) CARE (Knowledge base) – URL and login username
d) Phone Queues (Tasksuite) – URL and login username
e) Absentee / Late line – What’s the number? / What’s the leads email?

6) Discuss the use of Discord for company-wide communication

7) Have each attendee fill out and turn in the following Paperwork
a) Personal Records Documentation Checklist
b) Non-compete and Non-disclosure Agreement
c) Emergency Contact Information sheet

8) break before the queue training begins
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