Policy for introducing and orienting new employees to the Procurement Division

New Employee:  

Includes new hires, co-ops, and procurement interns. As appropriate, may also include summer interns, other short-term employees, and rotating employees from other divisions at Glenn or from other NASA installations.
Introduction of a new employee to the Procurement Division:

Division Office will inform the Division via email about the arrival of a new employee providing some detail about the person and the duration and type of assignment as well as the person’s work location.  If possible, the employee himself or herself should provide a brief biographical statement of personal background and interests to be incorporated into the email. In addition, the assigned supervisor will introduce the person to other members of the branch and other personnel who will be interfacing with the new employee. Division Chief will introduce the employee to the whole Division in the next all-hands meeting.

Orientation/Training:

Procurement Division will provide the following orientation/training for its new employees:

· Orientation to the Procurement organization

· Overview by Division Chief/Deputy

· Overview of Branch responsibilities by Chief or designee

· Orientation to Division tools, systems and policies

· Planned and scheduled by Division Career Development Manager (0611)

· May vary depending on the new employee’s nature and duration of assignment but would typically includes modules on PR Processing, Bankcards,  Simplified Acquisitions, synopsizing, document generation and other automated systems, BMS and Division policies and procedures.

· On-the Job Training

· Immediate supervisor or designee is responsible for ensuring that assignments provide an appropriate range of opportunities for learning. 

· Supervisor or designee will develop an On-the-Job Training Plan for the new employee documenting the types of assignments, skills to be learned, and the level of mastery to be achieved. Supervisor or designee will review, evaluate and document new employee’s progress toward accomplishing expected targets on a regular basis.

· Supervisor will assign a mentor for each new employee taking into considerations such things as mentor’s ability and availability to transfer required skills and knowledges and compatibility between the mentor and the one mentored. Although the mentor is typically from within the branch to which the employee is assigned, there may be occasions where the mentor works in a different branch than the subject employee.  

· On-the-Job-Training is considered complete when the employee reaches his or her Journeyman Level.  

Rotations: 

The overall goals of the rotational program is to assist employees in the mastering of skills and knowledges required of a Journeyman Contract Specialist and to help the Division to manage its workload. Therefore, Procurement Division will rotate new entry-level employees, co-ops and procurement interns as much as practicable. The number and nature of rotations will depend upon the length of the employee’s training period, the extent to which the employee would benefit from exposure to different branches, and upon Division workload requirements. In general, rotations should be at a minimum six months or a co-op work term in length. Note: Supervisors, designees and mentors should be sensitive to differences in practices that may exist between branches as they assign and review work to rotating employees.  

