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Tool #7: Administrative Director-New Hire Discussion Guide
Before beginning the formal discussion, senior leaders should share information on the following topics with new hires: department news (including updates on future growth or any ongoing initiatives), fiscal year operating plan, unit fundamentals, recognition and celebration opportunities, and the department onboarding schedule. 
1. Do you have any questions about the information I just shared with you? 
2. Describe your biggest frustration to date.
3. Tell me about your interactions/communications with your manager.
a. Did your manager contact you prior to your start date? 
b. Did your manager meet with you at the end of the first week? first month? 
c. Do you feel your manager has made your role expectations clear? 
4. (If applicable) Has your peer/mentor been in touch with you to schedule a meeting? 
5. Do you feel you have the resources to do your job? What additional resources would be helpful?
6. How would you describe your current level of job satisfaction?
7. What can we do to improve your experience?
8. Is there anything else I can do for you? I want make sure you are supported in your work. 
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