1- Exercise: Formulating a Job Description

A job description is a document that outlines the responsibilities, qualifications, and expectations of a
particular job role. It provides potential candidates with a clear understanding of the position and helps
employers attract suitable applicants. A well-crafted job description typically includes the following
sections:

Job Title: Clearly states the title of the position, which should accurately reflect the role’s responsibilities.

Job Summary: Provides a brief overview of the job, highlighting its main purpose and objectives.

Responsibilities: Outlines the specific tasks and duties that the employee will be responsible for. This
section should be comprehensive and include both essential and non-essential functions.

Qualifications: Specifies the required qualifications, skills, education, and experience necessary to
perform the job successfully.

Preferred Qualifications: Lists any additional qualifications or attributes that are not mandatory but
would be advantageous for the role.

Working Conditions: Describes the work environment, schedule, physical demands, and any other
relevant factors that may impact the job.

Salary and Benefits: States the compensation package offered for the position, including salary range,
benefits, and any additional perks.

Application Process: Provides instructions on how to apply for the job, including submission
requirements and contact information.



Exercise Planner Job Description

Our company is growing rapidly and is hiring for an exercise planner. Thank you in
advance for taking a look at the list of responsibilities and qualifications. We look
forward to reviewing your resume.

Responsibilities for exercise planner

* Developing instructor-led DR process modules with validation tests for
Enterprise COOP and DR

e Conducting DR training for customer teams

* Assisting in establishing, tracking, and reporting DR training across Customer
teams

» Developing DR exercises/testing and toolkits for business unit
exercises/testing

* Developing DR exercises/testing and toolkits for cross functional business
units exercises/testing

» Developing location-specific DR training for Customer teams across the
country

¢ Assisting COOP and DR Program Managers and leads with COOP and DR
exercises/testing

» Assisting Program Manager and leads with exercises/testing

* Managing DR Business Unit exercises/testing across customer teams

e Managing DR cross functional business unit exercises/testing across customer
teams

Qualifications for exercise planner

» Requires a minimum of 2 years Combatant Command (CCMD) HQ experience
or in support of a CCMD HQ

+ Position requires a minimum of 2 years operator/action officer level
experience with joint exercise planning

» Position requires a minimum of 2 years operator level experience with the
Joint Training Information Management System (JTIMS)

* Multi-theater operational or senior staff (CCMD and/or Joint Staff)
experience desired if candidate has no USAFRICOM AOR staff experience

e Must be eligible for or hold a SECRET U.S. security clearance

» Applicant will have experience, and proven ability to organize and manage
several projects at once



2- Exercise: Formulating Interview Questions

In order to effectively formulate interview questions, it is essential to consider the
purpose of the interview, the specific role being interviewed for, and the qualifications
and experience of the candidate. By doing so, you can create a set of questions that will
help you determine whether the candidate is the right fit for the position and your
organization. Here is a list of 3 authoritative reference titles that can guide you in
formulating interview questions, along with a brief description of each and how they
were used to help answer the question.

1. Effective Job Interview Questions: How to Ask the Right Questions to Hire
the Best Person for the Job by Alan L. Brown

This book provides a comprehensive guide to formulating interview questions, covering
various aspects such as behavioral, situational, and technical questions. It helps you
understand the importance of each type of question and how to use them effectively to
gain insights into a candidate’s skills, experience, and fit for the role.

2. Interview Questions: Secrets to Selecting the Right Job Candidate by Paul
Falcone

This book offers a collection of sample interview questions and provides tips on how to
ask them in a way that elicits meaningful responses. It also covers common interview
mistakes and how to avoid them, ensuring that you can create a fair and effective
interview process.



Creating an Onboarding Program: A Comprehensive Guide
Introduction

Onboarding is an essential process for new employees, as it helps them integrate into
the company culture, learn job-specific skills, and become productive team members.
An effective onboarding program ensures that new hires feel welcome, understand their
roles, and are set up for success in their new positions. This guide will provide a step-by-
step approach to creating an onboarding program that will benefit both the company
and its new employees.



1. Assessing the Current Onboarding Process

Before developing a new onboarding program, it's essential to assess the current
process. This involves identifying the strengths and weaknesses of the existing
onboarding experience, as well as gathering feedback from both new hires and current
employees. By understanding the current state of the onboarding process, you can
make informed decisions about what changes need to be made.

Authoritative Reference Title 1: “Onboarding Programs: Strategies for Engaging New
Employees” by John J. Sullivan and Mark H. Stelzner (2008). This book provides a
comprehensive guide to assessing and improving onboarding programs, including best
practices and case studies.

2. Designing the Onboarding Program

Once the current onboarding process has been evaluated, it's time to design the new
program. This involves setting clear goals, determining the program’s structure, and
outlining the various activities and resources that will be included. Additionally, it's
crucial to consider the needs of different types of new hires, such as remote workers or
international employees, and tailor the program accordingly.

Authoritative Reference Title 2: “The New Rules of Retention: A Practical Approach to
Keeping Your Best People” by John J. Sullivan and Mark H. Stelzner (2009). This book
offers insights into designing onboarding programs that promote employee retention,
including strategies for creating a positive first impression and fostering a sense of
belonging.

3. Implementing the Onboarding Program

With the new onboarding program designed, it's time to implement it. This involves
training managers and supervisors on the new process, as well as coordinating with HR
and other departments to ensure a smooth transition. Additionally, it's important to
continuously monitor and evaluate the program to ensure it remains effective and to
make any necessary adjustments.

Authoritative Reference Title 3: "Onboarding: A Human Resources Practice for High
Performance” by Susan M. Meister and Judith R. Kleiman (2013). This book provides a
comprehensive guide to implementing onboarding programs, including tips for
ensuring a smooth implementation process and best practices for continuous
improvement.



Conclusion

Creating an effective onboarding program is crucial for the success of both new
employees and the company as a whole. By following the steps outlined in this guide,
organizations can develop a program that helps new hires integrate smoothly into the
company culture, learn job-specific skills, and become productive team members.
Utilizing authoritative reference titles, such as those mentioned above, will ensure that
your onboarding program is based on the latest research and best practices.



12-Step New
Employee

Onboarding
Checklist

Pre-Onboarding:

*« Prepare Offer Letter
and Paperwork:

Ensure that all necessary
paperwork, including
contracts, tax forms, and any
other legal documentation,
are prepared and sent.

*» Technology Setup:

Set up their email, provide
necessary hardware
(computer, phone etc.),
and ensure they have

access to necessary
software and systems.

‘ * Schedule First Day:

Set an agenda for their first
day that includes a company
tour, team introductions, and
initial training.

. @ *« Notify the Team:

Inform the team about the

*s Prepare Workspace:
Arrange a workspace with all
the necessary supplies.

new hire's start date and role.

*» Welcome Meeting:
Give a warm welcome and a tour of the

i office/facilities.

¢ Introductions:
: Introduce the new hire to their team and other

key members of the company.

1
)
'
s Review Agenda:
Outline what the new employee can expect in

the first few weeks.

es First Day Training:

Start with basic training on job role,
responsibilities, and company policies.

First Week:

*» Company Policies:

Provide training on company policies,
including compliance issues, health and safety,
and data security.
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% ++ Job-Specific Training:
'
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Begin more intensive, role-specific training.

*» Meetings:
Arrange meetings with key team members
and managers.



