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Executive Summary

Guidebook for a newly hired employee is a document developed for new employees in the public
service. It helps new employees to adapt to the work activities of the position, to effectively integrate
with the work and social environment, and to understand and grasp the culture and values of the

institution.

The goal of the guidebook is to assist newcomers to be able to quickly navigate in the public service. It
covers the main issues related to the activities and responsibilities of a public officer; provides necessary
information on working conditions and labour relations; gives information on career development
opportunities in the public service and provides other general, basic information relevant to any

professional public officer.

Given that every public institution has its own culture, corporate values and norms, internal policies
and procedures, it is advisable to attach to this guidebook the internal guidelines used by each public
institution in the recruitment process. With this in mind, this guide also includes a document that gives
recommendations to organizations on the structure and content of an internal guideline for new

employees.
The guidebook also includes tips for new employees and novice managers.

The guidebook is thus divided into three main parts: 1. Information about the public service and
qualified public officer, 2. Advice for new employees and novice managers, and 3. Recommendations

to organizations on the structure and content of internal organizational guidelines for new employees.
The first part covers following issues:

- What is public service and its functions

- Who is a qualified public officer and what are his/her functions and responsibilities

- What is the standard of integrity

- What is the career of a qualified public officer like, which includes information on position

rankings, probation period, career development, performance evaluation and professional development

- What is the work schedule and remuneration of a public servant like and how overtime work

is regulated
- What are the rules for using the leave
- What is a mobility of a public officer

- How disciplinary proceedings are carried out in the public service



The first part also includes information about the public officer partners, such as information about the
human resources management unit in the employer organization and its functions. Also, information

on what the Civil Service Bureau is, what are its functions and how can a public officer contact it.

The second part provides newcomer employees with recommendations and tips to make it easier for
them to adapt to the new environment. The first working days of a new employee can be very busy
with new information and different kinds of emotions. It takes some time for a new employee to adapt
and fully integrate into a new job or a new role. During this period, newcomer should smoothly adapt
to work and his/her role, establish effective socialization, gain understanding of the values and culture
of the organization, that will ensure the productive and fruitful performance of his/her work. Not all
organizations have a new employee adaptation procedure in place, which increases newcomer’s stress
level and hinders his or her effective performance. In such times, it is important for the new employee
to take more initiative and responsibility for his/her rapid integration into the new work environment
and activities. It is for this reason that the guidebook includes practical experience advice for newcomer
public officers based on the practical experiences of their counterparts around the world and locally.
The same section provides tips for novice managers who have been promoted or joined the public

service for a managerial position.

Some of the advice also include steps provided in the onboarding and adaptation procedure of a newly
hired employee, they also give a new employee an example of an action plan that responds to the
activities to be carried out by the organization. As a result, the activities carried out by the organization,
and initiatives and actions taken by the newcomer, will be in sync with each other. This will lead to a

successful and productive onboarding and adaptation of the new employee to work.

The third part of the guidebook is a recommendation document that will help organizations create a
practical guide for new employees based on their organizational specifics and internal regulations. It
provides a possible structure for the organization's internal guidelines which is developed based on best
practices. According to the recommendations, it is desirable that the internal organizational guidelines

consists of the following chapters:
- Welcome letter from the Minister

- Information about the organization (history of the organization, mission and values of the

organization, structure of the organization)

- Navigation in the organization (employee search methods, information about service provider

units, intranet user guide, physical navigation in the organization)

- Policies and procedures (basic procedures, staff management policies and procedures, clothing

etiquette, safety rules, business trip rules and procedures)



- Practical information (tips for use of IT service, meeting room reservation, parking lot use,
canteen information, mailing/courier service, written communication rules, environment/surrounding
area of institution, physical address of institution, public transport available, lunch facilities, regulations
of the building).
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