Tool 3 New Hire Orientation and Training Outline
Week One

Company Overview

Day One

· Company orientation—Share information about the company, such as the company’s mission and vision statements, company history, and key contact people within the organization. 
· Tour design center and meet other employees.
· Discuss design center procedures, including
· computer files

· customer files

· department spreadsheets

· department network

· Review job description and responsibilities.
· Provide an introduction to other departments, such as purchasing, construction, sales personnel.
Day Two

· Review roles of other employees in design center.
· Review location of training material and ongoing training processes such as training with vendors and trade contractors, including jobsite training.

· Review customer appointment guidelines for 

· contacting the customer 

· gathering information

· presenting options
· paperwork and follow-up

· Perform a practice design appointment.
· Review pricing books and spreadsheets, pricing protocol. 
Detailed Product Review

Day Three

· Flooring (wood, tile, carpet, stone)

· Flooring patterns, maintenance, warranty

· Cabinetry (woods, stains, styles)

· Cabinetry elevations and door upgrades

· Cabinetry accessories

Day Four

· Countertops (laminate, granite, solid surface, quartz, decorative)
· Countertops edges

· Sink and faucet installation

· Sink and faucet product

· Appliances
Day Five 

· Plumbing (styles, fixtures, rough, trim, whirlpools, showers, shower systems)

· Plumbing accessories 
· Wet tile and decorative wet tile 
· Shower enclosures, bath mirrors
· Fireplaces

Week Two
Product Review (continued)
Day One

· Electrical

· Home theater, security 
· Networking 
· Automated lighting 

· Structured wiring
· Heating and cooling systems (air purification systems, humidifiers, dehumidifiers, thermostats)
Day Two

· Cabinet hardware, doors, door hardware, molding, trim 

· Interior paint

· Custom closets 
· Garage organizers 
· Outdoor kitchens
Day Three – Half Day
· Blueprint reading

· Framing (permit versus nonpermit)

· Question and answer session on product review

Days Three, Four and Five
· Training on sales strategies
· personality profiles 

· listening and body language

· feature/benefit and suggestive selling

· overcoming objections

· managing customer expectations
· closing the sale

· customer service

· Business skills

· communication/presentation

· Role playing

· Recap of two-week training
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