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Onboarding. What is it?

MeXaHM3M, C MOMOLLbIO KOTOPOrO HOBbIE COTPYAHMKM NprnobpeTatoT
HeobXoOMMbIE 3HAHWS, HABbIKM U MOBEAEHME, YTOObI CTaTb
3PDEKTUBHBIMI HE3ABMCUMMbIMK YleHaMM OpraHn3aLmm.

o
cebiwe 70 70 MOXET 6bITb yBe/IMYeHa NPOAYKTUBHOCTb COTPYAHUKA
82%
Ha ©O2 70 MOXET YNYYLWUTLCSH YASPXKaHME COTPYAHUKOB

o < *
88/0 opraHniauunm UMerT I1p06ﬂeMbI Cc npoueccom OH60p,D,MHFa
“The True Cost of a Bad Hire, Brandon Hall Group, 2015

Lingve



Onboarding goals

O3HaKOM/IEHME C BXXHENLIMMU NpouenypamMm Kak BHYTPKU, Tak U
BHE KOMMaH1M

IHTerpaumsa B KOpnopaTmBHYIO Ky/bTYPY, NOHUMaHME
pacnpeneneHns poner B KOMnaHmm, a Takke CBoeun ponu
[oBblWEHWE NPOAYKTUBHOCTU, YMEHbLLUEHME May3bl MEXAY
nepee3noM B CaHkT-lNeTepbypr/MoCKBY 1 NEPBbIM YPOKOM

Lingvoexper!



Pre-boarding

DopMmUpoBaHME NPaBUIbHBIX IT'SIGONNA
OXMAAHNM ', :
MpenBapuTenbHoe , -

3HAKOMCTBO C npoueaypamu,
KPOCC-KY/bTYPHbIMU
OCODOEHHOCTSAMM
CornacoBaHue JOKYMEHTOB
Ha opopMNEHMe
[TpenBapuTenbHoe
3HAKOMCTBO C KOMaHI0OW

% -

53 76 koMnanumn-nuaepos
B CBOUX OTpacnsax AenaioT
pre-boarding”

Lingvo ‘Enboarder, 2018



1. Job Offer Specification

MakcmnManbHO nogpobHas 1 Npo3pavyHas MHGOPMaLMSA O CNEOYIOLNX
acrekrax.

Pabounmn rpaduk

MecCToHaxoX4eHWe KOPNopaTUBHbIX KITMEHTOB, MOTEHUMANIbHOE BPEMS
B MyTW

CTaHOapTbl NIAHNPOBAHUS YPOKOB

HeobxoammMas OTYETHOCTb U BPEMS Ha €€ MOATOTOBKY

Roadmap oH6opAnHIa U BHYTPEHHETO 0by4YeHUS

7

HpopMaLma No KBapTupe 57 70 cotpyaHukos

CucTema BbinnaThl 3apaboTHOM NaaThl OTMEeYalT BaXXHOCTb
AeTannsnpoBaHHOro

Lingvo onucaHusi BaKaHCHIA



2. Teachers' Guide+*oHnauH BCcTpeya

Before Arrival
Upon Arrival
Work
Outside Work
Emergencies

Lingve

Kawnna Yecrep :
O 16:49 11 Jan BEsnve v
Make sure they only take the Cyrillic
from their Russia-issued documents, if

they do in incorrectly it would cause a
lot of problems

58% komnanuiie

npouecce oH6opaUHIa
PpoKycupyloTca Ha
npoueccax u pabore ¢
éymMmaramu’

“The True Cost of a Bad Hire, Brandon Hall Group, 2015



. [pynnoBou yaT

&g The Alien Association. a e {&i L Slassccation ) ) Q @
%  Adam, Ann Marie, Ben, Bethan, Bradley, Bridget, lain, James, Kane, Kyla,... M £ aaaim; Ann Marle; Ben, Bathan, Bradiey, Bridget, aia Sanics; Kane, Kyla; 1=
= = Hi everyone!
Meanwhile, evgryone, may | m_troduce oA nlew_(eacher from I'd like to introduce our new teacher from the UK @ Bradley Peak!
Wales who arrived yesterday in St Pete! (This time | checked, He's coming to St Pete next week.
she’s from Wales, so no jokes!!) Welcome, ©Bethan Phillips. Say hi:)
This is a group to share & care. You'll meet half of the people Bradley, this is our informal chat to share and care. You can ask
this Saturday at the training event. here for help, advice, recommendations or just send memes and
vent sometimes. | make some announcements here from time to
We got here: time when | need to deliver some info to all of you.
B © Adam Scrace from Shrophire, @Thom Kane from Belfast Welcome!

=2 ©Bridget MacAvoy from NY, @Ben Burnett from Wisconsin,
Kane Kennedy from LA, @Kyla Chester from Wisconsin,
Emily Cummings from Washington DC, @Ann Marie Deignan
from NY
B=@Le Jean (Lilo) Lubbe from Cape Town and @ Ruan
Oosthuyzen from Pretoria
B8 ©Lucas Newman from Adelaide
(Sorry if | mixed up your cities of origin with the cities you
studied in, correct me if | am wrong)

LONTON

Bethan studied Russian and French at the uni and was an
exchange student in a Russian town named Tomsk. She worked
in in France as an English teacher in a school so most of her
experience is with kids.

Lilo, Ruan, Kyla, Ann Marie and Emily work with both kids and
adults - so you can ask them for specific advice with your

kindergarten classes. Kyla Chester
All the others mostly deal with adult learners: Business and A
General English in corporate. =

The most experienced teachers here are Ann Marie and Lucas, | i
guess. | am sure they've seen it all if you got any questions to

them :) Bradley

Hi guys! Happy to be here. Very nervous for the next few weeks
Good luck! 14:16 &/ though! &9

Lingvo



MpebopAUHr YEK-NUCT

Baw 6yayLimin COTPYAHUK...
[eHb O

[ ] NMOHMMaeT CBOIO POJib B KOMMaHMK, 3HaeT CBOU MpaBa 1 0643aHHOCTU N YTO 6yp,eT
NPOUCXOAUTb B NepByto Hedenmo paboTsl (Job Offer Specification)
®  3HAKOM C HEMOCPEACTBEHHBIM PYKOBOAUTENEM U KOMaHAOV (OHIAMH-BCTpeYa, rpynnoBom

yar)
) 3HaeT 06 OCOBEHHOCTAX XKU3HU 1 PAbOThl B Balew cTpaHe/ropoae/komMnannm (Guide no

YKU3HWU 1 paboTe)
° nMeeT pabouyio MNOYTY M APYrue NOr1HbI/Maponmu ANs BHYTPEHHUX CUCTEM

+,£|,J'IF| HEro NoAroToBNEH MOJHbIA NaKeT OOKYMEeHTOB /14 Od)OpMﬂeHl/lﬂ, M roToBO pa6oqee MeCTO

Lingvoexper!



Onboarding - Week 1

MapadpoH 3agaHnin
3HAKOMCTBO ¢ buddy;,
BCTPEYM C YieHaMm
KOMaHbl

KapTa KoMaHAbl
Employee handbook

Lingve



4. MapadoH 3agaHuu

5 IHEW - 5 TeM

MukpoobyyeHmne Ha OCHOBE
Teachers' Guide

IHTepPaKTUBHbIV YEK-TUCT



Margarita lashchina <margo@lingvo-expert.ru» Tue, 28 Jan, 09:15 {:r -
to Palau, Natalia, bee: KceHun ~

Dear Jason,

Hi and Welcome to St Petersburg and Lingvoexpert!
My name is Margo. | am Project Manager at Lingvoexpert and | am going to help you with your adaptation and enboarding process. You can contact me, your buddy or your coordinator Natalia if you have any questions.

You're going to receive an email every day this week. This email will contain a piece of information and small tasks that will help you adapt to our city and the company. Please do the tasks and share the results with me!
Challenge 1

You must've already got our guide to life in the city and the company.
Today, I'd like to ask you to read the "Upon arrival - getting around” section of this guide and do the following tasks:

1. Downlead Yandex Maps and Yandex Taxi apps and save your home address in both of them
2. Walk around the block: find the nearest supermarket and metro station

3. Buy a transport card

4. Buy a SIM card (unless you've got it already)

5. Text your buddy to meet them

Btw, about your buddy - meet Kyla Chester. She is from the USA and she’s been with Lingvoexpert since August 2019. She speaks Russian and loves our country. And most importantly, she's super friendly and helpful.
Here are her contacts:

« 47981 724.98-04 (phone, whatsapp)
« kyla@lingvo-expert.ru

Don't forget to send me back the results of your first challenge and how it went!

Best,



Onboarding - Week 1
5. 3akpennseM buddy

(o) o
87/0 KOMMAaHMM CYUTAIOT HACTAaBHUYECTBO OYEeHb 3¢pPEKTUBHDLIM B
npouecce oHé6opanHra’

"HCI, 2019

Lingve



6. Kapta komaHabl (Canva)

Lingveexpert

TEAM
MAP

WO R K WITH U S AN D Office 300, Magnus Business centre, l EA M '
Lini ersburg, Russia L4
12} 5¢

BECOME A PART OF A
VIBRANT COMMUNITY! s i Lingveexpert




Who is Who

Ksenia Izotova
Director of Studies

Margarita lashchi Natalia L
Special Projects Teachers’ Coordinator
Manager

Veronika Shkolnikova
Office Manager

Lingve

Stan|

Meet Our Teacher Coordination Team!

Hit My rame is Veronica. | graduated
from Smolersk Humangarian University
with 2 degree in Lingusstics and
Transiation. | am fond of yoga and
surfing, You can write to me if you have
questions regarding your documernts,
accommaodation or firances.

veronika@lingvo-expert.ru

Helle! | am Nataliz. | have adegree in
Linguistics and Translaticn. | used to be
an English teacher at Lirgvoexpert. | am

your coordinator so you can ask me

arything and 1% refer you to the right
persan or help you myself, My primary
responsibility fs taking care of your
warkicad and timetable.
natalia.|@lingvo-expert.ru

Lingv
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HnpeKkTop
KoopanHatop
MeTononor
bagau

Shadowing konneru

7. BcTpeunion1i

Lingvo

727% CcOTPYAHMKOB

OTMeYaloT BaXXHOCTb BCTpeEY
1 Ha 1 C HENocpeaAcCTBEHHbIM
pyKkoBoaguTeneM B npouecce
onboarding®

"Enboarder, 2018



8. Employee Handbook

Lingvoexpert
Employee

H Company  OurValues
a n d b o o k ‘We are a small business which means a feasible number of employees that all know and help one another.
Va lueS Wearealsoan ional organisation which means peopl| itted to quality and lifelong learning.
Finally, we are B28 organisation which means being polite, professional and responsible for own actions.

Our core values, therefore, are:

o Teamwork. Help each other with lesson planning, useful resources, getting used to life in St Pete.
Don't hesitate to ask for assistance if you are not coping.

e |Initiative. Create your own learning materials, propose a new textbook, organise a team meeting,
initiate a speaking club, recommend us to a friend, bring a new client to the company (and get a
bonus!)

. Admit your mi: and correct them. Don't shift the responsibility on to
someone else.

e Commitment to Customers. Come to each class prepared, let your students know about any
changes in timetable in good time, deliver quality lessons.

*  Expertise. Attend our in-house training. read additional literature, ask for advice from your fellow
teachers and the management.

Lingve



Mecsuy 1

9. MoTtuBMpyouwme 60HYChI

10. VIHTEepBbIO N5 rpynnbl B
facebook

-

N . : / ’

what'should | do
next?

Lingve



9. MoTtusupyowmue 60HycChbI

KypCbl MHOCTPAHHOIO A3blKa
becnnaTtHble 3aHATUA BHYTPU
KOMMaHMK

TPEeHUHI

SKCKYpPCUU, MEPOMPUATUS

Lingvo



10. MHTepBbIO

e bepeM IMYHO Y KaXKaoro

e [lybnukyeM Ha cTpaHuue Fb

e Criel, BbIMyCKM Mo
npasgHnKam

Lingvo

Lingvo

Lingvoexpert

@lingvoexp
Home
Photos
Posts
About

Community

Create a Page

ib Like A Share

Lingvoexpert
18 September 2019 - §

Tom u3 CesepHoit MpnaHgum

B 12 net ToM cka3an: “Xo4y Bbly4WTb PYCCKMIA". M poguTeny Hawnm
©[IVHCTBEHHYIO KONy B CTPaHe, rAe ero NpenofaBany - Tak 4 Havancs
ero ACNTuiA NyTob K MeTepbypry.

B yHuBepcuTeTe y Hero bbina [ABOWHan nporpaMma C MHTepeCHbIM
Cco4YeTaHMeM: MaTeMaTuka 1 pycckwﬁ fA3bIK. Ha nocnegHeM Kypce oH
noexan y4uTbcs no obMeHy B Poccuio v nposen 3 mecaua B Kasaku.
Tam oauH n3 npenouaBaTeneﬁ Tak ero Bne4aTnun, 4To OH NOHAN - CH
Toxe Tak xo4eT! CHa4yana xoTen MATH NpenoaasaTb nporpa... See more

Q023 2 comments 1 share




U3MepeHUue adpPpeKTUBHOCTHU

PekoMeHaaumm
CaMoOCTOATENbHOCTb
[TonoxxntenbHaga OC

bonble coTpynHrkoB, HE
bonblle Npobnem

Lingvo



OHO6OPAUHT YEK-TTUCT

Baw 6yaywmi COTPYAHUK... Hepensa 1
OeHb 1 ®  3HAET, YTO HYXKHO [1eN1aTb KaXKAblA AeHb B NEPBYIO HEAENO
pPaboThl (exefHEBHbIN MapadOH 3adaHui)
e VMeeT NpeacTaBneHre o CTPYKTYPe KOMNaHMM U ®  JINYHO 3HAKOM C OCTa/IbHbIMW YNeHaMu KOMaHAbl (1 on 1
BCEX COTPYAHMKaxX (KapTa KOMaHAbI) M MeponpusTmne)
e 3HaeT, K KOMY U N0 KaK1M BONPOCaM MOKHO ®  OpPUWEHTUPYETCS BO BHYTPEHHEN JOKYMEHTaLMM
obpallaTbcs (KapTa KOMaHAbI) (MapagoH)
e 3HAET UCTOPUIO KOMMAHWK, BalUW LI@HHOCTM, e  caenan xots 6bl 1 shadowing
NOAMTIKY, MPABUAA, NPOAYKTHI, SKapProH U T4 e  cjenan xoTd 6bl 1 TecToBOe 3agaHue
(Employee Handbook)
®  JIMYHO 3HAKOM CO CBOMM HEMOCPEACTBEHHBIM Mecsu, 1
pykoBoauTenem n 6agam (1 on 1)
®  MOHMMAET NIOrCTUKY oduca (3KCKypcus ¢ 6anau, e  [Jan BaM Ob6paTHYIO CBA3b Ha MPOLLeCC OH6OPAMHIa
kapTa oduca) ° NMoYyBCTBOBa/1 Ce65 YacTblo KOMaHAbl (HedopManbHoe
° noYyBCTBOBaN cebs OCOBEHHbIM (BCTpeYa B MeponpUsTUE, UHTEPBbIO)
asponopty unu no66u, nogapok, welcome pack) e  CaMOCTOSTENbHO BbINOMHU COXHOE paboyee 3aaHne

(observation)

Lingvoexpert



@ lingvo-expert.ru

L N gvo office@lingvo-expert.ru

Welcome to Lingvoexpert

KopnopaTnBHbIM aHIIMUCKU C HOCUTENAMM A3bIKa



