
New Hire Onboarding Checklist 

Welcome to the CeriFi team! We’re excited to have you here and can’t wait to see all that you’ll accomplish 
in your role. This onboarding checklist is designed to help guide you through your first week at CeriFi. Use it 
as a roadmap to learn about our tools, processes, and culture.  

Systems setup: 
☐ Login to core systems (email, Slack, Teams)

Complete required onboarding forms, if you have not already done so: 
☐ Access Paylocity self-service dashboard to review your profile, tax forms, etc.
☐ Review benefits options and enroll if applicable/prepare to enroll when applicable

Review the Employee Handbook: 
☐ Review & familiarize with our company policies and procedures

Meet with your manager and team: 
☐ Meet with your manager to:

• Review role expectations
• Align on first-week priorities
• Understand team structure

☐ Meet with your team to:
• Understand team structure and roles
• Understand how the team collaborates and communicates
• Understand team expectations

Schedule key stakeholder meetings: 
☐ Work with your manager to schedule meetings with key stakeholders and business partners

Review team projects and goals: 
☐ Review & familiarize yourself with current team projects & goals as well as past work of the team

Understand communication norms and expectations: 
☐ Begin to understand communication norms and expectations of the team and with your manager

Be sure to ask questions and seek clarity; your team is here to support you and your success at CeriFi. 

https://prd.files.paylocity.com/fileResources/clients/156471/91b4517e-71a6-43f4-9412-247566a16650/CeriFi_Company-Handbook_2024_Spread.pdf?signature=eyJhbGciOiJSUzI1NiIsInR5cCI6IkpXVCJ9.eyJzdWIiOiI5MWI0NTE3ZS03MWE2LTQzZjQtOTQxMi0yNDc1NjZhMTY2NTAiLCJzY29wZSI6ImNvbnRlbnRtYW5hZ2VtZW50OmZpbGVhY2Nlc3M6ZG93bmxvYWQiLCJuYmYiOjE3ODI5MzI3MjgsImV4cCI6MTc4MjkzNDUyOCwiaWF0IjoxNzgyOTMyNzI4fQ.FJKVzxR6vWkUxk7dw9347g08GMePFT-cLBI87eccM-U0BRSL9dsd0ar77cqwijVIQmqzsd2_9DSfcz4ShEkJMqXVd21-g426620QREXHB8BI5eiwCQ8gYlK3hhNVh1K-9NSslZwoxQn-uxJ0afYxR3lgC-PDeffK2AG0qmnBQd5Jr0tkL5s2xyFq1pkQRY3-q7X4V-ZvdfRzyBJWP3UzKap_-UpvOw2HR0YGgW0gF6_NpZhoYw50NB0eX9O-IgnoqAAs3D32yojKYLFOaw2nzZsEoGMJ73u0p8_KVG_IVHsdqeEbUXaFOkWTKcQxNtl1gfN6oihQN_rislipJz4swA
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