
Welcome to Our Team! 

Dear [Employee Name], 

We are excited to have you on board! Below are the steps for a successful virtual onboarding 

experience: 

1. Day 1: Welcome and Orientation  

o Join the welcome video call at [time] with the team. 

o Review the company's mission and values. 

2. Setting Up Your Workspace  

o Ensure you have the necessary software installed (list specific apps). 

o Access your company email and communication platforms. 

3. Training Sessions  

o Participate in scheduled training sessions on [dates and times]. 

o Complete required online training modules. 

4. Meet Your Mentor  

o Schedule a one-on-one meeting with your assigned mentor. 

o Discuss your goals and expectations. 

5. Feedback and Check-ins  

o Attend weekly check-in meetings for the first month. 

o Provide feedback on your onboarding experience. 

If you have any questions or need further assistance, please feel free to reach out to me at [your 

email] or [phone number]. 

Looking forward to seeing you thrive in your new role! 

Best regards, 

[Your Name] 

[Your Position] 


