The Company:
Building DC3 New Hire’s Job Shadow Schedule

Purpose:
e Build out a comprehensive job shadow schedule for new hires at all levels to provide consistent training
across all job levels and departments in the DC environment.

Resources:
e DC Resources SharePoint: https://www.google.com/resources

Terms to know:

Workflo | Workflow Outline:
w Steps 1. Access the Job Shadow Guide Template located in Sharepoint at:
https://www.google.com/resources
STEP 1: 2. Make a copy of the job shadow template using naming convention:
Create a “DC3 Job Shadow Schedule_Last Name_First Name”
copy of
the
template
and save
ittoa
central
location
STEP 2: 3. Click on the Activity tab
Fiter the i s L et E;}:
job 2 days Missing OUTBOUND A TL
position - . o et .
4. Click the filter arrow in the Position row
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5. Select the positions that you will be scheduling for.
a. If you are scheduling for managers, schedule for the managers to learn all direct

report roles (i.e. Team Lead, Supervisor, Associate)
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STEP 3: 6. Drag and Select the yellow columns for the respective activities

Select

the |

activities

to be T ACTIVITY *  FORMAT/LOCATION * TECHMICAL SKILL/PROCESS ~ HOST * S0P

schedule - Dysmicy -

d I Learnins TiHiz Inbound dack Cluerview Shawn Hines

earning ditterent Inbound dock (m = awn Hines
Pallet Ti Hi Quantity Inbound dock Ouwarview Shawn Hines MRS Upload
Put-zway tupes Inbound dock Ouvarview Shawn Hines MRS Upload)
Unload Equipment Inbound dack Oyerview ShawnHines NAA Unload
Daock Stands Training to take place atOC3  Onsite Training OC3 DC3 MIA
Clamp Truck Training to take place atOC3  Onsite Training OC3 DC3 MIA
Snakes Inbound dock Handz-on training Shawn Hines Oueryisw
Hand Jacks Inbound dock Handz-on training Shawn Hines Oueryiew
RF Scanner Login Inbound dock RF Training Shawn Hines NS Beceiy|
7. Paste the copied fields into the Week Schedule Breakdown
STEP 4: NAME
i Lakeshore’ oATE
Build the argesnore —_
schedule DC3 JOB SHADOW SCHEDULE

DA
TIME L
Reading Unload Shee Inbound dock Overview Shawn Hines VMA Unlood SCP

TIME ACTIVITY FORPMATI OCATION TEOHMICA] SKINTASK HOART Sop
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STEP 5:
Check to
be sure
you’ve
included
all
desired
tasks

8.

In the Activity tab, the Scheduled tab will indicate Yes if an activity has been scheduled and
will indicate Missing in red if the activity is missing.

¥ | SCHEDULED? ~ |AREA
Yes INECILI
Yes INECILI
Missing IMEOUI
Missing IMBOUI
Miszing IMEOUI
Miszing IMEOL
Miszing IMEOLI
Miszing INBOUI
Missing INBOUI
Missing INBOUI
Missing INBOUI
Missing IMBOI
Missing INEOLI
Missing INBOUL
Missing INBOUI
Missing INEOLUI
Missing INEOLI
Missing INBOLI
Missing INBCILI
Missing INBCILI

STEP 6:

Build the
schedule
and print

10.

Consider the flow of scheduling
Print the schedule when complete and share the essential tabs with the trainee.

STEP 7:
Acknowle
dgement
Form

11.

12.
13.

Upon completion of the training schedule please return to the booklet and click on the
Acknowledgement Page tab.

Both the hiring manager and trainee must complete fill out the page.

Once both the Trainer and Trainee fields have been completed, please send this form to
your DC HRBP to be filed.

Job Shadow Tralning Acknowledgement
Dates of completed training schedule

Trainee Acknowledgement: By enfering my name below, “I acknowledge that |
have attended and completed the job shadow training as fisted in the schedule
provided 10 me by my hiring manager. Through the discussion and presentation of
the subjects covered and the interaction of this session, | understand how the issues,
materials and subjects covered apply to me and the completion of my job dufies in a
safe manner. | agree to apply the information presented to my job to the best of
my abilities.”

Trainee Name:

Date:

Trainer Acknowledgement: By entering my name below, *1 acknowledge that | have
overseen and verfied, to the best of my ability, the training and completion of the
job shadow training as listed in the schedule provided to the trainee. Through the
discussion and presentation of the subjects covered and the interaction of this
session, | verify that | have presented how the issues, materials and subjects covered
apply to and the completion of the trainee's job duties in a safe manner. | agree to
have presented and verified the information presented to my trainee to the best of
my abilities.”

Trainer Name:

Date:

Lakeshore’
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