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Supervisor Call Script 
The selection team is excited to hear that you have accepted our job offer. Before you begin at 
Cuyahoga Community College (Tri-C), I would like to share some information about your first day.  

Your first day at Tri-C will start with New Employee Orientation (NEO). The orientation 
information is provided in your offer letter. Please remember to complete your paperwork (that is 
attached to your offer letter) prior to arriving at orientation. Your Human Resources 
representatives will collect your paperwork at orientation. 

After orientation, you will report to: 

• X Campus,  
• Room 123  
• at 1:00 p.m. I [or name of person greeting new employee] will greet you. (Optional: If this 

can be done it is very helpful to the new employee) 

You’re joining a great team of coworkers.  Everyone is cheering for your success. 

You’ll have plenty of help when you start work. In addition to spending time with me, [Name of 
Onboarding Buddy] has volunteered to be your onboarding buddy, a role we take seriously at Tri-
C.  

[Onboarding Buddy] and I have set our schedules so that we are in the office for your first few 
days, but you are welcome to ask anyone on the team about anything in your new role. They’re all 
committed to welcoming you and helping you integrate successfully into the team.  

We strongly encourage you to read about our benefits and policies on our website. Go to www.tri-
c.edu and search for benefits or policies. This will enable you to speak with your family before 
starting your job and prepare any questions you have for us during NEO. We will review benefits 
and policies will at orientation. 

As you come onboard, I want to emphasize that our deepest commitment is to student success. At 
Tri-C, we don’t just say this. We live it. Student success is everyone’s job at Tri-C. 

I am here to mentor and coach you, remove barriers to your success, and facilitate your positive 
integration into your new job. 

Once again, we’re excited to welcome you to Tri-C. This is going to be another great year for all of 
us. Thank you for joining the team. 
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