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[bookmark: _GoBack]Top Notch Financial Services
New Staff Activities Checklist 

Name of staff ____________________	Period from __________ to __________

	
	
	The employee has successfully completed this activity.


	
	
Activity
	Supervisor’s or trainer’s signature
	Supervisor’s or trainer’s name and position
	Remarks (If any)

	1
	Induction

	

	
	

	2
	Staff Training

	
	
	

	
	Training 1 General office skills 
	
	
	

	
	- use office equipment & maintenance 
- scanning, photocopying

Training 2 Professional telephone Etiquette*

	

	
	

	
	Training 3 to 4 Computerised Accounting (MYOB)
	
	
	

	
	
Training 3* 
· Introduction and set up
· Banking
	
	
	

	
	Training 4* 
	
	
	

	
	· Sales, Purchases and Inventory*

	
	
	

	
	Training 5 Excel spreadsheet*
· Use formulas to perform financial calculations
	
	
	

	3. 
	Working on client’s account

	
	



	

	4. 
	Team work

	
	


	

	5
	Others 

	
	


	



*Sample training material is provided for all training except Training 1.  
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