
 
 
 
 
 
 
 
 

 

Virtual Sherpa New Hire Onboarding Process 
New Hire Onboarding Process at Virtual Sherpa: A Seamless Journey to Success 

Starting a new job can be an exciting yet overwhelming experience. At Virtual Sherpa, we 
recognize the importance of creating a smooth onboarding process that not only integrates new 
hires into our company culture but also prepares them for success with our clients. In this article, 
we’ll dive deep into our New Hire Onboarding Process, breaking down each step to ensure a 
captivating and engaging journey for our new team members. 

Purpose of the Onboarding Process 
The onboarding process at Virtual Sherpa is designed with one primary goal: to make the 
transition for new hires as seamless as possible. By providing a standardized approach, we 
ensure that every new employee quickly integrates into our company and client culture. This 
process isn’t just about paperwork; it’s about setting the stage for a positive and engaging work 
environment. New hires will gain a clear understanding of their roles and responsibilities, 
become acquainted with our tools and systems, and receive continuous support to become 
productive members of the team in no time. 

Scope: Who Does This Apply To? 
This onboarding process applies to all new hires selected by Virtual Sherpa or our clients. 
Whether you’re coming on board directly with Virtual Sherpa or placed with one of our clients, 
this process ensures that you’re fully integrated and prepared to meet your job responsibilities 
from day one. The scope of this process covers everything from the initial offer letter to the end 
of the trial period, ensuring you’re well-equipped and confident as you start your new role. 

What You’ll Need for a Successful Start 
Before diving into the step-by-step process, let’s take a quick look at the materials you’ll need: 

●​ Onboarding Guide & Offer Letter: These are your initial touchpoints, outlining 
everything from compensation details to your role’s responsibilities. 

●​ Associate Information Form: A form that captures essential personal and contact 
information. 

●​ Clockify Account: For tracking your time efficiently. 
●​ Thera Payroll Platform Access: To ensure your payroll details are correctly registered. 
●​ Notion SOP Library Access: Your go-to resource for standard operating procedures 

 

https://www.forbes.com/advisor/business/onboarding-process/#:~:text=Employee%20onboarding%20is%20a%20process,succeed%20with%20a%20new%20company.
https://www.forbes.com/advisor/business/onboarding-process/#:~:text=Employee%20onboarding%20is%20a%20process,succeed%20with%20a%20new%20company.
https://www.bamboohr.com/blog/5-pillars-for-building-a-positive-culture-hr-unplugged-ep-7
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and company guidelines. 

●​ Discord Project Channels Access: Where you’ll collaborate with your team and 
manage projects. 

●​ Virtual Sherpa Onboarding Meeting Agenda: A roadmap for your onboarding 
meetings. 

●​ Client Onboarding Guide & Meeting Agenda: To get you up to speed with your client’s 
business and expectations. 

●​ Employee Handbook: Everything you need to know about company policies. 

 

Step-by-Step Onboarding Procedure 

Step 1: Send Onboarding Guide and Offer Letter 

The journey begins with an email. Once you’ve been selected for a role, you’ll receive a 
comprehensive onboarding guide along with your offer letter. This isn’t just a formality; it’s your 
first step into understanding your role at Virtual Sherpa. The guide includes detailed information 
on your compensation, role responsibilities, and key dates, along with instructions for payroll 
setup, how to use our time-tracking software, and the forms you’ll need to complete. For 
independent contractors, we’ll also include the necessary tax forms. 

Tip: Make sure to read through the guide thoroughly and jot down any questions you might 

 



 
 
 
 
 
 
 
 

 
have. This is your chance to get clarity before you officially start. 

Step 2: Acquire Signed Onboarding Guide and Offer Letter 

Next, you’ll need to sign and return your onboarding guide and offer letter. This step is crucial as 
it solidifies your understanding and agreement with the terms outlined. If you have any 
questions or concerns, don’t hesitate to reach out to us – we’re here to help! 

Step 3: Verify Associate Information Form Completion 

After we’ve received your signed documents, you’ll be asked to fill out the Associate Information 
form. This form captures essential details like your contact information, emergency contacts, 
and any other administrative details we need. It also includes some fun questions to help us get 
to know you better. Pro tip: Your short bio is your chance to let your personality shine! 

Step 4: Add New Hire to Platforms 

Once the paperwork is squared away, our Chief of Staff will get you set up on all the necessary 
platforms: 

●​ Clockify: You’ll receive access to Clockify for time tracking. Make sure you log your 
hours accurately from the get-go! 

●​ Thera Payroll Platform: Your payroll details will be entered here, ensuring you get paid 
on time and correctly. 

●​ Notion SOP Library: This is your treasure trove of information. From company policies 
to SOPs, everything you need is here. 

●​ Discord Project Channels: These channels are where the magic happens. You’ll be 
added to relevant project channels, so you’re ready to hit the ground running. 

Step 5: Schedule Virtual Sherpa Onboarding Meeting 

We don’t just throw you in the deep end; we make sure you’re well-prepared. The next step is to 
schedule your Virtual Sherpa Onboarding Meeting with our Chief of Staff. This meeting 
introduces you to our company’s mission, values, and culture. You’ll meet key team members 
and learn about the tools we use, so you’re fully prepared before diving into client projects. 

Step 6: Send Client Onboarding Guide 

Once you’re familiar with Virtual Sherpa, it’s time to learn about the client you’ll be working with. 
You’ll receive a Client Onboarding Guide, which includes everything you need to know about the 
client’s business, project goals, and communication protocols. 

 

https://app.clockify.me/tracker
https://app.getthera.com/home


 
 
 
 
 
 
 
 

 
Step 7: Schedule Client Onboarding Meeting 

To further ease your transition, we’ll schedule a Client Onboarding Meeting. This is your 
opportunity to meet with the client, understand their expectations, and familiarize yourself with 
the project specifics. It’s also a great chance to ask any questions you have about the project. 

Tip: Use this meeting to clarify timelines, deliverables, and any unique requirements. It’s your 
roadmap to success! 

Step 8: Confirm Arrangements Post-Meeting 

After the Client Onboarding Meeting, we’ll follow up with you to confirm that you’re clear on your 
responsibilities. We’ll ensure you understand the project scope, client expectations, and any 
immediate tasks or deliverables. 

Step 9: Conduct Daily Check-Ins (First 2 Weeks) 

Your first two weeks are crucial for setting the tone of your new role. During this period, the 
Chief of Staff or your assigned Virtual Sherpa Project Manager will conduct daily check-ins. 
These brief meetings are designed to assess your progress, address any challenges, and 
provide guidance on your tasks. We’ll also gather feedback from the client to ensure you’re 
integrating well into the project team. 

Step 10: Conduct Weekly Check-Ins 

After your initial two weeks, we’ll transition to weekly check-ins. These meetings will continue to 
monitor your progress, support your development, and ensure open communication. It’s a great 
time to discuss any adjustments needed to optimize your performance and client satisfaction. 

Step 11: Coordinate Agent Feedback with Head of Customer Success 

To ensure you’re on the right track, the Chief of Staff or Virtual Sherpa Project Manager will 
regularly coordinate with the Head of Customer Success. This collaboration allows us to discuss 
feedback related to your performance, client interactions, and overall integration into the project. 
We’ll use this feedback to make any necessary adjustments and provide additional support. 

Step 12: Conduct Weekly Client Check-Ins 

Our commitment to client satisfaction doesn’t end with your onboarding. The Head of Customer 
Success will conduct regular check-ins with the client to review your performance and gather 
feedback. These check-ins help us identify opportunities to enhance service delivery and ensure 
that we’re meeting – and exceeding – client expectations. 

 



 
 
 
 
 
 
 
 

 

 

Step 13: Provide Feedback to New Hires 

Feedback is a crucial part of growth. The Chief of Staff or Virtual Sherpa Manager in charge will 
provide constructive feedback based on assessments, client input, and performance 
evaluations. This feedback helps you continuously improve and aligns your efforts with both the 
company’s and the client’s goals. 

Step 14: Issue Contract Post-Trial Period 

If you’ve demonstrated satisfactory performance during your trial period, congratulations! We’ll 
proceed to offer you a contract outlining the terms of your continued employment. This is your 
formal entry into the Virtual Sherpa family, where we’ll continue to support your growth and 
success. 

Step 15: Performance Assessments 

Your development doesn’t stop once you’re hired. We conduct formal performance assessments 
at specified intervals, including the 3-month, 6-month, and 12-month milestones. These 
assessments help us evaluate your achievements, skills development, and overall contribution 
to both the team and our clients. 

Step 16: Provide Ongoing Support 

 



 
 
 
 
 
 
 
 

 
At Virtual Sherpa, we believe in continuous growth. Throughout your tenure, we’ll provide 
ongoing support, resources, and professional development opportunities. Our goal is to foster 
an environment that promotes collaboration, job satisfaction, and alignment with our company 
goals and client expectations. 

Final Thoughts 

The New Hire Onboarding Process at Virtual Sherpa is more than just a series of steps – it’s a 
journey designed to set you up for success. By following this comprehensive process, we 
ensure that every new team member is fully integrated, well-prepared, and ready to contribute 
to our clients' and company’s success. We’re excited to have you on board and look forward to 
a productive and fulfilling journey together! 

Hyperlinks for Reference: 

●​ Clockify Time Tracking Guide 
●​ Thera Payroll Platform 
●​ Notion SOP Library 
●​ New Hire Onboarding Guide/Offer Letter 
●​ Client Agent Onboarding Guide 

Remember, onboarding is not just about getting started – it’s about starting right. Welcome to 
Virtual Sherpa, where your journey begins 

 

https://docs.google.com/document/d/1fPOJTZO2tlFZxDHDnTyjSNnpoUBiXxhA/edit?usp=drive_link&ouid=110309147621506923387&rtpof=true&sd=true
https://app.clockify.me/tracker#
https://app.getthera.com/home
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