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Positive employee experience is pivotal 
to a company’s success — and an employee’s 
experience at an organization starts even before 
their first day in their role. It begins with the first 
interaction they have with a company… and then 
continues over the course of their entire employment. 

Your people are your greatest asset, so it’s crucial to offer a great 
employee experience from the get-go. Providing a positive employee 
experience brings many benefits for businesses: increased engagement, 
improved recruitment and retention, and higher average profits and 
revenues are just a few.

There are many touchpoints during an employee’s journey at a company, 
and their experience as a new hire is one of the most important. Using 
People Operations (People Ops, or POPS) principles can help organizations 
design and execute an optimal onboarding experience for their new talent. 

The People Ops methodology is the recipe employers can use to automate 
HR, empower employees, and unleash their workforce. When your people 
are at their best, your business is too — it’s the ultimate force multiplier. 
Use this POPS guide and checklist to set your employees up for success, 
right from the start. 

https://www.zenefits.com/workest/design-a-great-employee-experience-with-people-operations/
https://www.zenefits.com/workest/design-a-great-employee-experience-with-people-operations/
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One of the main focuses of people operations 
is leveraging technology and automating HR 
processes. This, in turn, helps teams free up time 
to be more people-focused and profitable. 

Employee onboarding is an area that can be easily automated — resulting 
in a smooth experience for both your new hires and people teams. 
Companies moving to People Ops report up to 67% faster new hire 
onboarding. And though the onboarding process isn’t your new employee’s 
first impression of your company, it’s a vital one: organizations with strong 
onboarding programs improve their retention rate by 82%.

Follow these steps to create an onboarding process that helps employees 
settle into their roles and commit to your company’s success.

https://learn.zenefits.com/rs/180-GFH-982/images/nuceleus-guidebook-zenefits.pdf
https://b2b-assets.glassdoor.com/the-true-cost-of-a-bad-hire.pdf


Companies moving 
to People Ops  
report up to 67% 
faster new hire 
onboarding.

https://learn.zenefits.com/rs/180-GFH-982/images/nuceleus-guidebook-zenefits.pdf
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Build an onboarding flow

With a digital technology at your fingertips, you can build a repeatable 
onboarding flow for each of your worker types. 

This is essentially a flow chart of steps that each employee must complete. 
You can find an HR system that will walk employees through the necessary 
steps, one by one — making your onboarding process consistent, well-paced, 
and entirely out the hair of your HR administrators. 

Different companies will have different lengths of onboarding flows,  
but almost all will have the following steps:

 ✓ Completing all new hire paperwork 

 ✓ Signing employee documents with e-signatures

 ✓ Completing the personal details of their digital employee record

 ✓ Familiarizing themselves with various aspects of the business 



Empower new hires to self-serve  
the onboarding process

With a digital onboarding system, you can collect — in a secure online 
environment — all of the key personal data that will be the cornerstone 
of employee records. 

As an employer, you have a legal duty to protect the personal information 
and data of your employees, and you have a significant financial and 
reputational incentive to take reasonable steps to maintain the privacy and 
security of the information.

An HR platform allows your employees to access the same HR portal that 
your admins manage, and input their own information directly. They can 
do this from an HR app directly from their personal phone or computer. This 
eliminates any need for emails, paperwork, or secure document exchanges. 
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Automatically prompt employees for information

You can set up your digital onboarding process to prompt employees  
step-by-step for their:

 ✓ Personal email and a password for their access

 ✓ Signature of all onboarding documents, offer letter, attachments  
and handbook

 ✓ Personal information: legal name, date of birth and social security 
number, plus legal gender are all default options to meet federal 
and state employment requirements. But you should also consider 
adding additional, inclusive optional fields — such as gender 
identity, preferred personal pronouns, and more

 ✓ Phone number, work phone number, and alternate email

 ✓ Emergency contact information

 ✓ Federal and state tax details, such as preferred withholdings and 
filing status to generate a W-4 report 

 ✓ Bank account details for direct deposit banking option

 ✓ Employment eligibility: including I-9 forms and documents

Use nudges to remind employees to complete their records, or better 
yet, automatically generate nudges that send out based on certain time 
triggers of incompletion. 

When your employees self-serve data in your HR system, you ensure the 
protection of their data and greater engagement with your workers. You also 
provide a complete and unified onboarding experience for all your employees. 



People Operations Checklist for New Hire Onboarding | 12

Welcome new hires with a welcome letter

Employees will feel confident in their new role if you welcome them 
warmly and get them quickly up to speed. While managers have a lot 
to do with the success of a new hire’s initial few weeks, you can help 
welcome new employees and demonstrate company culture from day 
one. One great way to do this is to automatically send a Welcome Letter 
as soon as your new hire completes the onboarding process. This is one 
of many key opportunities to reconfirm to your new employee that you’re 
committed to their success. 

Once again, use a digital template to streamline this step with editable 
and non-editable text fields. Include information on work hours, location, 
maybe even a seating chart and parking or commuter options. This letter 
can also include attachments to request tools like computer systems, 
as well as keycard access to the building. 



Automatically send 
a Welcome Letter 
as soon as your new 
hire completes the 
onboarding process. 
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Keep your onboarding game strong with 
triggered custom emails

Ensuring employee success is an ongoing endeavor that should extend 
beyond week one with both role- and company-level goals for mastery 
and involvement in your business. You help ensure managers are keeping 
a pulse on their new hires by setting up automated nudges from your HR 
system based on triggered at milestones like: 

 ✓ Day -7 Nudge:

Remember! Send a welcome gift the week before their start date

 ✓ Day 1 Nudge: 

Did you remember to invite your new hire to a welcome lunch 
(or virtual lunch)?

 ✓ Day 7 Nudge:

Reminder! Set up weekly ramp 1:1 meetings with your new hire

 ✓ Day 14 Nudge:

Reminder! Send a new hire survey to your new employee

 ✓ Day 90 Nudge: 

Reminder to collect 90-day reviews
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You can automate this — at scale — with custom emails and triggering 
events set up in your system. Best-in-class companies automate all of the 
above in a single workflow with a single People Operations platform.

An example of creating an automated email based on an employee-based trigger.  

In this case an email should be sent “once” when an “employee starts work”  

and “on the event date” meaning the employee’s start date. Source: Zenefits, 2021 



What to look 
for in hiring 
and onboarding 
technology
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The above steps will automate many of your 
onboarding processes. They will welcome new 
hires in a professional way, create scalable and 
repeatable processes for any hiring you do, and 
will engage your employees to self-serve HR data 
from the beginning. 

But how can you make sure that the HR technology solution you’re 
considering purchasing and implementing can do all this? Here are some 
features to look for: 

 ✓ Integration with other systems. For example:

 ∙ For highly regulated businesses, a Learning Management System 
that serves and tracks completion of required training should also 
be accommodated with integration.

 ∙ Background check technology ought to be one-click easy from 
your hiring process too.

 ∙ Provisioning new productivity tools like Google’s G-Suite or Slack 
should also be facilitated.

 ✓ Updates to employee data (like change of address, title, etc)  
are automatically reflected everywhere in the system.

 ✓ Configurable templates, to make building your own documents a breeze.

 ✓ Event-triggered custom emails for manager nudges, employee 
engagement, and a smoother ramp to success.



And just like that, 
you’ve nailed 
onboarding!
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Great job! You’ve now used people operations 
principles to create repeatable, scalable 
processes for onboarding that allow for both 
personalization and automation. 

This improves your professionalism, compliance, and the initial employee 
experience at your company. 

THE OLD HR WAY: 

HR onboarding processes were tactical and manual. New hire 
and onboarding paperwork were made one-off and manually 
with each new hire. 

THE POPS WAY: 

Uses templates and digital workflow to automate a consistent, 
professional onboarding experience. New hires are walked through HR 
requirements step-by-step through their HR mobile app and self-enter 
sensitive personal data.  

To learn more about people operations and how to incorporate  
its methodology into your organization, visit  

https://www.zenefits.com/pops

https://www.zenefits.com/pops


At Zenefits, we believe in those that power the American 
economy: the entrepreneurs and employees in small and 
mid-size businesses. Their tenacity, perseverance, and 
dreams represent the backbone of our workforce.

However, we realize these businesses face challenges disproportionate to their 
size and resources. Technology providers largely focus on the needs of large 
businesses — creating services that don’t serve small and mid-size businesses.

Our mission is to level the playing field for the other 99.7%: the underserved 
small businesses that fuel our economy. We provide innovative and intuitive  
HR and payroll software and services purpose-built for these small and  
mid-size companies.

Zenefits offers self-onboarding for employees and visibility into every  
step of the onboarding process for admins. Our customers have been  
able to complete new hire onboarding in under 10 minutes!  
Check out our platform today with a free 30 minute demo.

START NOW

https://www.zenefits.com/


ORDER NOW

Continued reading 
& human connection

People Operations is a cultural and technological shift in human capital 
management that allows companies to put a greater focus on their people.

If you’re looking for more progressive people management perspectives 
and how to unleash the full potential of your workforce, order the book 

People Operations, or write to hello@zenefits.com.

https://www.amazon.com/People-Operations-Automate-Experience-Workforce/dp/1119785235
https://www.amazon.com/People-Operations-Automate-Experience-Workforce/dp/1119785235
https://www.amazon.com/People-Operations-Automate-Experience-Workforce/dp/1119785235


zenefits.com

Disclaimer: The materials available in this publication, 
as well as use of, and access to, this publication or any 
of the emails, marketing materials, or derivative 
assets, are for informational purposes only and not 
for the purpose of providing legal advice. You should 
contact your attorney to obtain advice with respect 
to any particular issue or problem.
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