
PNO - A WORKPLACE BUDDY 
A buddy at PNO is an onboarding and knowledge sharing way used to orient new 
team members. It involves assigning her/him to a workplace buddy. 
The buddy is an existing team member who guides the new team member through 
the first few weeks or months on the job.

A workplace buddy gives the new team member an opportunity to offer informal 
insight into the company. 



BUDDY RESPONSIBILITIES

Buddies should have the skills and knowledge to perform the following types of 
tasks:

● Socializing the new team member on PNO’s values, culture, and informal 
guidelines

● Involving the new team member in social or informal activities, coffee, 
and such.



BUDDY CHECKLIST 
BEFORE NEW TEAM MEMBER STARTS  
● Learn about the team member from People, get email and start contact with an intro email. 

DAY ONE
● Meet and greet. 
● Confirm plans to meet with the new team member later that day/week 
● Give him or her contact information (email, phone number, etc)

FIRST FEW DAYS/WEEKS 
● Take the team member out for coffee
● Share information about yourself 
● Get to know them and learn about their background
● Explain office culture / PNO culture and values
● Explain about any PNO perks, socials, programs
● Ask the new team member if they have any questions 


