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CORPORATE SYSTEMS TRAINING REQUIREMENTS CHECKLIST
FOR NEW MANAGERS/TEAM LEADERS

To be completed by the Manager/Team Leader and returned to Organisational Development, for retention in the employee’s personnel file.
	Employee Name:  
	     
	Commencement Date:
	     

	Completed by (print):
	     
	Date form completed:
	     



	Corporate System & Element
	Key Contact/Phone
	Form of training
	Duration
	Completion date or N/A

	To be conducted upon commencement (within the 1st week)

	Objective Training.  Must be completed prior to access to Objective being granted
	Adele Evans, 8571 5206
Claude Curelea, 8571 5107
	Online
	Varies. 
	

	Financial Reporting Account Code structure
	Nina Sengsouvanh, 8571 5186 or zz Financial Planning
	1 on 1 Desktop training
	1 hour
	

	Finance Monthly Variance Reporting
	Kirsten Geri, 8571 5360 or zz Financial Planning
	
	
	

	Financial Systems - Computron
	Narayan Banerjee, 8571 5339
	
	
	

	Financial Systems – Magiq
	Nina Sengsouvanh, 8571 5186 or zz Financial Planning
	
	
	

	Purchase Orders
	Georgia Spaulding, 8571 5131
	1 on 1 Desktop training
	1 hour
	

	Invoice Processing/Voucher Approval
	
	
	
	

	Introduction to Council Computer Environment (Telephone & Desktop)
	IT Service desk, 8571 5102
	Online 
	30 mins
	

	Communications - Style Guide
	Kylie Sprague, 8571 5359
	1 on 1 Desktop training
	30 mins
	

	Press Releases
	
	
	
	

	Media liaison
	
	
	
	

	Corporate Publications
	
	
	
	

	Printshop
	Kylie Sprague, 8571 5104
	
	
	

	Council Reporting timetable, format & software
	Dani Johnson, 8571 5396
	
	
	

	Occupational Health & Safety
	Mark Perrett, 8571 5177 
Anthony Jurkov, 8571 5276
	1 on 1 Desktop training
	15 mins
	

	Injury Management - Return to Work
	Bronwyn Duffus, 8571 5149
	
	15 mins
	

	Payroll - UConnect (Optional)
	Tayla Vu, 8571 5172
Michelle Savage, 8571 5122
	Over the phone
	5 mins
	

	Council Vehicle Use Overview
	Neil Furness, 8571 1710
	1 on 1 Desktop training
	15 mins
	

	To be conducted within the 2nd week

	Governance Overview
	Governance Officer, 8571 5235
	1 on 1 Desktop training
	15 mins
	

	Governance Delegations
	
	
	30 mins
	

	Councillor Contact Protocol
	Jo Thorn, 8571 5230
	Online Training on Webstar
	10 mins
	

	Customer Service Overview
	Gavin Vogl, 8571 1539
	General Group Training
	30mins
	

	EP Online (room bookings)
	Rebecca Jones, 8571 5340
Belinda Morphett, 8571 1473
	1 on 1 Desktop training
	15 mins
	

	GIS/Mapping
	Milind Joshi, 8571 5338
	Group Training (Computer Room)
	1 hour
	

	
Recruitment
	Nicole Josef, 8571 5228
Maddi Pullar, 8571 5136
	1 on 1 Desktop training
	15 mins
	

	Probation process
	Nicole Josef, 8571 5228
Maddi Pullar, 8571 5372
	
	
	

	Procurement Policies Overview
	Gerard Vellin, 8571 5380
	General Group Training
	1 hr
	

	To be conducted within the 1st month of commencement

	Purchasing Cards
	Subi Nathan, 8571 5129
	1 on 1 Desktop training
	30 mins
	

	Long Term Financial Planning
	Michelle Hansen, 8571 5219
	General Group Training
	1 hr
	

	Annual Budget process
	
	
	
	

	Council Report software
	April Seymour, 8571 5235
	1 on 1 Desktop training
	15 mins
	

	Merit - Customer Request System
	Adele Evans, 8571 5206
	Group Training (Computer Room)
	1 hr
	

	Records Management Overview
	Janine Patience, 8571 5388
	1 on 1 Desktop training
	1 hr
	

	[bookmark: _GoBack]Website / The Source (intranet) administration – Social Media (administration, policies & protocols)
	Miranda Harwood, 8571 5283
	1 on 1 Desktop training
	30 mins
	

	Working Conditions - EBA
	Nicole Josef, 8571 5228
Pierre Rosenkotter, 8571 5376
Susanna Moore, 8571 5167
	1 on 1 Desktop training
	15 mins
	

	Performance Development & Planning (PDP)
	Jane Grierson, 8571 5349
	1 on 1 Desktop training
	30 mins
	

	 U-View (Report overview) (Optional)
	Jane Grierson, 8571 5349
	1 on 1 Desktop training
	15 mins
	

	 Bus Tour of municipality
	Dani Gerresheim, 8571 5105
	Bus Induction Tour
	3.5 hours
	

	Tender and Contracts Process
	Gerard Vellin, 8571 5380
	1 on 1 Desktop training
	1 hr
	

	Contract Management Systems & Audits
	Gerard Vellin, 8571 5380
	1 on 1 Desktop training
	2 x ½ days
	

	Risk Management overview
	Matt LeCouteur, 8571 5115 
	General Group Training
	30 mins
	

	To be conducted within the 1st quarter of commencement

	City Improvement Overview/Application Process/Project Management Standards
	Craig Cinquegrana, 8571 5346
	General Group Training
	30 mins
	

	Appropriate Workplace Behaviours, Complaints Resolution, dealing with family violence disclosure of staff member
	Nicole Josef, 8571 5228
OD Consultant, 8571 5372
	1 on 1 Desktop training
	1 hour
	

	To be conducted within 6 months of commencement

	Freedom of Information (FOI)/Information Privacy
	April Seymour, 8571 5235
	General Group Training
	1 day
	

	Mapping/GIS
	Milind Joshi, 8571 5338
	Group Training (Computer Room)
	1 hour
	

	Emergency Management Overview
	Mark Perrett, 8571 5177
	General Group Training
	1 hour
	



Please return to Organisational Development, for retention in the employee’s personnel file.
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