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Directions:  This document has been prepared as a marketing tool, which can be shared during the face-to-face interview phase.  Information to include in this document can be found in the Job Description and information communicated during the interview phase.

This is not a work plan.  It should be a simple format that can be shared within 15 minutes.  I would recommend that a 3-4 screen PowerPoint presentation also be created, making it easier to speak to each point on the document.

If there are any questions please feel free to contact me (Crystal Thomas) at skibig17@aim.com, or call me at (817) 507-5888.

Proposal for 30-60-90 Day Plan
First 30 Days:

-Become acclimated to the work environment of Corporate Name, concentrating on the work efforts being supported by the current learning teams.  Make myself available, and extend an open invitation to everyone for informal conversations pertaining to work units and their primary roles and responsibilities.

-Define client relationships

-Prioritize client hierarchy

-Who are the clients?

-What are the client expectations for each engagement?

-Support all learning activities in support of the North American expansion

-What deliverables are expected from each call center location?

-What are the staffing requirements (Learning and Development) for project support?  How are staffing selections made?
-Learn my priorities as I partner with operational and executive management.   Compile information pertaining to his/her vision and confirm current progress made towards the implementation of “first steps”.
-Become familiar with the current development programs being offered through each call center site.  If possible, participate in current specialized training being delivered to Corporate Name employees’ (i.e.  New hire, developmental, program refreshers). 
-Identify the “Cash Cows” for Corporate Name.  Which company relationships contribute to the company’s bottom line?  Begin to define “Best Practices”. (Microsoft had been identified as a large client contributor)

-Define and gather “pain-points” within Corporate Name.  Identify those issues driven by learning and development inefficiencies.  

First 60 Days:
Begin a training needs analysis:  Gauge current effectiveness in support of a harmonized set of practices for the initially defined work unit.

-Define a baseline in determining next steps.

-Gather training data in determining post-training effectiveness.

- Assess the capabilities of my training team - Possible TTT (Train the Trainer) session delivery opportunity. Assess current training resources - what kind of technology do they have and how is it being used? Assess the quality of training – Determine a clear delivery path. 

- Create a strategic training & development plan based on findings. Get executive buy in and begin initial launch proceedings based on feedback. Be sure to include anticipated performance improvement metrics or at least the metrics you are trying to impact. 

First 90 Days:
- Define department tier as it applies to forward delivery:


-New Hire


-On-Going Development


-Leadership Training



- Begin first stage analysis of Six Sigma/COPC practices in order to gauge current effectiveness.  Prepare recommendations based on those observations.

-Partner with Quality and Operations in determining improvements to on-going learning programs.
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