
UNIVERSITY OF SOUTHERN CALIFORNIA

Manager, Onboarding

Job Code: 117545

OT Eligible:

Comp Approval:

Designs and oversees implementation of onboarding strategy and associated processes, ensuring 
a positive, informative and welcoming experience for all university hires. Shapes all aspects of the 
onboarding process and empowers their team’s coordination with talent acquisition. Develops 
strategies leveraging technology to automate manual onboarding processes and communications. 
Coordinates with administrative and academic leadership to continuously improve the overall 
onboarding experience. Manages close relationships with unit leadership, hiring managers and 
talent acquisition to ensure new hires have the needed information, resources, working space, 
tools and equipment needed on day one. Champions the university’s vision, culture and values.

JOB SUMMARY:

JOB ACCOUNTABILITIES:

*E/M/NA % TIME

No

3/31/2021

______ Manages and directs the university’s overall onboarding strategy and frameworks. 
Provides guidance to the onboarding team, setting high standards and empowering 
the creation of a streamlined, educational new hire experience. Collaborates cross 
functionally with all relevant stakeholders to design and oversee onboarding 
programs, maintaining open lines of communication.

______

______ Leads the development and implementation of well-rounded, documented, and 
consistent in-person/virtual onboarding procedures. Serves as a face of the 
university during onboarding phases. Supports coordination with relevant 
stakeholders to ensure university access, tools and workspaces are ready for new 
hires on day one. Cultivates relationships to maximize collaborative energy and 
creative resolutions to problems.

______

______ Designs an onboarding experience focused on timely and consistent delivery, 
anticipating and forecasting shifting needs and timelines. Prioritizes the new hire 
experience when planning and facilitating orientations. Builds assessment 
mechanisms into client/stakeholder processes and operations, utilizing data-based 
insights to advocate for and perform continuous improvements.

______

______ Drives and implements innovations to automate processes and streamline the new 
hire experience. Critically evaluates systems and vendors, prioritizing customer 
service and efficient solutions. Leads efforts establishing best practices and 
collecting feedback. Develops accommodations with new employees’ different 
abilities in mind. Stays current with any changes in legal, regulatory, and technology 
environments which may affect operations.

______

______ Promotes an environment that fosters inclusive relationships and creates unbiased 
opportunities for contributions through ideas, words, and actions that uphold 
principles of the USC Code of Ethics. Integrates core values into onboarding 
whenever/wherever possible. Searches for and implements processes and 
communications compliant with industry standards that enable departmental and 
university missions and strategies.

______

Performs other related duties as assigned or requested.  The university reserves 
the right to add or change duties at any time.
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*Select E (ESSENTIAL), M (MARGINAL) or NA (NON-APPLICABLE) to denote importance of 

each job function to position.

JOB QUALIFICATIONS:

Performs other related duties as assigned or requested.  The university reserves 
the right to add or change duties at any time.

EMERGENCY RESPONSE/RECOVERY:

Essential:

In the event of an emergency, the employee holding this position is required to 
“report to duty” in accordance with the university’s Emergency Operations Plan 
and/or the employee’s department’s emergency response and/or recovery 
plans.  Familiarity with those plans and regular training to implement those 
plans is required.  During or immediately following an emergency, the employee 
will be notified to assist in the emergency response efforts, and mobilize other 
staff members if needed.

No

Yes

Minimum Education:

Bachelor's degree

Minimum Experience:

7 years

Preferred Education:

Master's degree

Preferred Experience:

10 years

Minimum Field of Expertise:

Bachelor’s degree in business, psychology, communications or another related field. Seven 
years’ experience in human resources, with a broad knowledge of HR functionality and at 
least one year of experience in a management role. Experience in business administration. 
Demonstrated professionalism in all communications. Excellent written and verbal 
communications skills; comfort with facilitation. Ability to exercise discretion with 
confidential information. Experience serving as the point of contact for incoming employees 
(e.g., providing information, direction, coaching for documentation/onboarding). 
Demonstrated experience managing the administration, coordination and logistics of 
onboarding (e.g., virtual and in-person). Experience facilitating an organized, welcoming, 
new hire orientation on a regular schedule. Demonstrated expertise collaborating with 
departments (e.g., HR) to ensure new employees’ timely access to job necessities (e.g., 
technology, physical space, tools). Ability to analyze processes and identify issues or gaps 
in service. Demonstrated ability to design/create onboarding materials. Excellent 
interpersonal skills, emotional intelligence and relationship-building abilities. Ability to 
oversee concurrent projects with frequent interruptions, managing workload effectively 
while prioritizing competing needs. Ability to prioritize and employ active listening skills 
when working with clients. Expertise with Microsoft Office.

Preferred Field of Expertise:
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SIGNATURES:

Employee: _____________________________________  Date:_____________________________

Supervisor: ____________________________________  Date:_____________________________

The above statements are intended to describe the general nature and level of work being 

performed.  They are not intended to be construed as an exhaustive list of all responsibilities, 

duties and skills required of personnel so classified.

The University of Southern California is an Equal Opportunity Employer

Supervises:  Level:

May oversee staff, students, volunteers, agencies and/or resource employees.

Supervises employees and/or student workers.

Master’s or other advanced degree in business, psychology, communications or another 
related field. Ten or more years’ varied experience in HR, with at least four years in 
management roles. Chartered Institute of Personnel Development (CIPD), Certified 
Professional in Talent Development (CPTD) or other similar certifications (e.g., ODCP, 
SHRM-CP, SHRM-SCP, PHR, SPHR). Demonstrated experience managing others to 
facilitate the administration, coordination and logistics of virtual/in-person onboarding. 
Experience in higher education, learning and development and organizational change. 
Ability to recognize opportunities for automation/streamlining and upgrade the performance 
management process. Experience designing and executing holistic onboarding strategies. 
Demonstrated experience developing successful cross-training programs to ensure smooth 
succession processes. Ability to analyze onboarding session data to identify challenges or 
gaps in service and create and execute actionable improvement projects. Demonstrated 
success shaping the advanced development of orientation (e.g., leadership attendance, 
engaging content, active participation, navigation materials). Experience/ability to pioneer 
networking/engagement opportunities for new hires. Experience partnering with leadership 
to maintain updated new hire administrative requirements.


