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Welcome to the magic! We would
like you to have an_amazingly
great time with our tribe.

You are about to meet a group of
passionate people. e work
together to follow a vision and
accomplish the mission: making
an impact on the world, create
world-class software, do
meaningful work, and grow as
individuals.

In your first day you may feel
awkward as you join a very
different team and culture,
Please be aware of this and write
down how you feel about on vour
first few days. This will help us to
improve and to create an even
sreater workplace for future
employees.

We have created this document
to help vou integrate as fast and
painlessly as possible with your
new team. Learn our languaﬁc
and character; learn the
non-written rules that our living
culture has created.

Do not rush, take your time, we
know that evervone has its own
pace and we respect that.

Once again, welcome, keep
reading, ask questions, and
enjoy yourself!
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everyone

Most likely, the recruiter who
brought you into the company is
going to be the person who also
welcomes vou on your first day
at our office (hint: he’s not your
manager, as we don’t have a
“managerial elite” at Nearsoft).

It she doesn’t offer to do it right
away, please ask her to give you
a tour and introduce you to
everyone who is in the office at

the time. Even if it happens to |

be a day when people are
out of the office (e.g., a
Holiday), make sure to get a
tour anyway:.
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As you meet people, we

recommend that you,

1. Shake hands

2, Give hugs

4. Tell them yvour name or
nickname

4. Ask them about the stuff on
their desks

5. And, most importantly, be




You can see that there are plenty of space in the office
and very few enclosed offices. It is completely up to you
to pick a place for your desk, but consider this,

1. Is it close to your team?

2, Is it close to vour mentor?

4. Is there enough space for your equipment?
4. Does it have a good view?

Ultimately, we want vou to be comfortable and happy.

Do not leave this for later. Go out there and pick your
place now.
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equipment

Having the right equipment is very important
and we want to make sure that you get it. This
will be updated as technology changes, but as of
the time of writing of this manual, this is what
vou should gel

1. A laptop, i7 core duo and 8 GB of RAM and 55D

2, An extra 19" monitor

2. A dock station for your laptop

4. A backpack for your laptop
5. A desk

&. An ergonomic chair
7. A headset

If you need a special
mouse, trackball, or
whatever, be sure Lo
ask forit. We won’t
know vou need it

unless vou say something,

Make sure to get all of these items. If one of these
is not available, then ask for a date by when you
are going to get it, We want to make sure that yvou
are well equipped to do a kickass job, but vou are
responsible for making sure that it all gets to vou.

You'll also need the following accounts,

1. Mearsolt email account

2, Skype account

2. Yammer account

4. PEWiki account

5. Celoxis account

6. Registration to the doar’s finger scanner
7. WiFi password

8. Metwork account

Depending on the team, you may also need a VPN
account and aceess to remote databases or tools.
Onee you have all of this vou'll be almost ready to

start working. Before vou do, vou'll need to take a
few classes,

Srmarnatt Ini



SCHEDULE ‘I."[!UH

orienlation

CLASSES

You will receive tons of information on vour first few days at
the office and we have created some classes to make it easier
to grasp all the stuff vou need to learn.

These classes will help you minimize your learning curve.
They will also get you started on a path of continuous
learning.

Please, do not underestimate the amount of information

you'll have to absorb in a short time. Schedule and take
these classes as soon as possible!
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When you join our team, you will
have a mentor assigned to yvou.
This is a teammate who will help
you integrate into our culture
quickly and smoothly. This
means getting acquainted with
our social norms, our software
practices, and our values.

Your mentor will also be the
person that you will go to ask
about anything vou need to know
bevond what vou'll learn in the
classes (vou've scheduled those
by now, right?).

People assigned as mentors have
been at Nearsoft for at least a
vear and know our culture well.
Take advantage of them and
engage in great discussions.

If for some reason nobody tells
vou who your mentor is, ask.
Ask vour team. Ask vour
recruiter. Ask in Yammer. But
ask and make sure to get this
valuable resource working for
you,



first week

As we have mentioned before, we do
not want vou to write a single line of
code or any test script or do any design
during your first week at Nearsoft. We
already know that vou are capable of
doing those things.

The most important thing during yvour
first week is to learn, and start to live
our culture. Start using our internal
communication tools, like Skype and
Yammer. Engage in conversations with
the people in your team and in other
teams. You will learn a lot about our
company’s essence by doing this.
Learning this will enable you to start
adding value to the rest of us and to our
clients sooner.

Read everything you can in our wiki
and Google Docs. There are tons of
stuff there that you'll enjoy and that
will help vou understand.




Nearsoft is a relaxed place. We
are passionate about what we do.
We are not here for “a job,” but
because we aspire to create great
software products and have an
impact on the world.

You should enjoy each and every
day at the office. We do. If
something is making you
unhappy, raise your hand and
expose it. Don’t wait for
somebody else to bring it up. In
the end, this will make things
better for you and everybody
else,
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New folks like yourself often wonder how to
“get ahead” at Nearsoft. It's confusing
because we are not organized in a
hierarchy.

The answer is a bit unorthodox as we are a

very different organization from what you
are probably familiar with.

We know that what follows is only a partial
answer. Please, ask your mentor and
others about anything not addressed here.




THE DIFFERENCE

BETWEEN ADVANCGEMENT

vs DEVELOPMENT

It is important to differentiate between
these two concepls.

Advancement is traditionally understood
as the move up in an organizational
ladder, from a lowly position to a more
“executive” position. In this model, your
title indicates how much you have
“advanced” (“Honey, loday 1 gol
promoted  to Garbage
Collector.”)

Executive

Al Nearsoft, development is the process
where a professional like vou develops
his/her skills and maturity for both

personal development and career growth.

At Nearsoft we have lots of development
opportunities,  but  forgel  about
“advancement.” We do not let a title
define how far you can go or how
important you are because of that,

MASTERY LEVEL

Although we do not have titles, we all have different
mastery levels. However, and this is key, this mastery level
does not define a line of command—we all have the same
decision power. If vou need to make a decision to reach one
of our goals as a company, do it. Everyone will appreciate
that.

Your mastery level will determine your career path. Every
level is determined by your expertise (Le., nol by vears of
service or any such). Ultimately, vou want to be recognized
as an industry expert.

PERFORMANCE EVALUATIONS

We encourage everyone to keep learning and never gel
trapped in a comfort zone. One way to do this is to ask fora
performance evaluation,

At a performance review process vou will receive very
useful feedback about vour performance and how well you
fit culturally, This will help you improve vour working
relationships. It also provides you with a historical record
of performance that vou can use to raise the bar for yvourself
and accelerate vour professional development.

It is greal to know where you are and what you need to do to
become better and better every day.
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In some places they call these
“company policies” or “company
rules.” At Nearsoft, they are more
like a framework to help us
contribute to a culture of respect
and friendship amongst us. Here
are some of the most important
things.

= Treal everyvone with respect

= Be punctual (i.e., even a minute late is
still late)

» Plan your vacations al the beginning
of the year (and let Yadira know)

» When taking a PT0, let your team
know, including yvour client, and send
an email to veejudo@nearsoll.com
(and if you'd like the rest of us to
know, post a #plo on Yammer)

» Take vour vacation and Holidays and
come back rested and happy

« Come energized and passionate
about what you are about to do

Read our wiki and Google Docs
for more details.



OTHER

rule #¥. Be your

self.

Rule #9, Always moke new miskokes, To
not be afraid of trying and failing. But

be rtndj ko learn from fach failure.

Ever tried. Ever failed. NOMATTER. TRYAGAIN. Fail again. FAILBETTER.
- Sarmuied Beckell



Empowerment is the power you
EM P Uw E R M E N T have to make decisions that lead
y us. Itis something vou bring with

you, we don’t “give” it to you or
“allow” you to use it. We do
encourage you to use it to help
create great results for ourselves,
our clients, and the communities
we are part of.

It really is up to you to help your
team and the company to provide
better results for our clients, to
operate more efficiently and
effectively, be more productive,
and vour work meaningful.

We empower ourselves regardless
of title, length of service, or
experience and trust you'll do the
- * ssame and help us become a great
shining example for our industry.
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COMPANY
CULTURE

At Nearsoft, our culture is one of
our most important assets. It
drives the company to success
or failure. We have proved that
this is true for us.

Culture has shaped the level of
service we provide to our
clients, the quality of people we
hire, and even our financial
results.

Our culture is shaped by our
values as we live them evervday.
During vour interview, we
estimated that yvou would fit
well because you are already
living these values in some way,
shape, or form. Now you have to
prove us right.

Here is a brief explanation of
our five core values, Discuss
them with vour team and others.
Ask them for examples. This
will make them more tangible to
VoLl



Commitment
We walk our talk. When we commit to
our clients or partners.

We do what we say and never look for
excuses for not doing it. We understand
that committing generates expectations
and we fulfill them.

Living up to your commitments does not
mean that vou have to be a hero (see
Teamwork, below).







Relationship

We look to create relationships for
life.

We understand that doing “just
enough™ is not enough, and our
relationships are more than a mere
transaction.

We do anything possible to go beyond
“the call of duty” with our clients,
partners, and-most importantly—for
each other.



BE SMART and
gel the things done

We understand that our clients expect us to have
smart and expert people as part of their team. But
that is not enough. We must also get things done
and deliver. Always be looking for ways to deliver
more, save time, eliminate useless work, and, in
general, leverage ourselves.

If you can do it faster with a better tool, get it.

If you can improve the quality by changing our
processes, change it.

And if you try and fail, don’t fret: now you know
what not to do the next time around!

nannal {era | Hegumtnns



Teamwork

We do not believe in heroes, but in our collective
intelligence. We know that together we can
accomplish more than alone and we use our
cumulative power to create great things.

If you find yourself stuck, talk about it with
somebody. If nobody’s around, explain the
problem to Aurora’s fuzzy bear. Half way through
your explanation, vou’ll figure out the issue
yourself.

\ If that doesn’t work, ask for help. But don't stay
' stuck by yourself—this is a trap. Your teammates
are more than happy to help you out.
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#And finally...

We hope that this document helps to take some of the
edge off joining a new team, particularly one as
“different” as ours.

If there's something missing here that could help the
next new employee a little bit more, please, let us know.

#6 Great Place to Work (Mexico, 5" year)
Most Democratic Workplace (Worldwide, 4" year)
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