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Your employer expects certain qualities and behaviors from you:

· Productivity

Productive employees do as much good work as possible.

· Initiative
Employers expect a good employee not only to complete whatever duties are given, but also to see what work needs to be done, and perform those tasks without being told.  Exercising initiative is probably the best way to show your employer that you are capable of accepting greater responsibility.  Also, tell your manager about ideas for better ways to do a job.

· Quality Work
Workers who do quality work make the product (or provide the service) in the best way possible without taking unnecessary shortcuts.

· Cooperation
The employer who pays your salary expects full cooperation.  One of the best ways to show your cooperation is to offer to help other employees if your duties are completed.  If you are willing to do the tasks that others do not like, you will make a good impression on the supervisor and will gain the cooperation of fellow employees.
· Honesty
Establishing a reputation for honesty is important in developing a good relationship with an employer.  Honesty in business means several things.  Dishonesty includes stealing time by not working the full time you are being paid for or using company tools and material for private use.  Do not steal from your employer.  It is almost always grounds for dismissal from your job.

· Adaptability and Willingness to Learn
Adaptable workers are willing to learn new jobs or new ways of doing tasks.  It is worth special effort to learn everything you can about your job and the company for which you work.  Promotion is usually given to persons who have taken the trouble to learn about more than just their own daily tasks.

· Reliability
Reliable workers strive to do the job the right way all the time.  They arrive on time, and perform their tasks as assigned.  Your employer will count on you to be on the job every day.  The worker who is not dependable may be resented by fellow workers.  If you are out ill, you must call in before the beginning of your workday to let your employer know you are out ill.

· Enthusiasm
The best employees are those who like their work and feel enthusiastic about it.  Certain things about your job will interest you.  When others ask you about your job, tell them about the thing you like most.  By concentrating on the positive, you will find the job more interesting.

· Good Attitude
Workers with a good attitude think well of their job, other workers, and the organization for which they work.

· Efficiency
Efficient workers use material or machines wisely and make good use of time.

· Safety Consciousness
Safety-conscious workers use equipment and machinery properly and take care to protect themselves and their co-workers from injury.

Will You Be A Successful or Unsuccessful Worker?

The Choice is Yours.
The Successful Worker

1. Is punctual and has good attendance

2. Is well groomed

3. Shows enthusiasm

4. Listens to and follows directions

5. Asks questions

6. Takes initiative

7. Takes pride in their work

8. Follows rules and regulations

9. Works without supervision

10. Communicates concern or problems to supervisor

11. Cooperates with others

The Unsuccessful Worker

1. Is tardy and/or frequently absent

2. Is not clean and neat; wears way-out styles, excessive make-up and jewelry

3. Acts bored or apathetic

4. Ignores instructions

5. Pretends to know everything

6. Does as little as possible

7. Is careless; does poor quality work

8. Ignores or defies rules and regulations

9. Has to be closely supervised to work

10. Gossips or complains about problems

11. Argues with others

Getting Along on the Job

Getting along on the job is not difficult.  Here are some hints to help you be successful once you have a job:

A. Find out how you are doing

If your supervisor doesn’t meet with you regularly to evaluate your progress, you should ask him or her how you are doing.  You should find out what things your supervisor thinks you do well and what things need to be done better.  Then you will know what parts of your job need extra effort and you will catch problems before they become “big deals.”  If your supervisor says you need to do better at something, politely ask him or her to show you how to do it better.

B. Ask questions and listen carefully

Be sure that you know what your duties are and how to do them right.  When you are being trained or given instructions, listen very carefully and ask as many questions as you want.  Don’t be afraid to say, “I don’t understand,” or “Please show me how again,” or “I forgot.”

C. Keep busy

If you find that you have run out of work, don’t sit around waiting for somebody to tell you what to do next; look around to see what still needs to be done.  If you don’t see anything, go to your supervisor and ask for more work.

D. Take care of your personal appearance

Be neat and clean.  Wear clothing that is right for the job.

E. Always do your best

Everyone is different!  If you can work really fast and still get the job done right, that’s great!  If you are slower, but steady and reliable, that’s also very good.  Just make sure that you are doing your best, even if others are goofing off.  You may not enjoy every part of your job.  There may be some duties that you just don’t like, or your supervisor may ask you to do something that you really don’t want to do.  Some tasks just have to be done by somebody, so do them well and get them over with.
F. Get along with your co-workers

Many people lose their jobs because they cannot get along with their co-workers.  Working with others is sometimes difficult, but always do your best to get along.  Offer to help when needed, be pleasant, don’t complain, and be dependable.

G. Admit your mistakes

A common problem with new workers is after making a mistake; they try to cover it up because they’re embarrassed.  Go to your boss/supervisor, and tell them of your error.  Generally they appreciate directness and honesty.  Just don’t do it again.

Catching Your Mistakes

Directions:  Read each problem below.  Circle the letter beside the best answer.

1. Melinda is a cashier at Tom and Jerry’s Pet Store.  She just incorrectly wrote up a sales slip and the customer has pointed out her error.  Melinda should:

a. Apologize and thank the customer, then correct the error.

b. Say, “Oh, I knew I made a mistake.”

c. Smile and say nothing.

d. Say, “How sharp you are!  You sure do pay attention to details.”

2. Jack assigns loads to trucks at Wholesale Grocers.  Yesterday he switched the loads of three trucks so that the loads did not match the drivers’ delivery instructions.  Jack’s supervisor is blaming the drivers for the error, even though they followed Jack’s orders.  Jack should:

a. Agree with his supervisor that it was the drivers’ fault.

b. Keep quiet about his mistake and apologize to the drivers in private.

c. Tell the supervisor how the mistake was made and apologize to the drivers for the trouble he caused.

d. Take no action since admitting his error will just mean more error.

3. Jim works as a sales clerk in a shoe store.  He waited on a customer, rang up the bill incorrectly, and then said, “Oh, I’m sorry.  I’ve overcharged you.  Let me correct my error.”  Jim did this to four different customers within a half-hour.  Jim should:

a. Feel good about catching his errors.

b. Say, “Gee, this cash register is just awful!  It can’t even add two simple numbers together.”

c. Ask his supervisor to have the cash register fixed, even though none of the other salespersons have had any trouble with it.

d. Learn how to operate the register properly.

4. Why is it important to report mistakes to your supervisor?

___________________________________________________________________

___________________________________________________________________
Answers to “Catching Your Mistakes” Questions

1. Melinda should:

(a.) Apologize and thank the customer, then correct the error.

2. Jack should:

(b.) Tell the supervisor how the mistake was made and apologize to the drivers for the trouble he caused.

3. Jim should:

(c.)
Learn how to operate the register properly.

4. There may be results of your mistake that you don’t know about.  Your supervisor has the special knowledge and experience to recognize and correct problems caused by mistakes like these: sending letters to the wrong people; mixing cleaning solutions incorrectly; or delivering an improperly repaired vehicle to a customer.

Another good reason for reporting mistakes is that your supervisor needs to know if you are having difficulty learning the job.  For example, even though you apologize to a customer for your mistake and correct it, the customer may decide to report it to the manager.  If the manager receives many complaints like this, he/she will probably talk to your supervisor about your work.  If your supervisor already knows about your errors, he/she will be able to explain to the manager how they occurred, why, etc.  If your supervisor is not aware of your mistakes, however, both he/she and the manager may begin to question your ability to do a good job.

Knowing Worksite Standards

Directions:  The following worksheet has information you must know to be successful on your first job.  This page on worksite standards might be helpful to have with you on your first day of employment so your employer can help you with these company policies. Ask your employer if your company has an Employee’s Handbook.  It could answer a lot of questions for you before you start the job.

1. Before you report to work, you should know the following:

a. When do I start work? ____________________________________________________

b. To what person should I report? ____________________________________________

c. What are the working hours?  ______________________________________________

d. What should I wear? _____________________________________________________

e. How will I get to work?  ___________________________________________________

2. Become familiar with formal and informal policies at work.

Formal:
a.  salary information – How much will you be paid? _______________________



when and how often will you be paid?________________________________

NOTE:  When completing a W-4 tax withholding form, do not exempt yourself from withholding.  You could be fined up to $500 by the IRS if you do owe taxes at the end of the year.

b. sick leave policies, including who and when you should call if you are going to


be out ill _______________________________________________________

______________________________________________________________

Informal: a.
coffee/rest/lunch breaks – at what time and how long? ________________
b. eating in the work area ____________________________________________

c. use of telephone for personal reasons ________________________________



d.
having your friends stop by to visit at your worksite ______________________

e. 
where to store personal belongings __________________________________

_______________________________________________________________
You have been asked to look at many areas of employer expectations.  These are concerns of every employer in the United States today.  Please take a few minutes to review your responses.  Now, in one paragraph, describe yourself to a potential employer.

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________
The paragraph you have just completed will be something you may have to explain orally or in written form to an employer during an interview.  How did you do?

Tips on Keeping Your New Job

1. Start right at the beginning

A. Get to work on time

B. Be rested

2. Learn the rules and keep the rules

A. Read the new employee literature provided

B. Ask questions about policies and procedures that are not clear to you

C. Tardiness costs the employer money and can cost you your job

D. Know what to do about absences

E. Breaks and rest periods are meant to be short

3. You knew enough to get the job – Learn enough to keep it

A. Give new ways a fair chance

B. Ask questions as much as you need to

C. Takes notes for yourself about new procedures

D. Be appreciative of help offered or given to you

E. Use your common sense

4. Learn the whole picture

A. Learn how your job fits in with the work of your employer’s entire business

B. Do your work the boss’ way until you establish your worth with the company

5. Get along with others

A. A pleasant working atmosphere depends on everyone cooperating with each other

B. Learn fellow workers’ names and what jobs they perform/roles they play in the company

6. Beware of gossips and rumor mills

A. Gossip and rumors can stop with one person – YOU!

B. If you can’t say anything good, don’t talk

7. Respect others

A. Their work and ideas

B. Their personalities and backgrounds
8. Telephone Awareness

A. Ask if your company has a policy about use of a personal cell phone

B. Ask if your company has a policy about personal internet and e-mail usage
9. Be loyal

A. As an employee, you are part of a team

B. Your job depends on people’s faith in the product or service of the company

10. Be responsible

A. Admit your mistakes and learn from them

B. Stand up for what you know is right

C. Personal problems don’t belong at work

11. Good communication is important

A. Listen with your eyes as well as your ears

B. Discuss matters; don’t argue

C. Watch your manners and language

In Conclusion

Workers who perform well do themselves a favor.  A strong organization stays in business, which means job security.  A successful organization rewards the workers who help it succeed.  These workers are usually the ones receiving raises and promotions.
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Examination

True-False Questions

1.
T
F
Always report mistakes to your supervisor or the customer immediately.
2.
T
F
Personal problems don’t belong at work.

3.
T
F
The fine for filling out Form W-4 incorrectly is $100.

4.
T
F
When completing a W-4 tax withholding form, do not exempt yourself from 

 


withholding.
5.
T
F
A good employee should perform tasks whether they enjoy them or not.

6.
T
F
Stealing can also include time that you’re paid to work and don’t.

7.
T
F
Promotions are usually given to employees who learn more than must 

their daily tasks.

8.
T
F
The best worker is always the quickest.

9.
T
F
In the event of illness, it’s okay for you to call in an hour before you are



scheduled to report for work.

10.
T
F
If your supervisor doesn’t meet with you regularly to evaluate your progress, you should ask him/her how well you’re doing.

______  =   ________%
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