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“What I wear is my own business!”  That may be true in your personal life, but on the job, it is your employer’s business, too.  Workers who think that clothes, grooming, personal habits and general health can’t help – or hurt – when trying to get a good job are only kidding themselves.  In fact, some employers rate their workers’ appearance and grooming on employee evaluation forms, and uses these evaluations in deciding who will get a raise or promotion.  Grooming and dress are important for two reasons:
1. For safety (employers want to protect their employees from injury);

2. For appearance (employers want their employees to look good).

“Why should my appearance matter?  I get my work done and I do a good job.”  Employers know that customers and co-workers expect to deal with people who are clean, healthy looking, and neatly dressed.  They also know that people sometimes judge a company by the appearance of its workers.  For these reasons, most employers insist that their workers have good grooming habits.

Personal appearance can help a worker’s chances for promotion.  Things like proper weight, good posture, and pleasant manners can be very important, especially in businesses where the employee must work with the public.

Nervous personal habits to avoid include:

	· smoking
	· cracking knuckles

	· chewing gum
	· biting fingernails


The most important rule in good grooming is cleanliness.  This includes your:

	· hair
   
	· clothes  

	· body
	· fingernails

	· breath
	


There are other grooming rules a new worker needs to think about, such as proper dress.  Some companies provide or require uniforms for their employees.  Others have dress codes.   These are rules or guidelines of what to wear, including clothes, jewelry, and hairstyles.  For example, many employers prefer female workers to wear very little makeup and jewelry to work.  They may ask their male employees to be clean-shaven or to wear only short, well-trimmed beards or mustaches.  Tatoos or piercings should be covered or removed if possible during an interview.  If hired, then check with the employer to see if a dress code exists regarding tattoos or piercings.  Dress codes like these are chosen to improve the appearance of employees.

The Importance of Appearance

Directions: The purpose of this activity is to show you the importance of appearance in achieving your career goals.  Making progress toward your career goals depends on much more than just how well you do your work.  The following cases illustrate how it is possible to benefit from or be hurt by the way you look on the job.  Read each case carefully and then answer the questions that follow it.


Albert and Richard have been hired to sell electrical parts over the phone.


A number of people who have held this job in the past have been promoted


to sales positions that involve calling on customers in person.  Albert wears


a jacket and tie to work every day.  Richard feels that since the people he


calls can’t see him, he might as well wear jeans and be comfortable.  After


several months, Richard has a slightly better sales record than Albert.  The


company needs a new sales representative.

1. If you were the employer, who would you promote, Albert or Richard?  Why?
__________________________________________________________________________________________________________________________________________________________

2. Richard feels that it is only the customer he needs to impress.  Do you agree with him?

Why or why not?
__________________________________________________________________________________________________________________________________________________________

Barb is a messenger in the headquarters of a major corporation.  She


would like to be a secretary there.  Looking around, Barb notices that


most of the messengers wear jeans and T-shirts to work.  The female

secretaries are all neatly dressed in skirts or dresses.  Very few messengers have ever been promoted in the company. Barb decides to dress as though she is already a secretary.

1. Do you think Barb has a better chance of being promoted than the other messengers?  Why or why not?


________________________________________________________________________________________________________________________________

2. Who is Barb really dressing for?  Do you agree or disagree with her plan?


________________________________________________________________________________________________________________________________

Employers also choose dress codes or uniforms for their workers’ safety.  Steel-toed shoes, protective eye goggles, ear protection, and rubber gloves are some of the items that may be required for worker safety on the job.

For people who work with machinery, long hair can be a safety hazard.  Dress codes that require short hair (or require hair to be pulled back) are designed to prevent accidents.

Not all dress codes are written down.  Some are just understood.  For example, dirty hair and wrinkled clothes with missing buttons are never proper dress.  Heavily scented colognes, perfumes, and aftershaves are better worn after hours and not to work.  For some kinds of work, jeans are fine, but they are not suited for all jobs.  In the same way, there are jobs where a business suit would be out of place.

Remember, unkempt hair, dirty or unkempt clothing, tattoos, or body piercing can be offensive to some businesses so try to limit the items that can affect your chances for employment.

The general dress code for any job is to dress neatly and appropriately.  This means wearing the clothes, jewelry, and hairstyle best suited for the kind of work you do.

Appearance:  How it Can Help Get a Job or Internship

In deciding who will be hired, most employers consider appearance.

These employers know that if you look successful, you have a better chance of being successful.  You won’t have to prove so much, and that will make success come more easily.  This rule applies both on the job and in social situations.  For example, have you ever tried to get a good table in a fancy restaurant while wearing a T-shirt?

You can benefit by knowing what kind of grooming and dress will cause others to react to you in a positive way.  Books such as John T. Molley’s Dress for Success describe how people react to various kinds of clothing.

In a study of how people react to the different styles of dress, two pictures of the same person were taken.  In the first picture, the woman was dressed in a pair of slacks, a slouchy casual blouse and casual shoes.  In the second picture she wore a conservative skirt, blouse and low heels.  The pictures were shown to a group of personnel directors who were looking for executives.  These directors were asked to guess the salary of each of the “two women.”  Every executive awarded a much higher salary to the woman who wore the conservative skirt and blouse.

Appearance is every bit as important as any other factor in determining who gets hired.  Often it is more important.  If you and another applicant are about equal in other areas, the employer may base the final decision on who has the best appearance.

On the job, dressing for success means dressing a little more neatly than the average employee.  It means wearing what the person in charge believes is the look of success.  For example, employers and supervisors expect their employees to have acceptable hairstyles.  It doesn’t matter how you like to wear your hair.  If your hairstyle is offensive to the person in charge, that person will be a lot less likely to promote you or give you a raise.

We are all strongly influenced by how people look.  It may not be fair, but it’s true.  Those who look well educated and successful are given better treatment wherever they go.  Shouldn’t you let the look of success help you get the promotion you want?

Personal Appearance Checklist

Directions:  Read each of the following questions and mark the response that most applies to you personally.







NEVER
SOMETIMES
ALWAYS

1.
Do I keep my body clean?


______
      ______

   ______

2.
Do I take a daily shower or bath?

______ 
      ______

   ______

3.
Do I clean and trim my nails?


______
      ______

   ______

4.
Do I use a deodorant?



______
      ______

   ______

5.
Is my hair neat and clean?


______
      ______

   ______

6.
Do I brush my teeth daily?


______
      ______

   ______

7.
Do I get enough sleep?



______
      ______

   ______

8.
Do I eat a healthy diet?



______
      ______

   ______

9.
Do I stand and sit straight?


______
      ______

   ______

10.
Are my clothes neat, clean and mended?
______
      ______

   ______

11. Are my shoes appropriate for the job


and clean/polished?



______
      ______

   ______

12.
Do I dress appropriately for the event?
______
      ______

   ______

13.
Do I like myself?




______
      ______

   ______

Write one or two sentences that summarize your personal appearance.

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

What changes, if any, would you like to make in your personal appearance?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
What would you wear to a job interview as a food service worker at the Empire Mall?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

What would you wear to a job interview as a clerical worker at Citibank?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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Examination

 1.
T
F
Dressing for success means dressing a little more neatly than the 




average employee.

2.
T
F
Not all dress codes are written down. Some are just understood.
3.
T
F
Workers’ safety involves dress codes requiring steel-toed shoes, eye 
protection, hair length, etc.

4.
T
F
Grooming specifically involves clean clothes, jewelry and make-up.

5.
T
F
Grooming and dress are important for two reasons: appearance and to 

improve productivity.

6.
T
F
Employees need to understand that what they wear is their employer’s

business as well.

7.
T
F
We are all strongly influenced by how people look. It may not be fair, but





it’s true.

8.
T
F
Appearance is not always a determining factor on who usually gets hired.

9.
T
F
Dress codes are rules and guidelines of what to wear, including clothes,

jewelry, and hairstyles.
10.
T
F
Nervous habits include smoking, cracking knuckles, chewing gum, and biting fingernails.

______  =   ________%


    10









 Successful Completion ______________
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         Date ______________                                                        

**Now, search for, find and print one article about “putting your best self forward.”  The article might deal with the do’s and don’ts of dressing for a job interview, dressing for the workplace, or dressing for success.  It might deal with hair, tattoos, piercings, or other accessories.  Complete the activity on the next page, staple the article to it, and turn it in.
Article Title:


Published in what publication or website:


Date:


5 most important ideas/concepts in this article:

1.

2.

3.

4.

5.

� EMBED PBrush  ���
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