What to Do When Starting a New Job

_START

should approach your new job.

Congratulations! Your hard work has paid off. Your focus must now, however, switch
from looking for a job to becoming an effective employee. You will need to use the same
commitment to preparation that you did in your job search to make the transition a
successful one. The first week in your new job will set the stage for how you will
function in your new position. This Guide provides many helpful hints as to how you

It is understandable if you have a bad case of the jitters. You want to start off on the right foot. Here are some suggestions that will help you

transition into your new job:

The day before you start the new job

Determine when and where you report to Get your paperwork together.

work.

It is probable that when the employer called and offered you the job,
the employer indicated when and where you report to work. In the
excitement of getting the job, however you may have failed to note
this important information. Do not assume that you know this
information. Call the person with whom you interviewed and ask
them. You may tell them that you were so excited to get the job that
you failed to write down the information.

Most companies will have you report to the main business office. If
it is a large company with a Human Resources office, you may be
directed to that office to receive an orientation before you report to

Some time during the first day your employer is going to ask you for some
documents. You need to bring the following with you:

+ Social Security Card. You need to have the suewresermmms
original card that was supplied to you when you W
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applied to Social Security and were givena Social = Twmwe 7|
Security number. If you do not have an original L oAl L
card, you need to immediately contact the Social

Security Administration. Your employer will not be able to accept
Social Security cards that are laminated in plastic or have the words
printed, “Not Valid For Employment.” If you do not have a valid
Social Security Card, you can present one of the following documents
to your employer as proof of your citizenship: a passport, a certified

your supervisor. Be sure you know where the Human Resources birth certificate or the appropriate immigration status documents.

office is. Here are some additional questions you need to ask: « Proof of your identity. You need to have a government issued
document, like a valid driver’s license, that has your picture on it and
includes a physical description such as age, gender, height and weight,.

« Should I bring lunch or is there a company cafeteria?

*  Where should I park?

« If the work site is secure (all employees and visitors must go
through security), will the security officer have my name?

« What paper work do I need to bring with me?

« If you are unsure of the dress code, ask, “What is the employee
dress code?”

Review your paperwork
Take time to review your résumé and job application. Reread your job
duties and the job description.

If you were given any materials by the employer such as an Employment

Manual, read it carefully. In the event that you do not understand a policy,
. ; _ mark it in the Manual so that you can ask your supervisor about it.

This may or may not have been mentioned in

the interview. It is possible that you may have Clothes

gsegw;:::n:rev:gn :g’mef};zle“in S&%ergl‘fg $  Set out your clothes the night before. Make sure they are clean and

ReP;ources’o ffice and not have met your a tumi pressed. Don’t forget your shoes. Are they polished? You need to be as

supervisor youractual - indful of your appearance as you were when you were going to an
’ interview.

Who will be your supervisor?

Transportation : oht?

How do you plan to get to work? Are you going to drive? If so, have ggﬁ:o\%(:?goig;gt?iesar;:t day. Plan on it being
you mapped how you will get to your place of work? This is exhausting, exciting and stressful ’ It is important
especially important if the place where you are to report is different therstore ;hat onr mind and B d. ate pendy Tor thé
from the place where you interviewed. For example you may have exrorier (;e T y 1@ selix the evenin ybe fore L}ilmit - ‘
interviewed at the business’ home office but you are to report to 2, & hol intéke ryGet at least eight ho fr e slée Set your
construction work site, a branch office or a separate plant. Makesure ;. "o vou sulficicht ti%n 5\ TR P y
your car is filled with gas and is ready to make the trip. givey L
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Your first day on the job
Your first day on the Job will set the tone for the rest of your time at this company. It is important to make a good impressio:
Review the JobSearch Guide FHow 70 Make a Good First Impression. Here are some suggestions to make your first dz
productive:
* Bathe, shave, brush your teeth and comb your hair before leaving home. Women should apply minimal make-up and n
perfume. Remove all body piercing.
* Plan to arrive at least 15 minutes before you are expected. If it is possible that you could be delayed by traffic or public transportation, the
plan to arrive 30 minutes early.

Come prepared. Make sure you have all of the paperwork that you assembled the day before (Social Security Card, driver’s license, etc.).
Carry at least one ballpoint pen and one pencil. Have a small note pad handy.

Leave your smoking materials in your car. Also, do not chew gum.

Be humble. It is natural to be nervous your first day on the job.

Don’t be afraid to ask questions.

Communications Remember names

Each new person that you meet is going to formulate  You will be meeting a lot of new people during the first week of your
an impression of you. Although you will be nervous, employment. It is unrealistic to expect that you will remember the name
try to relax and have your body language match what  of everyone you meet.

you are saying. As you meet co-workers: * Ask for a business card from everyone you meet. On the back of the

* Be an active listener. Maintain €ye contact. card make a note that may help you remember the person. For example

* Speak clearly. Don’t mumble. you might write, Lives in my neighborhood.

¢ Shake the person’s hand confidently. * Keep anote pad handy. If you didn’t get a business card, jot down the

*  Smile! person’s name, title and something to help you remember that person.

Be e ager ¢ Don’t be afraid to ask a person their name even though you know you were

introduced to them early that day or a few days ago. Simply say, “I am sorry I forgot
your name. I have met so many people the past few days that names are starting to
blur.”

Be eager to learn as much as You can about the
company, the products and your area of
responsibility. Be open to learning new skills.

also heklpf.you to complete the forms.
= Employmenteligibilityveriﬁcation Employee Withholding Allowance Certificate
== (I-9 F orm) (W-4 Form)

E‘i‘;‘% Thq federal government requiresl employers to  The W—4 Form is used by the employer to
CT T verify that the worker is legally entitled to work in determine how much tax should be withheld from
the United States. To complete the Form I-9, the employer must  your pay check each pay period. The amount of tax 4 \
examine two kinds of documents: proof that you are a US citizen and  that is withheld depends on the number of ==, T
proof that you are who you say you are. A valid Social Security card  dependants you claim as well as the amount of your

or a document verifying your immigrant status is required for proof pay. The form can be confusing, so be sure to ask for assistance from
that you have the legal right to work in the U.S. A government issued  your employer to complete the form correctly. If you do not complete the
document like a driver’s license is needed to prove your identity.  form correctly, your employer may withhold too much from your
Once the employer has examined the documents and completed the  paycheck or not enough. Ifnot enough is withheld you will be subject to
I-9 Form, you will be asked to verify the information by signing your  taxes when you file your yearly tax return. Note that a similar form will
name, probably be required for your state government’s taxing agency.

supply is accurate. You may be asked to complete your time sheet or time card, insurance forms, an employment contract, permission to deposit
your pay check into your bank account and to verify that you received the Employee Handbook.

Internet resources
/ \ www.businessinsider. com/9-things-to-do-in-the-first-week-of-a-new-job-zo13-8-- Hints on surviving the first week.
,f_ 4 www.thebalance. com/starting-a-new-job-524793-- How to make a winning impression on the job.
. = www.themuse.com/advice/1 0-mustreads-before-you-start-a-new-job—- How to prepare yourself mentally for your first
week at a job.
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