How to Keep Your Job

Now that you have secured a job, it is important that you do the things that will insure
your keeping the job. This Guide will give you suggestions on how to keep your job.

Being a good employee

Review the JobSearch Guides: What Do Employers Expect from Their Employees? and What to Do When Starting a New Job. Since the
employer decided to hire you, the employer must think that you have the traits and qualities that the employer was seeking. The following are
things that you can do to improve your value to the employer and assure your success on the job.

Be at work on time, every day

It goes without saying that you cannot be a good employee if you don't
show up for work. Your employer needs for you to be at your work
station on or before the specified start time every day. That is why you
were hired. When you do not show up, for whatever reason, it requires
your coworkers to not only do their job but also yours.

If you have to miss work for a legitimate reason, call your supervisor
as soon as you realize that you will either be late or not able to work.
Let them know why.

Properly present yourself

Think of every work day as an interview. That means that you need
to shower, shave and use deodorant every day. Wear clean,
appropriate clothing. How you appear says a lot about you and your
attitude toward the job.

Be ready to work

The employer expects you to be able to give 100%

~ of yourself to your job. This means that you

) *z':; cannot come to work tired, preoccupied with

28 personal problems, hungry or hung-over. Get a
good night's rest, eat breakfast and try to leave

personal problems at home.

Improve your skills

Although most employers will provide on-the-job training, you can
improve your value by constantly trying to improve your skills. Ask
your supervisor about ways that you can learn new skills. This may
mean reading a manual on a new piece of equipment or attending
special training classes. Be open to new learning opportunities.

Have a positive attitude

Nothing can get you terminated quicker then having a bad attitude.
Although you may not like everything about your work, how you deal
with the negatives of your work says a lot about you. Be creative and
find ways to liven up boring, unpleasant or routine tasks.

Respect your employer
Employers expect you to treat their property
at work with the same care and respect that
you want someone to treat your property.
Don't assume that it is okay to "borrow"
items from your employer because "the
employer will not miss them." The truth is that employers are
sensitive to any "borrowing" and consider it to be theft. Employers
expect all employees to be honest. Violation of this rule will result
in immediate termination.

Remember, that while you are on the time clock, the employer
expects you to be engaged in work activities. Goofing off, using
the telephone for personal business, non-business related
conversations with co-workers, surfing the Internet and any activity
not related to business are not considered acceptable by employers.

Be flexible

One of the most important persons on a baseball team is the utility
player: the person who can, at a moments notice, perform any of a
variety of tasks. That player is flexible. Even in the most routine
employment environments, things happen that interrupt the routine.
Flexible employees are able to respond to problems and change.

Know the rules i e e e
Every workplace has a written, as SOCTERE WSS
well as unwritten, list of rules.
These rules detail acceptable and
unacceptable activities and behaviors.
They also describe company policies
and procedures.

Many rules are common to all
workplaces. These include policies on drinking, using tobacco,
drugs, firearms and weapons and aggressive behavior. These rules
are printed in a company manual. If you have not been given one,
ask your supervisor for a copy. Don't assume that was okay
behavior at your previous employer is acceptable at your new place
of work.
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Getting along with co-workers

How you feel about your co-workers is a major factor in job satisfaction. If you cannot get along with your co-workers, not only will youb
miserable, your co-workers will have little to do with you. Itis essential, therefore, that others see you as being cooperative, friendly and a har
worker. The following are suggestions on how to get along with your co-workers:

| Know your co- Control your anger Accept criticism

worker’s names It is human nature to occasionally get Don't get offended by criticism. None of us likes t
Everyone wants to be angryat work. A customer may have have a fault pointed out. We must, however, b
called by name. In the first  insulted you, or a coworker saidordid - willing to learn from our mistakes. This means tha
few weeks you will meet something to offend you. Ratherthen we need to listen to constructive criticism and b
many new people. Keep a  losing your temper, walk away for a open to correcting our deficiencies. Don't hesitate t.
¥ pad of paper handy and jot few minutes. It is better to "lose face" ask your supervisor for assistance and suggestions.
down names and something  then to lose your temper and get fired.
about each person. "Jane Doe, janitorial

Don't cover for co-workers

supervisor." They will not be offended. Don’t gossip Covering for a co-worker can get you into trouble
Never gossip or say unkind things with your supervisor. If asked to clock-in for a co-
L Ompliment coworkers about co-workers at work. If youneed worker, respectively decline.

Everyone loves a compliment. Go out of your to talk about how you feel about a g
Way to recognize others and what they do. Look co-worker, talk in confidence to 2 Don't for get your manners

for things to praise. "You really did that job close friend. Sometimes just talking Phrases such as "thank you," "please," and "have a
fast." Don't feel as though you need to be about a situation will reduce your good day" not only are good manners, they convey

competitive with your coworkers. You are part anger. respect for others.
of a team.

Dealing with Conflict at Work

On most jobs you will, at some point, experience conflict with a co-worker or supervisor. Before you do something that
gets you into trouble, talk to someone. Ifthe problem is with a fellow worker, talk to your supervisor. If the problem is with
your supervisor, talk to your supervisor's supervisor. If a resolution to the conflict cannot be resolved at this level, request
a transfer to another area in the company or a change in shifts.

i

next time a conflict occurs, you have a greater chance of success. There will be times, however, when you are not willing to compromise your
values. In these cases, you will be respected for standing your ground.

Getting along with your supervisor Stress on the job
*  Supervisors have a Job to do. Like you, they make mistakes, have All Jobs have stress. Stress is not always bad. In fact, many people
good days and bad days. You don't have to love, or even like, your use stress to stay focused and alert on the job. Professional athletes

supervisor in order to get along with him or her. and entertainers thrive on stress. It is when stress becomes
* Analyze your supervisor.  Get to know their strengths and incapacitating that stress is bad. You need to recognize the signs of
weaknesses, what sets them off and what gets you praise. disabling stress and take measures toreduce it. Talk to your supervisor

*  Understand your supervisor's job responsibilities. If you can, help or a professional counselor and see if there are ways to reduce the
your supervisor realize his or her job goals and objectives. You will workplace stress. These may include a restructuring of your job tasks,
be perceived as a team player. change in shifts, relocation or time off,

. zzn t C;:lmp :ot f ‘?,l:;]tl YSEI Slg:l erv\:,li?;) rl'lolfltgs Seurp ezlz(;;;hmkizhtat }(,) (::; The JobSearch Guide How 1o Handle the Stress of the Job Search
vying 40 3 ger & & y provides suggestions as to how to deal with stress.

supervisor know that you do not want their job.

Sexual Harassment
Sexual behavior of any sort in the workplace is not tolerated by most employers. In fact, such behavior may be illegal and 4
grounds for immediate dismissal. Forbidden behavior can range from suggestive remarks or Jjokes to actual physical contact. |
As one employer states in their Employment Manual, "Treat everyone in the workplace as though the person is your mother
or father."

Internet resources
https://www.livecareer. com/resources/jobs/search/on-the-job-- Suggestions on succeeding on the job.

;,_ ‘ http://www.businessinsider.com/tips-on~office-etiquette-2013-3-- Rules for the office.
- https://www.livecareer.com/resources/jobs/search/bad-bosses-- How to deal with difficult supervisors.
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