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The les formal atmosphere of your academic carcer may ot provide you with enough opportuniies
0 hone the skill you will need to develop in the workplace. Take time to consider the following a5 you

begin your new carcer,

Dependable Employee
Be puncuual to work and mecings, and avoid frequent
absentecism.  Meet csablihed deadines. Be someone
thar can be counted on 0 gt the job done

Master Your Job Tasks.

1£ you want o mose up. you s it prov that you
undersand and can accomplish the bask requiren

of thejob.

Undorstand Expectations

Detemine it s expecied of you fom the vey begiing,
This includes developing cla deadlines fo yor pojces.

Exceed Expecations
Work hard and pln to do more than s expectd. Show
enthusiaim snd take inicive. Avoid job
hinking,

Stav for Excellonce
Abvays do the bes you can. Work tovards providing
vour cmployer with the highese qualy il product
possble

AskforFeedback
Keep your supervisor informed of your progres and
dk for regulr feedback on your performance. I any
Ssignments are unler, 1k for clrfcarion inicad of
proceeding n the wrong diection because you ae ferful
of oking folish

Adapttothe Corporate Culture
Leam your organization’s stye and culture and be
willing o adape o i Companics expect heir cmployecs
o " and acceps the corporate culure. 1ryou dorc
undersand i, you e more ikely t make crrors that
could hur your progies. Learn the corporte cultue
by Familaiing youslf with the mployec handbook.

“co-workers behavior, and 1sking quesions
when in doubr.

Develop Strong Oraland Wrien Commurication Skils
Every job inchuding vechnical ones,requirssome degre
of communicaton il Look for opportunites o make
onl presencations and wriven repores and do them
conscentionly nd el

Learn o bea ool o ensure you fullyundersiand
insructions Demonsrte patence and sensidviey with
ohers: void public confrontaton or complaning, |

o be actul when working on 3 tcam: comsider whit
other on the tcam have o say and work wih them
Proofrad all wrivten work carculy fo conten, speling
and grammar bfore sbmiting .

Establish Positive Working Relationships
Get to know and be known by others in your work
environment, and be professiona and couricous at all
imes Maintin confdences nd avoid gowip becase it
can be desructiv and pus you n  bad lgh,

You may correspond with cstomers,cliens, busins contacs, and co-workers i elephoneand e-ml When ding

o, il to maiain 3 profssonsl image. The followin ip will help shrpen thse il i the workplce
Phone Email
= Call during ypicl businss hours = Wiitein complte sntences dori s one-vord,

= Have sl necesry information n frontofyou

= Call from a it ocaion, o reduceelmnste

background noie
Notify people when they arc on 4 spskerphone
Ml ure voie il mesages are concis and
profesional. e sure to dearly sae your ull name.
telephone number (with excension i appicable)
and reson fo calling.
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= Useth subjec line o specfythe poine ofthe

messge (no forinformal grecting)
your cmails ke  busines eter nd.
ing grectings and dlosings

= Review the contentofyour e-mail 10 make sure the

point of the messge s cear
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