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What to do on a job

Congratulations! You have a job and will be going to work soon. Before you start work, it is
important that you know what good behavior in the workplace looks like and pay attention to
the rules set in your workplace. If you do not, you could lose your job.

What are some important rules for a job?

v’ Dress appropriately - Your new job may or may not have a dress code. Ask your
supervisor what is the right thing to wear. It is important to remember that your clothes
should not be torn, dirty, or revealing (showing too much of your body).

v’ Be polite — Say please and thank you if you request something or if someone does
something for you.

v’ Be respectful of your co-workers — Treat others how you would like them to treat you.
Don’t talk about them behind their back, make fun of them, or criticize their work.

v Don’t talk back to your boss - If you disagree, you can share your concerns respectfully.
But remember, the boss has the final say.

v’ Keep your phone on silent mode — This is very important when you work closely with

others in a space. You do not want your phone to distract you and others.

v Keep your work area neat and clean - Keep your work area free from any hazards to

reduce injuries at work. This is good for improving your productivity!
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v Do not do personal activities at your job — This includes making personal calls or
checking social media unless you have time during your lunch break.

v Do not take any office property home — Paper, pens, staples, and other office supplies
provided at work are not yours to take home. If you did not pay for it, it is not yours.

v Never yell, use a loud voice, or curse - Stay calm even if you are angry or upset. Remain
professional at work.

v Be open-minded, flexible, and have a positive attitude — It is good to hear the opinions
of others especially if those opinions help you to be better in doing your job.

It is always important to look and act professionally in the workplace.
It shows your boss that you care about your job and you take it seriously.

Even if people don’t always follow the rules, you should. It will make you stand out!
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The content of this factsheet was developed with a grant from the US Department of Education, #H235F200001. However, these
contents do not necessarily represent the policy of the US Department of Education, and you should not assume the endorsement 1&9&?51(
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of the Federal Government Projects Officer. PEATC is not a legal services agency and cannot provide legal advice or representation.

Any information contained in this training is not intended to be legal advice and should not be used as a substitute for legal advice. V<, {fiofpeal
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