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Task #1
Introduction: One way to help you be successful in the workplace is to provide with some simple rules. The following article will provide you 5 simple rules.

Purpose: To outline some steps to help you be successful in the work place.

Instructions: Read and highlight the key points in the following article

FIVE RULES FOR STARTING YOUR JOB RIGHT

Rule 1: Accept and resolve your fears.
Recognize that new job jitters are natural. Do not let them stop you from succeeding. Whether the company is large or small, remember that the people you hired you want you to succeed as much as you do.

Rule 2: Learn what you can about the company as quickly as you can.
Listen carefully when your boss or supervisor tells you things during the first few weeks. If you forget or if you don't understand something, ask questions. Some people are afraid to ask questions. They think that will make them seem dumb. That isn't true. In fact, if you ask questions, the boss or supervisor will probably be pleased that you show such an interest. Of course these questions should relate to your job function and be asked at appropriate times.

Rule 3: Become aware of exactly how your job fits into the overall operation of the company. Knowing how you fit in is important for several reasons. First, it creates job satisfaction by allowing you to understand the value of your work. Secondly, if you know how important your job is in the overall operation, you will be less likely to be late or take days off when the mood hits you.

Rule 4: Develop specific goals, both long range and short range
Your first job will probably have less responsibility and authority than other jobs in the company. Some people never see beyond the fist job they are doing, while others would like to move to positions of greater responsibility, authority, and consequently greater job satisfaction and income. To make such a move an employee must have a plan. The first step in the plan would be setting of goals, daily, weekly, monthly, and yearly. Employees who set goals are more likely to report for work every day on time, work hard at their jobs, and be available for overtime. It will be these characteristics that superiors will notice and reward. In short, goal oriented worker makes a calculable contribution to the company in order to realize their personal objective of career advancement.

Rule 5: Be conscious of your appearance
It may not be fair or correct but your appearance effects how others view you. If you include good grooming and hygiene practices as part of being conscious of your appearance, it becomes even more· important. The key to presenting yourself properly is to learn what is acceptable for your position within the company.






·Task #2
Introduction: Knowing the Five Rules for Starting Your Job Right is important. So to make sure you understand these rules we will do a short activity that allows you to identify the five rules.

Purpose: To recognize the application of the five rules.

Instructions: In the situations described below, a new worker is either following or ignoring some of the five rules for starting a career in a positive way. Analyze each of the situations, and evaluate the actions of the new worker. Rate the actions by putting a plus sign (indication the working is following the rule) or a negative sign (indicating the working is violating the ru!e) or an "O" (indicating that the worker has; ignored the rule). These signs should be placed in the box that corresponds to the number of that rule.

	
	Situations
	Rule 1
	Rule
2
	Rule
3
	Rule
4
	Rule
5

	a.
	Walter was very nervous, even scared, during his first days working as a reservation clerk for ScareAir. He fought to convince himself that being nervous was normal. He talked to other employees and read everything he could about the company. He was aware that his job is important because he is one of the first persons the public meets. This was one reason he always dressed neatly and took good care of
himself. He hopes some day to be a flight attendant.
	
	
	
	
	

	b.
	Jacqueline grabbed the clothes she had left in a pile last night and put them on. She worked in a factory and felt it did not matter what she wore. She raced out of the house without brushing her teeth because she was late. She was on time and worked very hard. During the lunch hour, she read the union contract, and a booklet on company policy. She was interested in this information as she hoped to get a promotion.
	
	
	
	
	

	C.
	March worried about how well she would do on her new job in the printing plant. She did not think she had enough skills. She kept telling her boss and her co-workers that she did not think she could do the job. Her worry kept her awake at nights, and she was late for work a couple of times during the first week. Another reason she was late was that she took extra care to make a good impression. She really did not understand how her job fit in, but she was afraid to ask questions.
	
	
	
	
	

	d.
	Greg always earned good marks in school. He never worried about whether or not he could do the job in the insurance company. He knew enough to dress well, to take care of himself and to get to work on time. He tossed all the print material his supervisor gave him on his desk after the first day of work and forgot about it. He knew his job and did not want to waste time reading about the rest of the company. When his supervisor tried to talk to Greg about the company, he did not listen very closely. Since he was no longer in school, he did not think he had to listen.
	
	
	
	
	







Task #3
Introduction: Now that you are familiar with the Five Rules for Starting Your Job Right it is important that you are able to apply these rules when you start work.

Purpose: To apply the five rules to your new job.

Instructions: Answer the questions that apply to each rule. Answering these questions will assist you in making of plans to be successful on your new job.

Rule 1: Accept and resolve your fears.
1. What are your fears and concerns about your placement?


2. What can you do to ease these fears and concerns?


Rule 2: Learn all you can about the company as quickly as you can.
1. How can you learn about the company?

Rule 3: Become aware of exactly how your job fits into the overall operations of the company.
1. What will be your job in the company?


2. Who will you work with in the company?


3. How will you relate to those other persons in the company?


Rule 4: Develop specific goals, both long range and short range.
1. What do you want to accomplish during your first week of work?


2. What do you want to gain from this placement?


Rule 5: Be conscious of your appearance.
1. What is appropriate dress for your placement?

Task #4:
Introduction: When you start a new job, you must do more than !earn the job. You must learn and understand the culture of the workplace. The culture of the workplace is the unwritten rules and ways of doing things in the workplace. It can be very tricky, as cultures will vary from workplace to workplace or even within departments in the same company.

Purpose: To understand workplace culture

Instructions: Read the following article and highlight the key points.



UNDERTANDING WORKPLACE CULTURE
"When in Rome, do as the Romans do."

Travel around the world and you will quickly learn one thing- every country has it own culture. Across cultures you will see differences in everything from laws, language, religion, dress, food, holidays, and driving rules. The same is true on a smaller level within families. Every family has it own culture, its own unwritten rules and expectations about getting along with one and other, and sharing. For proof, observe the different types of food eaten at your friend's house (Yuck- how can they eat liver?), differing table manners, tidiness of the house, and style of furniture.

Workplaces have their own cultures too. Some companies let employees come to work in their blue jeans while others expect employees to wear a suit or uniform. In some companies "horse play", joking and teasing are all part of the job. If you can't handle some teasing this may not be the right culture for you. In some companies you will hear constant laughter and talking of co-workers while they do their jobs. Sometimes there will even be a radio playing in the background. While in another company the workplace is so quiet you could hear a pin drop. Workplaces are like their own countries or families- they have their own way of doing things. When starting a new job you may get a company handbook that outlines the formal rules of the company, but it does not explain the culture of the workplace. Some companies (for example McDonalds) work very hard to develop a culture that is in line with the formal rules. These companies spend millions of dollars on training to achieve this. While in other companies, the culture may be quite different from the formal rules. Your job as a new employee is to learn the company's culture.

Unfortunately, as a new employee, you do not have the luxury of time to stumble across the many cultural rules of your new workplace. In order to increase your likelihood of success on the job and the acceptance of your co-workers, go in with your eyes open and learn the unwritten rules. Before you can "do as the Romans do"- you need to know
. what they do.



Task #5	.	.	.	. Introduction: What have you·Iearned about the·culture or the unwritten rules of the workplace on your previous jobs. It is important to reflect upon what we have learned and how you learned it on previous jobs so that we can take that knowledge and skill to the next job. The rules on your next job may be different,

Purpose: To identify the unwritten rules of the workplace

Instructions: From the list below select at least five things you learned about workplace culture on your previous jobs:
· Being on time for work (ie: some jobs expect you to.be at work 15 minutes prior to
your start time).
I learned being on time ment:	. learned this by 		

· Dress code (ie: not only must you wear the right shoes, the shoes must be shined. I learned that I need to:	 .learned this by 	
· Personal use of equipment (ie: not using company computer for personal e mail)
I learned that 	. I learned
this by

· Not all rules apply the same to all employees (ie: some employees allowed to visit when families and friends come in)
I learned that some employees can 	.learned this by 		

· Listening to music (ie: wearing IPod while working)
I learned that _____________________________________________________- learned
that by 	

· Being late (ie: proper way to call in late)
I learned it is okay to be late if	-  learned this by 		

· Smoking (ie; where and when to smoke)
I learned that to smoke-_________________________________________-I learned that by 		

· Changing work schedule (ie: employees change schedule amongst themselves)
I learned___________________________________________________·learned
that by 	
· Safety rules (ie: company more interested in production that safety)
I learned that this rule was not enforced	I learned
That by--------------------------------











Task# 6·
Introduction: An attitude is a feeling or an outlook that a person has toward something or someone. Your attitudes will certainly affect how successful you will be on the job. You attitude will color your effort, enthusiasm, and the quality of work you produce. It is also important to remember that your attitude will be reflected in your facial expressions, body language, and posture.

Purpose: To identify the attitudes you are bringing to work.

Instructions: Check off whether the attitude described below is either positive or negative. Also check off whether you agree or disagree with the attitude. For each negative attitude with which you agreed, explain how you could guard against this attitude negatively affecting your job (Do on back of this sheet).

   
	Attitude
	+
	-
	AGREE
	DISAGREE

	· The best jobs are easy jobs
	
	
	
	

	· I just work for the money
	
	
	
	

	· If you work hard you can be successful
	
	
	
	

	· Being happy on the job is important
	
	
	
	

	· A good worker is one who works well with
others
	
	
	
	

	· Don't do any more than you have to
	
	
	
	

	· You will never catch me helping someone else with their job
	
	
	
	

	· I am afraid to try that. I'll probably just do it
wrong.
	
	
	
	

	· That looks a bit tricky, but I'll give it a try.
	
	
	
	

	· They'll never trust someone as new as me to do an important job - so why try?
	
	
	
	

	· If you need help, I'll stay later
	
	
	
	

	· I've never done anything like this, but I'll try my best
	
	
	
	

	· That job is just way too important for me to do- get someone more qualified
	
	
	
	

	· I hope that other worker messes up so I can look good
	
	
	
	

	· This is a great opportunity for me. I just have to keep my mind on the job.
	
	
	
	

	· If I can just stay out of the boss's way, he won't ask me to do anything.
	
	
	
	

	· If I wait long enough someone else will do it.
	
	
	
	







Task# 7 ·

Introduction: No matter how hard you try things will go wrong at work once in a while. Understanding the nature, causes, and perspective that are involved when something goes wrong is important. These understandings will allow you to make good decisions as well as giving you insight as to what the employer may do.

Purpose: To understand the dynamics involved when something goes wrong at work.

Instructions: Read and highlight the important points of the article below.

WHEN THINGS GO WRONG AT WORK
It would be nice to think that once you find jobs, all their problems will be over. Nice, but unrealistic. Throughout life you will meet problems, and you will have to deal with them. Problems that could affect your work stem from your personal feelings (image of yourself, and the people with whom you deal), or from work related activities. Your person problems may:	·
· Be rooted in your relationships outside of work or
· With people you come into contact with inside your work related activities.

Another potential source of problems maybe be the actual physical environment in which you perform your job (lighting, space, quality of equipment) 
An important point to make at this time is that not all problems are the same and not everyone will see certain things as problems. It is this difference of perception that oft times makes the resolution of the problem so difficult.
When problems do arise at work, you will deal with them from your point view, and the employer will deal with them from their point of view. You view will be the way you perceive the situation, and your interpretation of the problem, and your goal will be the resolution of the problem to your satisfaction. While from the employer's perspective a situation is a problem when our behavior or attitude interferes with you meeting the employers expectations and/or interferes with other employees performance of their jobs, therefore reducing the employer's ability to deliver a service or make a profit. Your aim and the employers aim will be the same - to solve the problem, but the·interpretations of the problem, the methods used to address the problem, and the solution may differ.
The final solution may be dismissal from the job. Companies do not want to fire people. If they fire many employees, they get a bad image and cannot hire good workers. If they fire people too often, they may destroy the morale of the remaining employees. Firing employees also forces the employer to bear the cost of retraining new staff. Ultimately, most employers would like to find a more effective solution and keep the employee on the job.

Task #8

Introduction: In determining the correction reaction to a situation at work, it is important to determine the type of problem you are dealing with. The three types of problems are:
· Outside Personal: a problem with another person outside of work that affects your work performance
· Inside Personal: A problem with another person at work that affects both parties
work performance
· Job Related Problem: A situation in the work environment	that causes discomfort and reduces your ability to do the job

The solution to the above problem may be:
· Formal: verbal warning, written warning, suspension, formal complaint, or grievance
· Informal: Change your behavior, talk to co-worker, and talk to supervisor.

Purpose: To identify the type of problem and the potential type of solution.

Instructions: Analyze each of the situations described below. In tile space provided check which type of problem is illustrated. Also check the type of solution that could best resolve the situation.

	
	Situation
	Outside
Personal
	Inside
Personal
	Job
Related
	Informal
	Formal

	1.
	Wayne stood at his lathe, carefully cutting the turning metal. As he worked, he thought about what had happened the night before. Karen and he had fought again. They seemed to be fighting more and more and this was getting him down. Suddenly he realized he had cut the metal too far. Was his supervisor going to be mad? What should
he do?
	
	
	
	
	

	2.
	Lynne shivered as she drove her forklift around the huge warehouse. Even though she was wearing a sweater and wool slacks she was still very cold. She knew if the large delivery doors were closed it would not be so cold. She also knew that the workers near the delivery doors liked the fresh air
and did not want the doors closed.
	
	
	
	
	

	3.
	Elaine's anger rose within her. This was the third time this week that the supervisor had told her she was not working fast enough. Elaine spun from the assembly line and slapped the supervisor as hard as she could.
	
	
	
	
	

	4.
	Hayden was annoyed. · This was getting to be a habit. Once again the supervisor had left the shop early. The supervisor expects Hayden to shut down the machinery and make sure everything was secure for the night before leaving. Hayden knew this procedure would take about an hour - an hour he wasn't paid for. If he could be promoted to assistant supervisor with a pay raise he would not
mind spending the extra hour.
	
	
	
	
	







Task #9

Introduction: So much of being successful in workplace has to do with how we communicate with our co-workers, customers, or clients. What we say and how we phrase our statements has a profound effect of how we are perceived by others. After a while people learn to react to us based upon their perceptions of us rather the reality of who were are. Therefore it is important we develop positive perceptions of us. One way to do this is by be careful how we communicate with others.

Purpose: To practice developing positive ways of communicating.

Instructions: Change the negatively phrased statements into more positively phrased response: by writing a more positive phrase in the POSITIVE PHRASE column.

	NEGATIVE PHRASE
	POSITIVE PHRASE

	· I don't know
	

	· You want it by when !?
	

	· That is not my job
	

	· It's not my fault
	

	· You should talk to the manager
	

	· Calm down!
	

	· I am busy right now.
	

	· Call me back
	



Task #10

Introduction: The most important thing you can bring to a job is your attitude. Your attitude is reflected by the thoughts you have about the job. These thoughts determine how you will behave at work. It is this behaviour that you will be judged upon at work. So therefore it is important that we become aware of our thoughts and to take control of the thoughts we are having.

Purpose: To identify thoughts you have about work

Instructions: Read the thoughts listed in columns A and B. Check off the thoughts you have had at work. Add up the number of checks you have in each column. Write the number at the bottom of each column. Refer to closing to assess your scores.

	COLUMN A
	COLUMN B

	· I have too much work I will never get it done

· I am so confused
· These people are making me crazy
· I'll never learn this job
· Boring!!!!!!
· I can't say what I feel
· I just keep making mistakes
· I am getting so mad
· There is no one here to help me
· If I ask questions I will look stupid
· No body cares about me on this job
	· I have got to ask more questions if I am going to learn this job

· It is stupid to get so upset- it is only a job

· I am make fewer mistakes- I am learning

· It is important to speak my mind
· I'll do the important jobs first
· AlI I can do is my be�.t
· I am going to need tc be very creative to enjoy this job

· I need to focus on mH and what I need to do

· I can control my own feelings
· I am bigger than my temper
· I should ask for help

	TOTAL
	TOTAL



Closing: If your score is higher in Column B, you are going to work with a fairly good attitude. If your score is higher in Column A, you need to address your· attitude by replacing negative thoughts with positive ones




Task #11
Introduction: During your time at work you will have various feelings. These feelings can be classified into four stages. Being successful in the workplace will require you to recognize the stage and to select appropriate actions to deal with your feelings.

Purpose: To recognize your feelings at various stages of employment and to act in a way that will increase your likelihood of being successful on the job.

 (
STAGE
 1
- Honeymoon
Feeling
 
strange
 
about
 
a
 
new 
environment
Don
'
t
 
know
 
exactly
 
what
 
to
 
do
People laugh
 
at
 
things I
 
don't 
understand
Seems
 
to
 
be
 
a
 
million
 
things
 
happening
I
 
want
 
to
 
make
 
a
 
good
 
impression
I feel
 
lucky
 
to
 
last
 
a
 
week
Everything
 
looks
 
so
 
easy
 
for
 
others
ACTION:
STAGE
 
2
- Initiation
 I 
am
 
doing
 
what
 
I
 
think
 
is
 
right
I
 
am
 
watching
 
and
 
learning
 
from
 
others
Sometimes
 
I
 
feel
 
like
 
getting
 
another
 
job
Sometimes I an not sure of what I am 
doing
I
t
 
is okay
 
to
 
be
 
the
 
"new
 
guy"
Feeling
 
more
 
like
 
myself
Don
'
t
 
want
 
to
 
stick
 
out
 
like
 
a
 
s
ore
 
t
humb
ACTION:
STAGE
 3
- Buyers
’
 remorse
I
 
love
 
this
 
place
I
 
hate
 
this
 
place
I like
 
the
 
people
 
here
These
 
people
 
are
 
bizarre
I
 
am 
bored
I am
 
really learning and
 
enjoying the 
job
I
 
am
 
fitting
 
right
 
in
I
 
don't
 
belong
 
here
ACTION:
STAGE 
4
- Buy in
It
 
is
 
not
 
as
 
good
 
as
 
I
 
thought
It
 
is not
 
as
 
bad
 
as
 
I
 
thought
Why
 
was
 
I
 
so
 
worried
Bizarre
 
people
 
can
 
be
 
fun
Maybe
 
I
 
am
 
the
 
bizarre
 
person
 
here
It
 
is
 
different
 
than
 
I
 
expected
I
 
am
 
starting
 
to get
 
used
 
to
 
it
□
·
 
This
 
is
 
way
 
easier
 
than
 
I
 
though
t
ACTION
:
)Instructions: Read the various feelings associated with differing stages of employment and check off the feelings you have had on previous jobs. Look at the1 feelings you have checked off and write a short sentence describing the best way to deal with these feelings. If you have not been employed, think of your adjustments going to a new school or meeting new people. It is important to remember that these feelings are not good or bad- they are just normal feelings felt by most people.
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