SET for Life

HOW TO KEEP YOUR JOB

Here is a list of attitudes and behaviors you will need to keep your job. Former employees of a summer youth employment and training program developed it over a period of time.

1. Keep good attendance. One of the main requirements of every job is to be at work every day. You can only miss work for the most important reasons and then only an average of two to three days a year.  No employer will put up with a worker who comes to work only when and if they feel like it.  If you are really sick, be sure to telephone your boss as soon as possible.

2. Be at work on time. Being consistently late can be very irritating to an employer. They expect you to be at work, at your desk or shop, and ready to go when your shift starts, not ten minutes later. There is no excuse for not being on time.

3. Leave your personal problems at the door. Employers are interested in your work and not your home situation or personal problems.

4. Stay busy. Keep busy at all times. If you run out of work, ask your supervisor for more to do. Show that you are a hard worker.  Once you have been trained, learn to work without needing to be told what to do next.  If you have finished your work and are not sure what to do next, ask your supervisor.

5. Have good work habits. Don't let irresponsible workers influence your working habits. Protect yourself. It's up to you to keep your job.

6. Follow directions. Most supervisors and employees have their own way of doing things. You need to adjust to doing things their way.

7. Be flexible. Employers' needs can change often. If you are willing to do the work that your employer needs you to do, you will be appreciated and a lot happier too.
8. Be reliable. Do what you say you will do. This means getting to work on time and doing the job that you said you would.
9. Be cooperative with others. You must be able to work well with others ‑ this includes both coworkers and supervisor(s).
10. Keep a good attitude. Accept your share of work without complaining or slowing down. If someone tells you that you can do a job better ‑ try to learn from what they say. A smile and a friendly attitude will work wonders for you and for those working around you.
11. Be honest. DO NOT steal materials or time from the employer. The worker who comes in late, leaves early or works too‑slowly on purpose is a time stealer who gets paid for work not done.
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