
You’ve Got the Job…….Now What? 
 
So you’re working.  You’ve survived the job hunt and have landed the perfect job, right?  Well, 
what’s next? Keeping the job and being good at it! 
 
Here are some of the most important things you’ll need to do to keep the job and show you can 
handle it: 
 
1. BE THERE - Don’t miss work unless you have a legitimate reason.  Sleeping is NOT good 

enough.  Phone your boss before your shift starts to let them know.  A supervisor must be 
able to rely on employees coming to work everyday on time.  When a worker is late or 
absent, it causes many problems like reduced productivity and customer dissatisfaction. 

2. Be READY TO START ON TIME - You need to be ready to start working on time so you 
need to be there at least 10 minutes early. 

3. LEAVE WHEN YOU’RE SUPPOSED TO - Even if work may not be busy, never assume that 
it is okay to leave early. 

4. GIVE 100% - Get enough sleep so you’re not dragging yourself throughout the workday. 
Your lack of attention to the job is more obvious to the employer than you think. 

5. ASK QUESTIONS - Make sure you understand what your employer wants you to do.  There 
are a lot of new things to learn when you’re new at a job, so don’t be afraid to ask questions. 

6. BE A GOOD TEAM PLAYER - Learn to get along with people.  If you have trouble getting 
along with a co-worker or your boss, try to look at things from his/her point of view. 

7. QUIT A JOB PROPERLY - No matter why you decide to quit your job, give your employer at 
least two weeks’ notice.  Finish as much of your work as you can and tell co-workers about 
anything left undone.  Before you leave, ask your employer for a letter of reference even if 
you already have another job.  Past employers are among the most important references 
you have.  

 
YOUR TURN 
Evaluate yourself on 4 (four) of these items at your coop placement.  How well are you 
doing (Excellent, Good or Needs Improvement)?  Explain why. 
 

  
 

  
 

  
 

  
 



Meet Your Supervisor’s Expectations 
1. BE TRUTHFUL - Don’t try to cover up mistakes with lies.  Lies are usually discovered and 

can be grounds for dismissal.  Supervisors need employees the can count on. 
2. DON’T EXTEND YOUR BREAKS - When you don’t return from your break on time it can 

cause problems with your employer, co-workers and customers who have to wait. 
3. GET YOUR WORK DONE - You should complete tasks as quickly as possible while doing 

the best job possible.  You are expected to work independently to complete assignments. 
4. BE COOPERATIVE- Help with a task that’s not normally your responsibility.  Cooperation is 

a mutual thing, and most supervisors will remember your help the next time you need a day 
off for a special reason. 

5. BE ADAPTIVE - Be willing to adapt to new situations.  Supervisors probably don’t want to 
make changes any more than you do, but it is their responsibility to do so and they need 
your cooperation. 

6. TAKE THE INITIATIVE - Find ways to help your supervisor.  After your own work is 
completed, look around the work site for other tasks to do.  

 
YOUR TURN 
Pick one of these EXPECTATIONS that you are doing very well and explain why.  Pick 
one of these EXPECTATIONS that you are NOT doing well and explain why. 
 

 
 

 
 

 
 
Solving Problems in the Workplace 
 
In every environment there will be times that conflicts arise and problems come up that need to 
be solved effectively in order to keep things running smoothly and allowing everyone to get 
along.  
 
Problem Solving Process includes: 

1. Identify the problem - What’s going on?  This may take a few people to discuss 
2. Gather & Organize data about the problem - What are the facts of the problem 
3. Develop solutions to the problem - How can we solve this?  Brainstorm all possible ideas 
4. Evaluate possible solutions - What are the solutions?  Select the solutions that you can 

reasonably use.  Develop a pros and cons list. 
5. Select the best solution - what’s the best solution?  What solution can the group decide 

on? 
6. Implement the solution - Let’s do it.  Follow through on the solution. 



7. Evaluate the solution - How was the solution?  Did the solution work out and fix the 
problem?  Why or why not?  Do you need a different solution?  Go back to pros and 
cons. 

 
YOUR TURN 
Give an example at work and explain how you followed each step in order to come up 
with a solution.  If you didn’t follow these steps, come up with a solution following each 
of these steps. 
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