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What To Expect…
	Your First Day On The Job
	Your First Week On The Job
	Your First Month On The Job

	· First Impression:  based upon your actions, comments, dress and non-verbal behaviour.  

· Dress:  if you received a written policy concerning dress, then the first day will be even less confusing.  If you are to wear a uniform, make sure it fits, is clean and wrinkle free.

· Communication:  In addition to what you say, your body language conveys a powerful message about what you are thinking and feeling.  A few ideas that may help to convey the appropriate message include:  be an active listener, speak confidently, avoid mumbling, shake your fellow employees’ hands with confidence, look people in the eye when you are introduced, and offer a warm smile.
· People may or may not go out of their way to welcome you to the company
	· Be Part of the Team - make an active effort to become a part of the team. A major part of working is being able to get along well with colleagues.
· Build rapport – building rapport will help you be accepted by co-workers.  Expect to learn tasks from multiple people.  Accept and ask for assistance, graciously.
· Be an effective listener – listen to all instructions you are given; don’t interrupt; clarify message immediately if unclear; pay attention….don’t fake it.
· You will be:  completing lots of forms and paperwork, work site orientation, settling into work area, understanding work flow, and read company literature


	· Learning - You may feel non-productive during your first month on the job. There might be a bit of reality to this feeling because, in fact, you are still in the learning phase. At this point, you should have a handle on your responsibilities at the new job. You know where to go when you get to work in the morning. You also know where to get coffee and where to eat lunch. And you know who to ask for help.
· Relationships - By the first month you will have established some kind of relationship with co-workers and supervisors. It's still early, don't judge too quickly!
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	Surviving…

	the First Day 
· Be humble; being nervous is natural.

· Be nice to others first; don't wait for them to be nice to you.

· Have a sincere desire to join the group, let them know either verbally or non-verbally you want to be a contributing team member.

· Try to do everything in your power to have a positive start.

· Observe what is going on around you in the workplace; this will give you a clearer definition of the way things work.

· If there is any confusion about what you should be doing on your first day, seek clarification. 
	the First Week
· Expect lots of grunt work – recognize there are mundane, boring tasks associated with every job – stay positive and prove you are a team player.  
· Expect the unexpected – you are expected to take the initiative, don’t expect someone to tell you where you should be, or what you should be doing.  
· Own up immediately to mistakes – don’t cover them up, downplay, make excuses or blame someone else – it will only make the situation worse and make you look dishonest and/or unprofessional.  
· Figure out what are the most important things to learn – determine what you need to do in order to be productive.


	Assessment of the First Month
· Toward the end of the first month it is appropriate and beneficial to review your new job and assess your satisfaction with the direction things are going. A personal assessment can be as simple as asking yourself a few questions - Am I happy?  What do I like about this job? What don't I like?  What can I change?  Where can I go from here?  Do I feel I am making progress?  Have I updated my resume to include my new skills and experience?

· Performance Reviews - Many companies conduct performance reviews of employees. These usually don't occur until the three, or six month mark, but it is important to prepare for them or at the very least have some idea what they entail. A performance review is an evaluation of how well you are doing in your job


