10 Tips for Keeping Your Job
Congratulations on your new job!  Finding a job is half the battle; the other half is keeping it.  As you settle into your new job, here are 10 tips for success to keep in mind:

1. Have a positive attitude

a. Do your job well, be a part of the team & enjoy your work!

b. Think positively- you are responsible for your own attitude and behavior

c. Remember that others, including your boss, notice your attitude
2. Be there

a. Know the consequences of being late or missing work
b. Keep your employer informed; if something comes up, communicate!

c. Remember, you can’t be paid if you’re not at work
3. Keep your focus
a. Keep your mind on the job
b. Avoid dealing with personal issues at work

4. Do your very best

a. Show initiative

b. Always try to improve your knowledge and skills

c. Set reasonable goals and work to meet them

5. Accept guidance and direction

a. Follow procedures & standard practices
b. Don’t be afraid to ask for help or directions
c. Accept advice & criticism gracefully
6. Be flexible

a. Be willing to do “extra”

b. Be ready to step up and help when needed
c. Know how to balance your own and other’s needs
7. Stay calm

a. Control your emotions

b. Make constructive suggestions

c. Learn & practice communication skills

8. Take care of yourself

a. Get plenty of sleep

b. Avoid abusing alcohol or drugs
c. Learn how to manage & reduce stress
9. Be honest

a. Respect your employer’s time & property

b. Don’t take short cuts on tasks

c. Be honest with yourself & others

10.   Be professional

a. Always put your best foot forward

b. Come to work clean and well groomed
c. Respect yourself, your coworkers and customers
d. Know “unwritten rules”
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