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I Got A Job And Then What?

Congratulations! You just got a job and now your challenge is to keep it. This 
guide proposes tips and advice in order to become part of your new workplace 
better. A job plays an important role in life and it can bring you great satis
faction. No matter the kind of work that you do, it is important to do it well. 
And above all, do not forget that you reap what you sow. 

The First Days At Work: How To Control Your Nervousness

Six things to remember in order to deal with nervousness when you start a 
new job:

	 •	This is not a contest. Remember that the very fact that you got the job 
means that the employer already trusts you. 

	 •	There are only two things that you must prove to your employer. 
You are a person who is eager to learn and you are not afraid of admitting 
what you do not know.

	 •	“Being here, now” represents 80% of success. “Being here, now” 
means listening, seeing, observing, and following instructions.
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	 •	You are not comparable. You do not have to concern yourself with 
comparing yourself with someone else since you are not in competition 
with your coworkers; you are on the same team! The employer recruited 
you because he or she knows that you have what it takes to succeed in 
your work and that it is the only work that warrants your attention.

	 •	Focus on progress not on perfection. Of course, the business for which 
you work will evaluate you according to its own set of standards. But you 
still have your own expectations and you can set very specific objectives 
for yourself. 

	 •	Measure your progress little by little. Success is rarely immediate. 
Objectives must be set and your progress must be measured little by 
little. 

End your day’s work with the following questions:

	 •	What	improvement	did	I	do	today?

	 •	How	could	I	improve	tomorrow?

Good Work Habits 

A. Attendance

Work	attendance	is	the	responsibility	of	the	employee,	the	manager,	and	
the employer. As an employee you contribute to the business’ efficiency and 
success	by	providing	a	continuous	service.	If	you	have	to	be	absent	from	work,	
this	will	have	an	impact	on	the	service	provided.	It	is	therefore	important	to	
advise your manager as soon as possible. Managers are responsible for the 
proper management of their team’s attendance and to make changes to the 
work schedule and followups with the employee who is off work. 

Golden rules for attendance:

	 •	Notify	your	manager	of	your	absence	before	the	start	of	the	day.

	 •	 If	you	cannot	reach	your	manager	leave	a	message	in	the	voice	mailbox	or	
follow the procedures established by the employer.
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	 •	Give	the	reason	for	your	absence	and	if	possible	the	expected	return-to-
work date.

	 •	 If	the	expected	date	changes	advise	your	manager.

	 •	 If	your	manager	needs	to	find	a	replacement	advise	him	or	her	as	soon	as	
possible to enable him or her to start taking the necessary steps.

	 •	Provide	the	medical	information	at	the	request	of	your	manager.

	 •	Provide	a	telephone	number	where	you	can	be	reached	during	your	
absence.

	 •	Do	try	to	have	your	appointments	outside	of	work	hours.

There are two types of reasons why people must be absent from work:

	 •	Emergencies	or	illnesses:	 
Contact your employer as soon as possible.

	 •	Special	occasions:	 
Often special occasions are planned long in advance. You should notify 
your employer as soon as possible to ensure he or she has the time to 
prepare the work schedule.

It	is	important	to	check	the	policies	in	your	work	environment.

If	you	do	not	notify	your	employer	that	you	will	be	absent	you	risk	losing	your	
job.	If	you	are	often	absent	from	work,	this	is	likely	to	have	an	impact	on	your	
working relationship with your employer and your teammates. 

B. Punctuality 

It	is	important	to	report	to	work	on	time.	If	possible	arrive	at	least	15	minutes	
before the start of your shift. Unforeseen events can occur and you do 
not want to be late. Anticipate leaving earlier to take into account the bus’ 
lateness or bad weather.

C. Cleanliness of your work space

Your work dress, your behaviour, and the cleanliness of your work space 
reflect the business’s image. Many people lose, without being aware of it, a 
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lot of time looking for a note because of clutter in their work space. A well
organized and tidy work space demonstrates interest in the work and an 
organizational ability. 

D. Use of the equipment and resources for personal reasons

Are	personal	calls	permitted	during	your	break?	May	you	fax	your	gym	
registration	applications	during	your	lunch	break?	Is	coffee	available	all	day	
long	for	all	employees?	May	pens	bearing	the	office’s	logo	be	distributed	to	
your	friends	and	family	members	as	gifts?	Since	you	do	not	have	the	answers	
you must not assume that these actions are allowed. Assuming can lead to 
your	dismissal.	It	is	preferable	to	enquire	about	the	policies	regarding	the	use	
of office equipment and resources such as the following:

	 •	Personal	telephone	calls	 •	Printer,	photocopier

	 •	Computer	 •	Office	supplies	 	

	 •	Fax	 •	Food/drink

	 •	E-mail

Since you do not have the answers, you must not assume that these 
actions are allowed. Enquire before acting!
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Being A Team Player And Maintaining Good Working 
Relationships

A good working relationship means that you are capable of working with a 
teammate in a friendly, professional, and respectful way.

It	is	worthwhile	to	establish	a	good	relationship	with	your	boss,	your	
teammates, and other staff members as soon as you arrive into the team. 
You will spend a lot of time with your new team, therefore it is important that 
the team can work well together.

When	you	first	meet	your	new	teammates	take	the	time	to	talk	with	them	and	
ask them a few questions concerning their responsibilities and duties in the 
business. 

In	each	workplace	there	usually	are	unwritten,	informal	“policies”	that	you	
must know in order to fit in well.

Here	are	some	suggestions	that	will	help	you	to	become	a	better	team	player:

	 •	From	time	to	time,	volunteer	to	do	a	task	nobody	likes	to	perform.	

	 •	Share	with	your	co-workers	a	good	comment	that	you	have	heard	about	
them.	Praise	them	for	a	job	that	they	have	performed	well	or	a	positive	
quality that you have noticed in 
them. 

	 •	Treat	your	co-workers	with	
respect just as you would treat 
the owner of the business. 

	 •	Celebrate	differences	between	
individuals. 

	 •	Share	the	credit	for	your	
successes.

	 •	Offer	your	assistance	to	a	co-
worker that has difficulty with a 
task or a project. 
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	 •	Pay	attention	to	the	little	things	that	are	important	for	your	co-workers	
and demonstrate to them that you care about them.

	 •	Never	complain	about	the	boss	to	co-workers	or	to	an	employee	from	
another department. Change the subject when a coworker complains 
about his or her boss. 

	 •	Never	repeat	what	a	co-worker	told	you	in	confidence.

	 •	Avoid	telling	off-colour	jokes	or	stories	that	could	hurt	someone.	

Your boss and teammates will definitely not become your best friends. That is 
not	what	is	expected.	However,	good	working	relationships	will	make	your	job	
more pleasant.

Conflict resolution hints:

	 •	Be	honest	and	direct	when	you	express	yourself.

	 •	Try	and	solve	the	problem	as	soon	as	it	presents	itself.

	 •	Address	the	individual	with	whom	you	have	a	conflict	first.	If	nothing	is	
resolved notify your supervisor.

	 •	 If	the	problem	is	with	the	supervisor,	discuss	it	honestly	with	him	or	her.	

	 •	Listen	carefully	to	the	point	of	view	of	the	other	person;	he	or	she	may	
have a good reason to justify his or her behaviour.

If	the	problem	is	too	much	to	manage	alone:

Rely	on	your	instinct.	If	a	teammate	is	discriminating	against	you	or	harassing	
you,	you	must	immediately	talk	about	it	with	your	supervisor.	If	you	are	not	
able to do so or the problem is with your supervisor, talk to someone whom 
you	trust.	You	can	also	visit	the	Ministry	of	Labour’s	website	for	additional	
information concerning employment standards or other related topics 
(http://www.labour.gov.on.ca/english/)
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How To React To Criticism

When it is constructive criticism:

	 •	Smile	and	say	“Thank	you”.

When it is negative criticism:

	 •	Deal	only	with	the	situation	at	hand	and	do	not	focus	on	a	previous	
incident. 

	 •	Try	and	separate	the	situation’s	facts	from	your	emotions.	Listen	for	
suggestions that may lead to solutions. 

	 •	Know	that	your	version	of	the	truth	may	not	be	the	others’	version	or	
interpretation. 

	 •	You	will	have	better	results	if	you	stay	calm	and	give	a	clear	and	specific	
answer.

	 •	Calm	yourself	before	answering.	Resist	the	temptation	of	shouting	even	
though the others are shouting at you. 

	 •	Focus	your	time,	your	energy,	and	your	thoughts	on	topics	for	which	you	
have a certain control. 

	 •	Focus	on	what	works	in	your	life.	
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How To Work With Different Generations

When	you	enter	the	labour	market	you	are	called	upon	to	mix	with	a	whole	
range	of	people,	namely	individuals	of	different	generations.	Here	is	a	
description of each generation. This could help you better communicate and 
get along better with your coworkers of different generations.

Traditionalists (born from 1922 to 1945) 

	 •	Demonstrate	a	willingness	to	serve	and	a	powerful	sense	of	duty;

	 •	Trust	institutions,	people,	and	the	government;

	 •	Have	less	tendency	to	cause	problems,	to	break	the	rules,	or	to	be	
disrespectful to a source of authority;

	 •	Consider	a	job	well	done	as	the	most	important	of	qualities	for	employees.	

Baby-boomers (born from 1946 to 1964) 

	 •	Are	part	of	the	governing	body	or	are	employers,	supervisors,	or	
managers;

	 •	Believe	in	teamwork	and	in	the	establishment	of	relationships	but	are	still	
distrustful regarding new technologies;

	 •	Measure	work	ethics	according	to	the	number	of	hours	worked	and	like	to	
show that they work a lot.

Generation X members (born from 1965 to 1980) 

	 •	Are	distrustful	towards	sources	of	authority	and	are	cautious	in	their	
commitments;

	 •	Rely	on	themselves	and	are	independent-minded	workers.	They	value	
controlling their schedule, flexibility, and freedom.

	 •	They	respect	production,	open	communication,	and	the	opportunity	to	
have a choice. 

Generation Y members (born from 1981 to 1999) 

	 •	This	generation	and	technology	go	hand	in	hand;	

	 •	They	have	a	positive	and	dynamic	attitude,	and	ask	to	receive	
encouragement from employers;
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	 •	They	put	the	emphasis	on	relationships	with	their	significant	others	and	
appreciate creature comforts and a good quality of life. 

Here are some hints for communicating with the different 
generations:

	 •	Familiarize yourself with the different generations’ motivations.	For	
example all those who manage generation X members should know that it 
is not money that motivates them, but rather quality of life. 

	 •	Do not judge a book by its cover.	Do	not	be	fooled	by	appearances.	
When	a	traditionalist	gives	you	advice	you	should	know	that	the	advice	is	
probably based on a good deal of experience and wisdom. 

	 •	There is no “I” in “TEAM”. A team comprised of members from all four 
generations that works well together will indubitably produce better 
results than a group that has similar visions. 

	 •	 It is not what you say but how you say it.	Difficulties	working	together	
often stem from a poor interpretation of intonation. 

By following these few tips and by better understanding the people around 
you and that you mix with at work, you may be more able to communicate 
well and to take the most advantage of your work experience.
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Occupational Health And Safety

Your role…

Your employer and your supervisor are not the only ones who have legal res pon
sibilities.	You	must	do	your	part	as	well.	Here	is	what	the	act	requires	of	you:

	 1.	Obey	the	law;

 2. Use machines and the equipment in a safe manner;

	 3.	Wear	the	required	personal	protective	equipment;

 4. Report all hazards to your boss;

	 5.	Work	in	a	safe	manner	and	not	do	any	foolish	things.

Your rights…

The legislation also gives you three important rights as a worker:

	 1.	 The	right	to	be	informed;

 2. The right to participate;

 3. The right to refuse dangerous work.

For	more	information	concerning	occupational	health	and	safety	you	can	visit	
the	Workplace	Safety	and	Insurance	Board	website	(www.wsib.on.ca).
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Balancing Life And Work 

Starting a new job can cause a certain level of stress. Also you must continue 
to	assume	the	responsibilities	of	your	daily	life.	It	is	important	to	develop	a	
balance between work, family, recreation, and oneself.

Here	are	five	reasons	why	establishing	a	balance	in	your	life	will	work	for	
rather than against your career.

	 1.	 Employees	that	are	happy	in	their	work	are	generally	those	that	are	
happy in their life and vice versa.

 2. Employees that are physically active and have benefited from a 
creative outlet report to work stimulated and energetic.

	 3.	 Employees	that	are	connected	with	friends,	a	family,	and/or	other	
community groups bring a wealth and a diversity of human relation 
skills.
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 4. Employees that have a balance between life and work will be better 
prepared to face incidents in the workplace.

	 5.	A	balanced	life	is	a	way	to	prevent	and	manage	stress.

Continue to do what works. Stop doing what does not work.
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Employment Options services are offered at these sites:

48 Collier Street 
Barrie	ON		L4M	1G8
705.722.0454

Place	Bonaventure	Mall
4764-21	Regional	Road	15	
Chelmsford	ON		P0M	1L0
705.855.1JOB	(1562)

Algo	Inn	Mall
151	Ontario	Avenue	
Elliot Lake	ON		P5A	2T2
705.848.5119

2	King	Street	West	(King	&	Bay)	
Lloyd	D.	Jackson	Square
Hamilton	ON		L8P	1A1
905.777.1JOB	(1562)

3 Aurora Street 
Kapuskasing	ON		P5N	1J6
705.337.6679

Citi	Plaza	—	1st	Floor,	Unit	142	
355	Wellington	Street
London ON  N6A 3N7
519.672.1JOB	(1562)

Community	Door,	Sussex	Centre
50	Burnhamthorpe	Road	West
Suite 300
Mississauga	ON		L5B	3C2
905.306.1JOB	(1562)

8	David	Street	North
Noëlville	ON		P0M	2N0
705.898.2244

194	Main	Street,	P.O.	Box	838
Smooth Rock Falls	ON	P0L	2B0
705.338.1026

186	Main	Street,	Unit	1	
Sturgeon Falls	ON		P2B	1N9
705.753.9844

1560	Lasalle	Boulevard,	Unit	F
Sudbury	ON		P3A	1Z7
705.560.1JOB	(1562)

330	Second	Avenue,	Suite	104
Timmins	ON		P4N	8A4
705.268.3800

22 College Street, Suite 300 
Toronto	ON		M5G	1K2
416.962.4600

Place	Val	Est	Mall
3140 -14	Hwy.	69	North	
Val Caron	ON		P3N	1G3
705.897.JOBS	(5627)
1.877.295.JOBS	(5627)

Place	Concorde
7515	Forest	Glade	Drive
Windsor	ON		N8T	3P5
519.988.1766

633	Ouellette	Street,	Suite	301
Windsor	ON		N9A	4J4
519.253.1525


