
How to Succeed at 
keeping your Job! 

Presenter
Presentation Notes
Ask students this questions. Write their answers on a flip chart/white board



Sometimes getting a job is 
EASY and keeping it can 

be a challenge! 

Presenter
Presentation Notes
Can ask what the students think



Skills Needed:
Attendance
Attitude
Accountability
Professionalism
Gratitude

Presenter
Presentation Notes
It takes skills to get your job, but it also takes skills to keep your job. Here are some skills: 



Attendance



Demonstrating good Attendance:

 Go to work every day!!!!
 Be at your work station, ready to begin, on time, everyday
 Understand your company’s attendance policy. 
 Call your manager if are going to late or out for the day 

unexpectedly. 
Be sure to call before your scheduled shift

 Be present Mentally

Presenter
Presentation Notes
Go to work everyday: Sometimes it can be very difficult to go to work, especially when we don’t want. Always remember, people are counting on youBe at your work station, ready to begin, on time, everyday. Understand your companies attendance policy. Read it thoroughly and ask questions if you don’t fully understand it. Also the consequences that go along with breaking the policy.Call your manager if are going to late or out for the day unexpectedly. Attendance policy could also spell out that employees must call and not send texts or emails. Their manager may require this also. Be present Mentally. Try to leave your personal things at the door when coming to work. 



Attendance:
How can your attendance effect 
the business, yourself and others? 
 Slow productivity. 
Cause anger amongst co-workers
 Effect the service given to customers
 Raises/promotions
 Being able to keep your job

Presenter
Presentation Notes
Pose question to students and see what they say. Reveal answers 1 by 1 and discuss. 1. Slow Productivity: Others may have to do the work you were scheduled to perform. This will slow down the production for the day2. Cause anger amongst co-workers: it becomes more difficult for other employees to complete their own work. Other employees are trying not only to do their job, but also trying to do yours. 3. Effect the service given to customers: Can cause a negative impact on customers. Employees may not have the time to help them, maybe now they are in a negative mood, etc.4. Raises/promotions: They don’t go to employees who don’t come to work or show up late.5. Being able to keep your job: Could get fired.



Attendance:

What can you do to 
make sure you have 
good attendance?

Presenter
Presentation Notes
Brief discussion



Attitude



Demonstrating a good Attitude:

 Be positive
 Avoid negative people
 Don’t gossip about others, especially in the workplace
 Be enthusiastic about the company and the work they do.
 Encourage others and yourself
 Be helpful
 Be flexible
 Take control of the way you react.

Presenter
Presentation Notes
Be positive: Try to see the bright side to things, even if you don’t want to or it is hard toAvoid negative people: There will always be someone in your workplace who has a negative attitude, it is best to avoid them when you can. You will probably still have to interact with them, but keep it cordial, keep it brief and limit it to business and the subject at hand. Don’t get caught up in their negativity.Don’t gossip about others, especially in the workplace: Gossip is very negative and destructive. Gossip can make a great working environment into a bad one very quicklyBe enthusiastic about the company and they work they do: focus on the positives of the company. Make a list if needed. Being positive and enthusiastic will help you love your job. Encourage others and yourself: Sometimes people need a little pick me up and encouragement for the day, give it to them. Say something nice to a co-work who needs it. It will make a difference for you both of you. Also, encourage yourself. You need to be your biggest cheerleader. Be helpful: help others when needed. Just be sure it doesn’t put your work into jeopardy. Be flexible: there will be times when a supervisor asks you to do something you out of the normal, such as staying late or taking on a project that is out of your job description. Be prepared to say yes. Your supervisor trusts and believes in you, don’t prove them wrong. It is ok to say no if need be, but be sure there is a valid reason to do so. Such as, you are unable to stay late because you have important plans you cannot change or you are unable to take on any more work because of your workload. Be sure to have a respectful discussion with your supervisor as to why you would not be able to do this. Your supervisor may help with some potential solutions and you don’t loose out on the opportunity to prove how good you are!Take control of the way you react: You cannot control what others say or do, but you can control how you react to them. Keep calm, take a breath before reacting. If need be, take a break and come back to it.



Attitude
How can your attitude effect the 
business, yourself and other? 
 Influence others
 Make a day go good or bad
 Cause conflict in the workplace
 Engagement in your job and company 
 Positive or negative customer experience

Presenter
Presentation Notes
1. Influence others: Moods are contagious. Make sure you are spreading a good mood, it will make your job easier.2. Make a day go good or bad: How is your day when you have a good attitude compared to when you have a bad attitude? Your day has a tendency to be better.3. Cause conflict in the workplace: People are not usually nice to others with bad attitudes4. Engagement in you job and the company: Become less engaged when you have a bad attitude. 5. Positive or negative customer experience: Customers are effected by employees moods. 



Attitude:

What can you do to 
make sure you have a 

good attitude?

Presenter
Presentation Notes
Brief discussion



Accountability



Demonstrating Accountability

 Know what your job duties are
 Know what expectations your supervisor has
 Do your job to the best of your abilities 
 Be ethical, honest and trustworthy
 Take ownership of you and your actions
 Know, understand and follow the company 

policies
 Dependability

Presenter
Presentation Notes
1. Know what your job duties are: Make sure you fully understand what your job duties are. 2. Know what expectations your supervisor has: Supervisors expect certain things from their employees, such has come to work on time, projects must be completed within 2 weeks of being assigned, etc. Make sure you fully understand what those expectations are3. Do your job to the best of your abilities: Put your full effort into your job. 4. Be ethical, honest and trustworthy: Tell the truth, but kind about it. Do what you say you are going to do.5. Take ownership of you and your actions: Admit when you make a mistake. Everyone makes mistakes, just make sure you learn from them. 6. Know, understand and follow the company policies: Companies policies are put into place for many reasons. You must follow those policies, even if you do not like them!7. Dependability: Make sure people can count on you to do your job and do it well. 



Accountability
How can your accountability 
affect the business, yourself and 
others?
 Trustworthiness
 Whether or not your supervisor can depend on you.
 Not living up to expectations
 How successful you are in your job

Presenter
Presentation Notes
1. Trustworthiness: People won’t have faith in what you do or say2. Supervisor being able depend on you: Your supervisor won’t trust you to perform your duties let alone give you anything more or different3. Not living up to expectations: You won’t meet the expectations of the job and could end up with a bad review and or no increase in pay4. How successful you are in your job: If your supervisors and co-workers cannot count on you to do your job, it is possible you could fired.



Accountability:

What can you do to 
make sure you are 

accountable?

Presenter
Presentation Notes
Brief discussion



Professionalism



Demonstrating Professionalism 
 Treat your customers and co-workers with courtesy and 

respect
 Respect your manager
 Respect the company’s management 
 Understand the difference between work and social 

rules
 Accept the rules of the business 
 Take your job seriously and do your best
 Most of all Respect Yourself!!

Presenter
Presentation Notes
1. Treat your customers and co-workers with courtesy and respect: keep your emotions in check. You spend a lot of time with your co-workers, you want to it to be as pleasant as possible. Your customers are the people you are working for. 2. Respect your manager: You don’t have to like them or agree with everything they do, but you do have to respect their authority. 3. Respect the company’s management: It is a difficult job running a company. 4. Understand the difference between work and social rules: The way you act outside of work may not be the way you should act in work. You want to watch your words and actions closely.5. Accept the rules of the business: Rules are put into place to protect you, the customer and the business. You may not understand why it is there, so the best thing is to ask so you understand it better. Sometimes it may not make sense to you, but you still have to follow the rules. 6. Take your job seriously and do your best: Do the very best you can and keep learning. 7. Most of all Respect Yourself!!: If you don’t respect yourself, it is difficult to get respect from others. 



Professionalism
How can your professionalism 
affect the business, yourself and 
others? 
 How serious people take you
 Whether or not people have respect for you
 Trust that you are doing a good job 
 How other feel about working with you.

Presenter
Presentation Notes
1. How serious people take you: Not being professional could cause people not to take you very serious and will hurt your credibility 2. Whether or not people have respect for you: Without respect people will not take your seriously or put much faith in you or your abilities.3. Trust that you are doing a good job: The ability to do your job will come into quesiton. You could miss out on opportunities. 4. How other feel about working with you: Others may not want to work with you.



Professionalism

What can you do to 
make sure you have 

professionalism?



Gratitude



Demonstrating Gratitude
 Be grateful for the positive things your job brings you.
 Show appreciation for you customers
 Be nice to everyone 
 Bring your manners to work.
 Go the extra mile
 Always smile!!

Presenter
Presentation Notes
Gratitude is very simple!! 1. Be grateful for the positive things your job brings you: find the positives to your work. What do you like about your job?2. Show appreciation for you customers: Your customers have chosen you, give them a reason to come back3. Be nice to everyone: Show others respect in your actions4. Bring your manners to work: Always say please and thank you. Being polite to others goes a long ways5. Go the extra mile: Be willing to help and do the unexpected 6. Always smile!! : Smiling shows people you appreciative



Gratitude
How can your gratitude affect the 
business, yourself and others? 
 Could put you or others in a good or bad mood
 Helps customers determine if they want to continue 

business with the company 
 Impact raises, promotions and continued employment

Presenter
Presentation Notes
1. Could put you or others in a good or bad mood: Being grateful can put you into a good mood, which can be contagious2. Helps customers determine if they want to continue business with the company: If a customer is not shown gratitude for their business, the don’t want to come back. Those customers could also tell others about their bad experience and could hurt the business even further3. Impact raises, promotions and continued employment: Supervisors and managers want to know you are greatful



Gratitude

What can you do to 
make sure you are 
showing gratitude?



What can you do to make 
sure you are using these skills?



Do you know anyone at work, home 
or in school that exhibits these skills? 

How can you use this person as your 
example?

Do you think you can be a good 
example for someone else?

Presenter
Presentation Notes
Discussion questions



From the list we created at the 
beginning, is there anything on 
the board you want to add, take 
away or keep? 



Be the good example 
at your job!!
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