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What the Employer Really Wants
There are some work habits that all employers hope their new hires will have. Consider how you match up to the attributes of the "perfect worker." 

· Punctuality - being on time every day 

· Attendance - being at work unless you are truly ill or there is an emergency 

· Productivity - working to assure both quality and quantity measures are met 

· Initiative - starting work without being told to do so 

· Cooperation - getting along with people...boss, coworkers, customers 

· Attention to Details - following rules or directions 

· Accuracy - not making mistakes 

· Adaptability - can do more than one job task 

· Diligence - improving job performance routinely 

· Appearance - always presents in appropriate clothing and accessories 

· Open-mindedness - accepts constructive criticism 

· Honesty and Trustworthiness - doesn't cheat, steal, or lie 

Consider how many of the work habits listed above you demonstrate in your current work, school, or home situation. Are there habits you need to improve—what are they? How can you improve in these areas? 

Employer Expectations Over Time

First Day and First Week

· From the beginning, employees are expected to be on time—no excuses! (If you are unsure of how long it will take to travel to and from a new job, consider a trial run before you start. Travel at approximately the same time and follow the same route you anticipate traveling in the future.)

· Likewise, new employees are expected to dress appropriately and be well-groomed...every day. Some companies have "Casual Fridays," which means that on Friday you can dress down, but still wear clean and appropriate, albeit casual, clothing. (Tip: A good job-related question in an interview is to ask about the company's dress code.)

· Although new employees are not expected to recognize and remember the full names of all the people they are introduced to in the first week of work, it is important to make an effort to be pleasant and to remember as many names as possible—especially the names of the coworkers in your immediate area and your supervisor. 

· New employees should expect to be supervised closely at first as they learn and develop skills specific to their new jobs. You must listen closely to instructions or read instructions thoroughly and pay close attention to corrections. New employees are expected to ask questions, if there is something they don't understand.

· During the first week, a worker establishes his or her work reputation. By working hard and being productive, a worker makes a good first impression...remember, first impressions are difficult to change!

First Month

· Employees are expected to be at work and to be there on time because others are depending on them. They are expected to take only pre-determined or arranged lunch and break times.

· They are expected to know written and unwritten company policies.

· By the end of the first month, new employees are expected to know the majority of their coworkers and the supervisory staff by name.

If you are relying on voice cues rather than visual cues, you are only expected to recognize those workers in your immediate area by the end of the first month. In fact, depending on the number of workers in your immediate area you may have greater latitude on this point.

· By the end of the first month, new employees are expected to know about informal structures (cliques) and how to fit in at work. It is important as a new employee for you to resist the temptation to gossip and repeat or take rumors seriously.

· Within the first month, new employees are expected to acclimate to their environment—to know where to go for what and to whom to go for what.

· Your boss will expect you to show an increase in your production and a decrease in the amount of supervision you need. It is anticipated that you will know your job responsibilities and a little bit about the job responsibilities of others.

· Finally, it is important to determine the company's policy regarding performance evaluations and probationary periods within the first month in order to begin preparation for yours.

Six Months to One Year

· By this point in an employee's work life, primary job responsibilities should be second nature.

· You will be expected to be self-directed and able to find productive things to do even in slack times.

· You will be expected to be willing to expand your work skills through off-the-job training (in company sponsored training classes or courses offered in the community). 

· You will be expected to demonstrate your commitment to the company through active involvement in company-sponsored events or community projects.

· Finally, you should continue to be diligent (no long weekends or feigned illnesses to use sick time). Don't develop a false sense of security—remember, if the company doesn't perform well, employees (even good ones!) may find themselves downsized!

· Relationships and expectations change over time. It is important to understand how an employer's expectations change over time. What an employer expects from his or her workers when they first meet or on the first day of work is much more lenient than expectations at six months or a year. 

· Likewise, coworkers have very different expectations of a peer after a "break-in" period. Most coworkers expect to help newly hired coworkers "learn the ropes" and become acquainted with the workplace. Although they don't usually mind if someone new to the office asks for help or clarification, they will soon tire of being asked the same question over and over or being relied upon to do another worker's problem solving repeatedly. 

· Within a reasonable period of time, usually 3 to 6 months, employees are expected by coworkers and supervisors to be able to function fairly independently.
8 Bad Work Habits (And How to Break Them)

http://hotjobs.yahoo.com/career-articles-8_bad_work_habits_and_how_to_break_them-632
by Margaret Steen, for Yahoo! HotJobs

When you're considering goals for yourself, don't forget to examine your work life. What changes could you make to become a more productive and pleasant colleague? 

Experts offer this list of common bad habits at work -- and how to break them:

* Planning poorly. Do you spend your first hour at work wondering what you should work on today? "So many people, when they leave their office at 4 to 6 p.m., really have no clue what they're going to do first thing the following morning," said Glenn Davis, president of the Next Step Group, which recruits sales and sales management professionals for software and other companies. It's more efficient to plan your next day before you leave work. 

* Spending the day in "email reaction mode." Answering every email message as it comes in may make you seem responsive, but it's not productive. "You feel like you're being a hero because you're dealing with all your email," said Valerie Frederickson, CEO & founder of Valerie Frederickson & Co., an HR executive search and consulting firm. "But it has nothing to do with achieving your goals."

* Abusing work-from-home privileges. Yes, you save time when you work from home by not commuting. But too many people are easily sidetracked by the laundry, their kids, a quick errand. "People like to say, 'I get so much more done'" working from home, Davis said. And some do -- but not everyone. If you work from home, make sure you're putting in a full day's work -- and that you're accessible to your colleagues during the workday. 

* Putting personal life before work. Everyone has emergencies from time to time. But it's annoying to have to repeatedly fill in for the colleague who is late every morning because he's checking on his home remodeling project, or who misses an entire afternoon because she scheduled a routine dentist appointment for 1:30 p.m. 

* Being late for meetings. People who show up 5 or 10 minutes late for a meeting cause a "domino effect," Davis said. Meetings later that day may be thrown off schedule because the earlier ones ran late. And people who show up on time feel their time is being wasted.

* Not taking care of health and hygiene. Leslie G. Griffen, an HR consultant and career coach, is sometimes hired by companies to approach an employee who doesn't bathe and ask them to improve their hygiene. The problem is twofold, said Griffen, principal of The Griffen Group. A sloppy appearance will cause a poor first impression. Also, "if your hygiene is bad, your health is probably bad," Griffen said. An added benefit of eating well and exercising: You'll have more energy. 

* Using inappropriate humor. Your coworkers may not appreciate your sense of humor. Skip the off-color or "racially targeted" jokes, Griffen said. And be careful about sensitive subjects such as politics and religion.

* Not caring about your work. People like coworkers who are enthusiastic about what they do. Show that you take pride in your job by presenting yourself well, communicating clearly and doing your best work.
