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WORK READY WORKSHOPS

HOW TO BEHAVE
IN THE WORKPLACE

Employers, regardless of their industry, generally share common expectations of their
employees. Be willing to collaborate and contribute to the success of the business and
you will excel in your own career. These are the types of things employers look for.

Possess a Passion for the Industry
Genuinely care about the work you do. Strive
to make it better all the time, and you’ll feel
good knowing you’re making a difference in
your field.

Be On-time and Ready to Work

Arrive on time for your scheduled shifts, and
if you can't make it, notify your supervisor
beforehand. Your presence is vital, and
excessive lateness and absences could
jeopardise your employment.

Behave in a Professional Manner

Use your work hours solely for work-related
activities; personal matters should be
attended to outside of work. If a crisis arises,
let your supervisor know and be sure to keep
them updated.

Dress Appropriately

Dress according to the workplace standards,
especially if there's a uniform or Personal
Protective Clothing and Equipment required,
for example high vis and hard hats. Your
attire reflects the company’s image, so be
sure to dress professionally in clean and tidy
clothes.

Be Helpful and Practise Your
Problem-Solving Skills

Be willing to use your problem-solving skills
to tackle challenges and find solutions.
Always be courteous and assist anyone who
enters your workplace, whether it’s a
customer, manager or co-worketr.
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YOUR FUTURE. OUR FOCUS.

Have a Positive Attitude and Communicate
Concerns Early

Most employers want you to enjoy your
work. This includes enjoying what you do
and the people you work with. Maintain a
positive attitude, but when things do get
tough, raise your concerns or any issues with
your supervisor promptly and privately for
resolution.

Keep Confidential Things Confidential
Handle sensitive information with care,
including customer details, business
strategies, and financial data. Breaching
confidentiality may lead to immediate
dismissal.

Keep Track of Time

Complete your timesheets accurately and
daily to ensure proper payment. Falsifying
information could lead to termination.

Take Initiative

Approach tasks with enthusiasm, willingness
to learn, and a proactive mindset. Even if a
responsibility or task seems small, give it
your best shot.

Get the Job Done

Complete your tasks diligently, seeking
clarification when needed, to cultivate a
strong work ethic. This opens doors to more
engaging opportunities later and enhances
your ability to work both independently and
as part of a team.
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