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Your First Week at a Job

By Simon Moss


Introduction	

Many individuals feel uneasy during their first week of a job.  This document offers some insights on how you can prepare before this week, and act during this week, to overcome this concern.  That is, this document is designed to enhance the likelihood that your first week will enhance your reputation and success at this organization in the future
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Did you know
	If your handshake is relatively firm, vigorous, and protracted—but not excessive—you are more likely to be perceived as sociable and capable.  







Information to collate over time

To help you during your first week, you should utilize the following template.  This template clarifies the information you should collect and the activities you should undertake immediately before and after you start a job or organization.  In particular

· the first column specifies the information you need to collect  
· the second column specifies possible examples or sources of this information

	Questions to answer before or
 during the first week
	Examples or sources of this information


	How do staff tend to dress at this organization? 

	· You might have noticed the style of clothes that staff wear during a previous interview.  
· If not, you could ask your main contact or simply dress smartly

	How do you plan to travel to the organization—including the time and route
	· You should, if possible, attempt this route one week before, but at the same time, you plan to arrive

	Information about the organization
	

	What are the acronyms that staff use?
	· In the first month or so, you might feel overwhelmed by the acronyms staff use. 
· You should thus record every acronym you hear, perhaps in alphabetical order
· You can later attempt to decipher each acronym later, perhaps from the website or from peers.   

	Who are the key staff to remember and know?
	· Maintain a record of the staff you meet, including their names, roles, and perhaps a photo from the website to assist your memory.  
· You might need to derive this information from the website or other sources
· If you become aware of an interest or characteristic you share with someone else, disclose this information to the person when appropriate.  Individuals are more inclined to trust someone with whom they share an uncommon interest or characteristic

	Who or what are the key stakeholders you need to know?
	· Maintain a record of the main clients, suppliers, regulators, or other stakeholders.

	What are the main challenges the organization needs to manage?
	· You might be able to glean this information from the annual report.
· You might even ask this question during the interview.

	What are the purported and actual priorities of this organization?
	· You might be able to glean this information from the annual report.
· You might ask this question during the interview.

	What do staff tend to like or value?
	· What topics do they tend to discuss?
· What are the characteristics of people they tend to admire or criticize?

	Activities that could enhance your resilience in response to complications or setbacks
	

	During their first week, some people feel overwhelmed, disappointed, or upset.  If you feel distressed during your first week, what strategies will you apply to improve your mood?
	Here are some validated strategies

· I will telephone a friend or relative who is aware of my strengths
· I will brainstorm various skills or qualities I could attempt to develop over the next six months—as well as how I might develop these skills or qualities—to address my concerns
· I will transcribe some of my thoughts and worries, sort these thoughts or worries into clusters, and then consider how I could replace these thoughts and worries with more nuanced, accurate, and positive alternatives
· I will remind myself that people often feel incompetent during their first month—and this feeling tends to dissipate with time as the tasks become familiar and automatic

	Activities that enhance your reputation over time
	

	Uncover opportunities in which you can demonstrate that you work hard and cooperatively
	· One evening, you might locate information about a topic that was discussed by a staff member

	Uncover opportunities to utilize one of your strengths, but as modestly as possible 
	· 

	Uncover opportunities to show that you are humble and receptive to opinions that differ from your preconceptions—while still demonstrating confidence
	· If somebody expresses an idea, conduct some research into this idea—and present the insights you discovered to this person to demonstrate interest and gratitude


	Uncover opportunities to demonstrate optimism and respect

	
· 

	Preparation if you are a supervisor or manager
	

	Transcribe the key features of your favorite managers and least favorite managers
	· Utilize this information to decide which practices or behaviors you would like to demonstrate 

	Seek the opinions and suggestions of staff as soon as possible
	· Ask each person in the team to name one immediate change they would like as well as several future changes
· When you seek this feedback, show genuine interest in the lives of your staff
· Then blend this feedback with your own position to generate a plan of imminent changes and a vivd, inspiring vision of the future

	Indicate how every individual is relevant to this vision
	· 

	After some negotiation with your team, set explicit objectives and targets in writing and specify how you will measure and reward progress
, with positive recognition.
	· Managers tend to underestimate the need to clarify their expectations; they incorrectly assume that everyone already understands

	Show confidence in your team or organization
	· 

	Protect your team from the anxieties and pressures you receive from the managers to whom you report
	· Although you should accommodate all stakeholders, prioritize your team over your peers and supervisors 



-












Page 1 of 1
Page 1 of 1
image1.png




image3.png




image4.jpg
E— CHARLES
DARWIN
UNIVERSITY

< AUSTRALIA





image2.jpeg
E— CHARLES

DARWIN
UNIVERSITY
< AUSTRALIA





