as constructive feedback is an
opportunity for learning.

Be clear on what your supervisor expects from you Get wrapped up in conversations with co-workers that
— check how he/she would like to be updated on are unrelated to work, engage in negative talk or mimic
the progress of your work. bad work habits.

Remind friends who drop by while you are working Offer your personal opinions to clients if you are not an
that you are busy and recommend a time you can expert — know your boundaries.

meet after work hours.

Communication — writing, verbal abilities, listening and non-verbal cues in body language

Do Don’t
Be tactful and diplomatic when dealing with Use offensive vocabularies and expressions in the way
situations where you are exposed to confidential you communicate in writing or verbally.

and/or personal conversations.

Wait until a person is finished speaking before
making your point.



Professionalism on the Job

Work Property — personal and shared workspace

Do Don’t
Ask to borrow items especially if you are working in Photocopy or print class notes, print essays or readings.
another person’s workspace.
Tidy your workspace and replace items (scissors, Download anything over the internet while using a work
stapler, tape etc.) back to where you found them. computer as viruses can cause a lot of damage
especially to network settings.

Ask to be trained on how to use the computer, Use Facebook and Twitter, watch YouTube videos or
printer and photocopier. open personal email
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