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Section 9: Succeeding in the 

Workplace 
While most of the first sections of the job readiness curriculum focus extensively on the skills it 

takes to find a job, this section covers what clients need to expect once they start working. This 

section covers practical details ǎǳŎƘ ŀǎ ƪƴƻǿƛƴƎ ȅƻǳǊ ǎǳǇŜǊǾƛǎƻǊΩǎ ƴŀƳŜ ŀƴŘ ǇƘƻƴŜ ƴǳƳōŜǊ, 

U.S. workplace culture and etiquette, and tips for on-the-job success that will benefit clients 

entering any field. First jobs in the U.S. give clients their first U.S. professional reference for 



Section 9: Succeeding in the Workplace 

 

2 
 2 

their resumes and are an important building block for their careers. This section also focuses on 

the professional environment clients enter after starting their first job.  

After clients have been in a job for six months and have earned a good reference, they may be 

ready for a job upgrade to another field of work, for a higher salary, or for better benefits. A 

ŎƘŀƴƎŜ ƛƴ Ƨƻō ƛǎ ŀ ǎǘŜǇ ŀƭƻƴƎ ŀ ŎƭƛŜƴǘΩǎ ŎŀǊŜŜǊ ƭŀŘŘŜǊ; this is an opportunity for employment 

programs to reengage clients. This section also explores factors to consider when clients are 

thinking about changing jobs and the importance of following proper procedures when leaving 

a job. Following these steps will position clients on their way to a long and healthy career here 

in the U.S.  

Learning Objectives 
After completing the activities in Section 9: Succeeding in the Workplace, participants will be 

able to: 

¶ Record essential details about a new job. 

¶ Identify appropriate times to call in sick and successfully practice doing so.  

¶ Interpret a basic work schedule and understand schedule-related terminology. 

¶ Model at least five attitudes or behaviors essential to success in a U.S. workplace. 

¶ Give specific examples of professionalism in the workplace. 

¶ Consider good and bad reasons to change jobs. 

¶ Demonstrate a professional attitude and behavior when leaving a job. 

¶ Identify the purpose of a resignation letter. 

Key Vocabulary 
¶ Work Schedule: days and times you need to be at your 

job 

¶ Break: Short break/rest at work 

¶ Clock in and out: Recording the time you get to work 

ŀƴŘ ǘƘŜ ǘƛƳŜ ȅƻǳ ƭŜŀǾŜΦ !ƭǎƻ ŎŀƭƭŜŘ άǇǳƴŎƘƛƴƎέ ƛƴ ŀƴŘ 

out 

¶ Professionalism: Behavior of a person who can do a 

good job and make appropriate workplace choices 

¶ Resign: To choose to leave a job 

¶ ¢ǿƻ ²ŜŜƪǎΩ bƻǘƛŎŜΥ Informing an employer of a job resignation two weeks before the 

last day of work; this is the standard timeframe in the U.S. 
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¶ Resignation Letter: note written by an employee informing the employer of his or her 

last day of work 

¶ Promotion: advancement of an employee within a company to a position which might 

entail new job tasks. A job promotion may be the result of an employee's proactive 

pursuit of a higher ranking position or as a reward by employers for good performance. 

It is also typically associated with a higher rate of pay or financial bonus. 
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Included Activities: 

9.1  What to Know about Starting Work: Critical Details for Your First Day on the Job 

Listening Comprehension: First Day of Work - Worksheet 9.1A 

My Job - Cards 9.1B 

9.2  Work Schedule: Break Times and Clocking In and Out*  

True or False - Signs  9.2C 

Work Schedule - Worksheet 9.2D 

9.3  Go to Work or Call in Sick? Identifying When to Call in Sick* 

Go to Work or Call in Sick - Picture Cards* 9.3E 

9.4  Calling Your Supervisor: Knowing What to Say on the Phone 

  

9.5 U.S. Workplace Tips: Attitudes and Behavior Essential for Success* 

U.S. Workplace Tips - Cards 9.5F 

9.6  Professionalism in the Workplace: How to Show You Can Do a Good Job 

Professionalism in the Workplace - Infographic  9.6G 

Showing Professionalism at Work - Worksheet 9.6H 

9.7  Workplace Situations  

Workplace Etiquette - Situation Cards 9.7I 

9.8  Asking Questions at Work: Clarifying Instructions 

Asking Questions in the Workplace - Situational Stories 9.8J 

9.9      Is it Time? When to Change Jobs 

Changing Jobs - Situation Cards 9.9K 

9.10 5ƻƴΩǘ .ǳǊƴ .ǊƛŘƎŜǎΥ How to Resign Professionally 

Resignation Tips - Cards 9.10L 

9.11  Writing a Resignation Letter   

Resignation Letter - Examples 9.11M 

9.12  Additional Resources 

 

*Indicates activity either works well for a wide range of English levels or that a beginner English level 

extension option is included. Non-asterisked activities are appropriate for participants with intermediate 

to advanced English levels.  
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фΦ м ²Ƙŀǘ ǘƻ Yƴƻǿ ŀōƻǳǘ {ǘŀǊǘƛƴƎ ²ƻǊƪ 
 

Activity Overview 
There are several logistics clients need to know when starting a new job: where to go, how to 

get there, the schedule, to whom to report, etc.  In addition to ongoing cultural adjustments, 

navigating a new transportation system, and using a new language, refugee clients need to 

keep track of all of these details. This activity reviews what information is important and 

provides clients with a tool to keep track of critical details. 

Materials Needed 
¶ Whiteboard and markers 

¶ One copy of Listening Comprehension: First Day of Work Worksheet (9.1A) 

¶ My Job Cards (9.1B) 

¶ Pens or pencils 

¶ Blank paper 

Procedures 
1. Ask participantǎΣ άWhen you get a job, what do you need to know for your first day of 

ǿƻǊƪΚέ {ƻlicit answers and write them on the board. Examples are: 

¶ Where will I go? 

¶ How will I get there? 

¶ What time should I be there? 

¶ Who will I look for? 

¶ What should I wear? 

!ǎƪ ǇŀǊǘƛŎƛǇŀƴǘǎΣ ά²Ƙƻ ǿƛƭƭ ŀƴǎǿŜǊ ǘƘŜǎŜ ǉǳŜǎǘƛƻƴǎΚέ aŀƪŜ ǎǳǊŜ ǇŀǊǘƛŎƛǇŀƴǘǎ 

understand that their boss or employment specialist will give them necessary details for 

their first day at work. ¢Ŝƭƭ ǇŀǊǘƛŎƛǇŀƴǘǎΣ άLǘ Ŏŀƴ ōŜ ŎƘŀƭƭŜƴƎƛƴƎ ǘƻ ǊŜƳŜƳōŜǊ ŀƭƭ ǘƘŜǎŜ 

details. [ŜǘΩǎ ǇǊŀŎǘƛŎŜ ƭƛǎǘŜƴƛƴƎ ŀƴŘ ǿǊƛǘƛƴƎ down important information about going to 

work.έ 

2. Provide paper and pens to participants. Read the story on the Listening Comprehension: 

First Day of Work Worksheet (9.1A) aloud twice. If possible, have a participant read the 

part of the second character. Alternatively, create a voice recording ahead of time with 

two people using a cell phone, and play the recording in class.  

 

3. Check comprehension using these questions: 

¶ ²Ƙŀǘ ƛǎ WǳŀƴΩǎ ƴŜǿ ƧƻōΚ 
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¶ What day and time should he go to work? (Emphasize being early for your first 

day.) 

¶ Where will he go? How will he get there? 

¶ What should he wear? 

¶ ²Ƙŀǘ ƛǎ Ƙƛǎ ƳŀƴŀƎŜǊΩǎ ƴŀƳŜΚ 

¶ What could he ask on the phone if he ŘƻŜǎƴΩǘ ǳƴŘŜǊǎǘŀƴŘΚ 

 

4. Pass out one My Job Card (9.1B) to each participant. Explain that this is one way to keep 

important information with them at all times. Review each of the information fields, 

providing time for participants to complete ǘƘŜ άtŜǊǎƻƴŀƭ LƴŦƻέ ǎŜŎǘƛƻƴΦ [Ŝǘ ǇŀǊǘƛŎƛǇŀƴǘǎ 

know someone at the resettlement agency can help them complete the remaining 

sections when they get a job. Use the blank side to include agency contact information, 

then fold up the papers to show how it can fit in a wallet or purse. 

Remind participants of the need to keep personal information protected. If they choose 

to write their social security number on this form, it is particularly essential that they do 

not lose it or openly share it with others. 

5. Discussion question: 

¶ What are some other ways you can be ready for your first day at work? 

(Examples: get enough sleep, drink plenty of water, have comfortable shoes, 

practice the bus ride, set an alarm, pack a lunch, etc.) 
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[ƛǎǘŜƴƛƴƎ /ƻƳǇǊŜƘŜƴǎƛƻƴΥ  

CƛǊǎǘ 5ŀȅ ƻŦ ²ƻǊƪ 
 

Juan is excited to start his first day of work as a dishwasher. His employment specialist calls him 

to go over the details: 

(Telephone ringing) 

Juan: Hello. 

Amy: Hi Juan, this is your employment specialist, Amy. How are you today? 

Juan: Fine, thank you. How are you? 

Amy: Just fine. Your new manager would like you to come to work this Saturday at 8:30 a.m. for 

your first day of work. You need to wear black pants, black shoes and a white shirt. 

Juan: Okay, I will. Where should I go? 

Amy: You will go to the Marriott Hotel at 1532 Main St., where you interviewed.  Do you know 

how to get there? 

Juan: Yes, you showed me the bus stop. I will take bus 94 from my house. Can you repeat the 

address?  

Amy: 1532 Main St.  

Juan: Okay, 1532 Main St., right? 

Amy: ̧ ŜǎΣ ǘƘŀǘΩǎ ŎƻǊǊŜŎǘΦ Tell the receptionist you are starting a new job and ask for David. 

David is your new manager. 

Juan: Thank you, Amy. 

Amy: ̧ ƻǳΩǊŜ ǿŜƭŎƻƳŜΦ DƻƻŘ ƭǳŎƪ ŀǘ ȅƻǳǊ ŦƛǊǎǘ Řŀȅ ƻŦ ǿƻǊƪΗ .ȅŜΦ 

Juan: Good-bye.  

9.1A 



Section 9: Succeeding in the Workplace 

 

8 
 8 

 

 

  

9.1B 
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фΦн  ²ƻǊƪ {ŎƘŜŘǳƭŜ 
 

Activity Overview 
Participants will learn key terminology and expectations related to work schedules, break times, 

and clocking in and out. 

Meal and rest break requirements vary by state, so check your ǎǘŀǘŜΩǎ ǎǇŜŎƛŦƛŎ ƭŀǿǎ below 

before going through this lesson: 

¶ Meal breaks  

¶ Rest breaks 

Materials Needed 
¶ Whiteboard and markers 

¶ Picture vocabulary cards from the Additional Resources 

section 

¶ True or False Signs (9.2C) 

¶ Work Schedule Worksheets (9.2D) 

Procedures 
1. Introduce/review key vocabulary about time at work using the picture vocabulary cards: 

¶ Work Schedule: days and times you need to be at your job 

¶ Break: Short time of rest at work 

¶ Clock in and out: Recording the time you get to work and the time you leave. 

!ƭǎƻ ŎŀƭƭŜŘ άǇǳƴŎƘƛƴƎέ ƛƴ ŀƴŘ ƻǳǘ 

 

2. Tape up the True or False Signs (9.2C) on either end of a wall or board. Check 

ŎƻƳǇǊŜƘŜƴǎƛƻƴ ƻŦ ǘƘŜǎŜ ǘŜǊƳǎ ǿƛǘƘ ŀ ŎƻǳǇƭŜ ƻŦ ŜȄŀƳǇƭŜǎΣ ƭƛƪŜ ά¢ƻŘŀȅ ƛǎ ¢ǳŜǎŘŀȅ: true 

or false? My name is Joe: ǘǊǳŜ ƻǊ ŦŀƭǎŜΚέ 

 

3. Ask participants to stand up. Explain that in this activity there will be several statements 

ŀōƻǳǘ ǿƻǊƪ ǎŎƘŜŘǳƭŜǎΦ ¢ƘŜȅ ǎƘƻǳƭŘ ǎǘŀƴŘ ǳƴŘŜǊ ǘƘŜ ά¢ǊǳŜέ ǎƛŘŜ ƛŦ ǘƘŜ ǎǘŀǘŜƳŜƴǘ ƛǎ 

ŀŎŎǳǊŀǘŜΣ ƻǊ ǘƘŜ άCŀƭǎŜέ ǎƛŘŜ ƛŦ they do not believe the statement is correct. Give time 

for discussion after each statement. 

 

4. Read and discuss each statement below: 

¶ You can take a rest break at work whenever you need one. (False ς you 

should check with a supervisor before you take your break.) 

http://www.dol.gov/whd/state/meal.htm
http://www.dol.gov/whd/state/rest.htm
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¶ ¸ƻǳ ƴŜŜŘ ǘƻ ǊŜŎƻǊŘ ǘƘŜ ǘƛƳŜ ȅƻǳ ǿƻǊƪ ōȅ άŎƭƻŎƪƛƴƎέ ƻǊ άǇǳƴŎƘƛƴƎέ ƛƴ ǿƘŜƴ 

you arrive and out when you leave work. (True. It is important to do this 

correctly because it is how your time is recorded for your paycheck.) 

¶ You will receive one hour of pay for one hour of work. (True. You are paid 

only for the time that you work.) 

¶ You should not make personal phone calls when you are at work. (True.  

When you are άon the clock,έ you should not make phone calls or send text 

messages to friends or family unless it is an emergency.) 

¶ You are on time for work if you walk in the front door when your shift starts. 

(False. You should be clocked in and at your work station when your shift 

starts. Walking in the door at that time means you are late!) 

¶ If your bus is running ten minutes late, you should call your supervisor. (True. 

You should always call your supervisor if you are running even a few minutes 

ƭŀǘŜΦ YŜŜǇ ȅƻǳǊ ǎǳǇŜǊǾƛǎƻǊΩǎ ƴŀƳŜ ŀƴŘ ǇƘƻƴŜ ƴǳƳōŜǊ ǿƛǘƘ ȅƻǳ ŀǘ ŀƭƭ ǘƛƳŜǎΦύ 

5. Pass out copies of the Work Schedule Worksheet (9.2D). Ask participants to review the 

example schedule. Remind participants of the differences between full time and part 

time, along with regulations that employees can work every day of the week. Review 

ŜŀŎƘ ŜƳǇƭƻȅŜŜΩǎ ǎŎƘŜŘǳƭŜ ŀs a group and answer the questions.  

 

6. Discussion questions:  

¶ Who decides your work schedule? (Remind participants that their work 

schedule might change from day to day or week to week. The manager will 

decide the schedule, and they should always follow it.) 

¶ When will you get a break at work? You will usually get a 10- or 15-minute 

ǊŜǎǘ ōǊŜŀƪ ŀŦǘŜǊ ŀōƻǳǘ ŦƻǳǊ ƘƻǳǊǎ ƻŦ ǿƻǊƪΦ ό/ƘŜŎƪ ȅƻǳǊ ǎǘŀǘŜΩǎ ƛƴŘƛǾƛŘǳŀƭ ƭŀǿǎ 

as mentioned in the activity overview.) 

Extension Options 
¶ Clocking in and out practice: You can practice the habit of clocking in and out by having 

participants sign their names, arrival and departure times from job readiness class each 

day. Not only will it help you keep track of attendance, participants will become 

accustomed to looking at the time to record information related to their schedule.  

¶ Beginner activity: If you have participants who need extra practice with telling time, 

days of the week, or months of the year, there are some free, downloadable activities at 

K5Learning or Education.com. 

http://www.k5learning.com/free-math-worksheets/second-grade-2/telling-time
https://www.education.com/worksheets/time/
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3.1A 

9.2C 
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Read the sample work schedule and answer the questions below. 

 

1. Which employees work part-time? 

_______________________________________________________________________ 

2. Who works on August 1? 

_______________________________________________________________________ 

3. Who works on Tuesday? 

______________________________________________________________________ 

 

4. How many hours will L. Balek work this week? 

_______________________________________________________________________ 

5. Which days will E. Smith work this week? 

_______________________________________________________________________ 

 

What is your class schedule? Fill in the times that you will have class this week. 

Class Schedule for Week of ___________________  

 

My Name Sunday  Monday Tuesday Wednesday Thursday Friday Saturday 

 
 
 

       

9.2D 
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фΦо   Dƻ ǘƻ ²ƻǊƪ ƻǊ /ŀƭƭ ƛƴ {ƛŎƪΚ 
 

Activity Overview 
A common reason for losing a job is an employee not showing up to work without any advance 

notice. Use this activity to reinforce that there are only a few emergency situations where it is 

okay not to go to work, and even in those situations, clients must call their supervisors.  

Materials Needed  
¶ Whiteboard and markers 

¶ Go to Work or Call in Sick Picture Cards from (9.3E)  

Procedures 
1. ²ǊƛǘŜ άDƻ ǘƻ ²ƻǊƪέ ƻƴ ƻƴŜ ǎƛŘŜ ƻŦ ǘƘŜ ōƻŀǊŘ ŀƴŘ ά/ŀƭƭ ƛƴ {ƛŎƪέ ƻƴ ǘƘŜ other side. Briefly 

act out calling in sick by showing a telephone, coughing/being sick, and calling a 

supervisor to say you cannot go to work today.  

 

2. Pass out the Go to Work or Call in Sick Picture Cards (9.3E). Ask participants to look at 

their cards and think about the situation shown. They should decide what the right thing 

is to do: go to work or call in sick.  

 

3. After giving participants a couple of minutes to think about their card, have them take 

turns showing their pictures to the class and sharing whether they would go to work or 

call in sick in that situation. Take time to brainstorm as a group about solutions for 

several of the challenging situations shown (i.e., What can you do if your child is sick? 

²Ƙƻ Ŏŀƴ ƘŜƭǇ ȅƻǳΚ ²ƘŀǘΩǎ ŀƴƻǘƘŜǊ ǿŀȅ ȅƻǳ Ŏŀƴ ƎŜǘ ǘƻ ǿƻǊƪ ƛŦ ȅƻǳǊ ŎŀǊ ǿƻƴΩǘ ǎǘŀǊǘΚύ 

 

4. wŜƳƛƴŘ ǇŀǊǘƛŎƛǇŀƴǘǎ ǘƘŀǘ ǘƘŜȅ ǎƘƻǳƭŘ ŀƭǿŀȅǎ ƘŀǾŜ ǘƘŜƛǊ ǎǳǇŜǊǾƛǎƻǊΩǎ ƴŀƳŜ ŀƴŘ ǇƘƻƴŜ 

number with them in case of an emergency. Let them know they must call their 

supervisor every day they are out sick (calling one time is not enough). 

  

5. Discussion question:  

¶ ²ƛƭƭ ȅƻǳ ƎŜǘ ǇŀƛŘ ƛŦ ȅƻǳ ŘƻƴΩǘ Ǝƻ ǘƻ ǿƻǊƪΚ 

¶ ²Ƙŀǘ ŀǊŜ ǎƻƳŜ ƻǘƘŜǊ ǘƘƛƴƎǎ ǘƘŀǘ ƳƛƎƘǘ ƘŀǇǇŜƴ ƛŦ ȅƻǳ ŘƻƴΩǘ Ǝƻ ǘƻ ǿƻǊƪΚ 

Extension Options 

¶ Calling in sick practice: Set the expectation for participants that they should call if they 

will be late or absent from a job readiness class and hold them accountable to this 

standard. Publicly commend students who call in for appropriate reasons. 
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9.3E 


