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Section9: Succeeding in the
Workplace

While most ofthe first section®f the job readiness curriculufocusextensively on thekills it

takes to find a jobthis sectioncoverswhat clientsneedto expect once they start working his

section covers practical deta#isdzOK | & (Y 26AYy 3 &2 dzNJ adzLJSNIIA &4 2 ND
U.S. workplaceulture andetiquette, and tips for orthe-job success that will benefit clients

entering anyfield. First jobs in the L& give clients their first L& professional reference for
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Sectim 9: Succeeding in the Workplace

their resumesand are an important building blodé&r their carees. This sectioralsofocuses 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 anoth&eld of work, for a higher salary, dor better benefits. A

OKIy3aS Ay 2206 Aa I aiSHhgislar apporlnity for@mpldy@eiti Qa O NB
programsto reengage clients. This sectialsoexplores factors to consider whetients are

thinking about changing jokendthe importarce of following proper procedures whéeaving

a job Following these steps will positiatients on their way to a long and healthy career here

in the U.S.

Learning Objectives
After completing the activities iBectior®: Succeeding in the Workplagerticipants 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 schedelated terminology.

Model at least fiveattitudes or behaviors essential to success in a U.S. workplace.
Give specific examples of professionalisnthe workplace.

Consider good and bad reasons to change.jobs

Demonstrate a professional attitude and behavior when leaving a job
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Identify the pupose of a resignation letter

Key Vocabulary
1 Work Shedule:days and times you need to be at your
job
1 Break Short break/rest at work
1 Clock in andbut: Recording the time you get to work
FYR GKS GAYS @&2dz Sl @So
out

1 ProfessionalismBehavior of a person who can do a C,OCk in and out
good joband make appropriate workplace choices

1 ResignTo choose to leave a job
1 ¢g2 2SS afornbing anfeddoyer of a job resignation two weeks before the
last day of work; this is the standaraneframe in the U.S.
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Resignation Letternote written by an employee informing the employer of his or her
last day of work

Promotion: advancement of an employee within a companya positionwhich might
entail newjob tasks. A job promotion may be the rdtsof an employee's proactive
pursuit of a higher rankingositionor as a reward by employers for good performance.
It is alsatypicallyassociated with a higher rate of pay or financial banus
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Included Activities:

9.1 | What to Know about Starting WorkCritical Details for Your Frst Day on theJob
Listening Comehension: First Day of WorkWVorksheet 9.1A
My Job- Cards 9.1B

9.2 | Work ScheduleBreak Times an@@ockingln and Out*

True or FalseSigns 9.2C

Work ScheduleWorksheet 9.2D
9.3 Go to Work or Call in Sick@entifying When to Gall in Sck*

Go to Work or Call in SieRicture Cards* | 9.3E

94 CallingYour SupervisorKnowingWhat to Say on thePhone

9.5 U.S. Workplace Tipgttitudes andBehavior Essential forSuccess*
U.SWorkplace TipsCards | 9.5F

9.6 Professionalism in the Workplacéiow to Show You Can Do aGood Job

Professionalism in the Workplaemfographic 9.6G
Showing Professionalism at We/orksheet 9.6H

9.7 WorkplaceSituations

Workplace Etiquette SituationCards | 9.7l
9.8 Asking Questions at WorlClarifyinglnstructions

Asking Questions in the Workplac8ituational Stories | 9.8J
9.9 Is it TimeWhen to Change Jobs

Changing JobsSituation Cards | 9.9K
910 |52y Qi . dzNdgw to RedigR Br&fessionally

Resignation Tip- Cards | 9.10L

9.11 Writing a Resignation Letter
Resignation LetterExamples | 9.11M

9.12 Additional Resources

*Indicates activity either works well for a wide range of English levels or that a bedingésh level
extension option is included. Neasterisked activities are appropriate for participants with intermediate
to advanced English levels.



Sectim 9: Succeeding in the Workplace

ActivityOverview

There are severdbgisticsclients need tcknowwhen starting a new job: where to gbow to
get there the scheduleto whom toreport, etc. In addition to ongoing cultural adjustments,
navigating a new transportation system, and usingea language, refugee clients need to
keep track of all of thesdetails.This activity reviews what information is important and
provides clients with a todb keeptrack of critical details.

MaterialsNeeded

Whiteboard and markers

One copy ot.istening Comprehension: First Day of Wiidrksheet(9.1A)
My JobCards(9.1B)

Pens or pencils

1 Blank paper

= =4 4 A

Procedures
1. Ask participarda 3Vheén you get a job, hat do you need to knovfor your first day of
¢ 2 NJ Kcit anfwidrs and write them on the board. Examples are:
1 Wherewill | go?
Howwill | get there?
What timeshould Ibe there&?
Who will I look for?
What should | wear?

= =4 -4 A
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understand that theiboss or employment specialist will githeem necessargetails for
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2. Provide paper an@ens to participants. Read thlstory on theListening @mprehension:
First Dayof WorkWorksheet(9.1A)aloudtwice. If possible, Bvea participantread the
part of the seconatharacter Alternatively,createa voice recording ahead of time with
two peopleusinga cell phoneand play the recording in class.

3. Check comprehensiamsingthese questions:
T 2KFG Aa WdzyQa ySg 220K
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What day and time should he go to worfE&mphasize being early for your first
day)

Where will he go? How will he get there?

What should he wear?

2 KI0 Ad KA&a YIFylFr3asSNRa yl YSK

What could he ask on the phoneifRe2 Say Qi dzy RSNRE G| Y RK

4. Pass out ondy JobCard (9.1B)to each participant. Explain that this is one way to keep
important information with them at allimes. Revieweach of the information fields,
providing time for participants tcompleel KS &t SN2 yalSOUAZ Yy @ [ S
know someone at theesettlementagency can help them complete the remaining
sections when they get a johlse the blank side to include agency contact information
then fold up the papers to show how it can fit in a walleparse.

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 itor openly share it with others.

5. Discussion question:

T

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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Juan is excited to start his first day of work as a dishwasher. His employment specialist calls
to go over the details:

(Telephoneinging)

Juan:Hello.

Amy: Hi Juan, this igour employment specialist, Amy. How are you today?
Juan:Fine, thank gu. How are you?

Amy:Just fine. Your new manager would like you to come to work this Saturday at 8:30 a.m.
your first day of work. You need to wear black pants, black shoes and a white shirt.

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

Amy:You will go tahe Marriott Hotel at 1532 Main St., where you interviewed. Do you know
how to get there?

Juan:Yes, you showed me the bus stop. | will take bus 94 from my h@aseyou repeat the
address?

Amy. 1532 Main St.
Juan:Okay, 1532 Main St., right?

Amy:, Sa 3 K I TelDibe re0eptiNSS yOulate starting a new job ask forDavid.
David is your new manager.

Juan:Thank you, Amy.

Amy:, 2dzOQNB 6St O2YSd D22R fdz01 Fd @2dz2NJ FANRU

Juan:Goodbye.
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Personal Info

First Name:

Middle Name:

Last Name:

Social Security #: - -
Street:
City: State: _______
Zip Code:

Phone number: ( )

Emergency contact name:

Emergency contact phone number:

)

My Job

Company Name:

Supervisor’s Name:

Street:

City: Zip Code:

Phone number: ( )

Transportation:

Job title:

Dresscode:

Start date: Hours per week:

Call-in procedure when sick:

Salary/Pay rate:

9.1B

Personal Info

First Name:

Middle Name:

Last Name:

Social Security #: - -
Street:
City: State: ____
Zip Code:

Phone number: ( )

Emergency contact name:

Emergency contact phone number:

)

My Job

Company Name:

Supervisor’s Name:

Street:

City: Zip Code:

Phone number: ( )

Transportation:

Job title:

Dresscode:

Start date: Hours per week:

Call-in procedure when sick:

Date of first check:

Frequency of pay:

Benefits:

Salary/Pay rate:
Date of first check:
Frequency of pay:

Benefits:
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ActivityOverview

Participants willearn key terminology and expectations related to work schedules, break times,
and clocking in and out

Meal and rest break requirements vary by state, soclyeckd G 4§ SQa Hdld@OA FAO f | ¢
before going through thikesson:

1 Mealbreaks
 Restbreaks

MaterialsNeeded
1 Whiteboard and markers
1 Picture vocabulary cards from thedditional Resources
section
1 True or FaeSgns(9.20
1 Work Schedul&/orksheets 9.2D)

Procedures
1. Introduce/review key vocabulary about time at warking the picture vocabulary cards
1 Work Shedule:days and times you need to be at your job
1 Break Short time of rest at work

1 Clock in andbut: Recording the time you get to work and the time you leave.
lfaz2 OlFffSR allzyOKAyYy3I¢ Ay | yR 2dzi

2. Tape up theTrueor Falsedgns(9.2C)on either end of a wall or board. Check
O2YLINBEKSyaAz2y 2F (GKSaS GSN¥a ogAlGK:trhe O2dzLX S
or false? My name is Joé NHzS 2 NJ FI f a SK¢§

3. Ask participants to stand uxplain that in this activity there will lsveral statements
Fo2dzi 62N)] aOKSRdzZ Sad ¢KSe aKz2dz R adl yR dzy
 OO0dzNY G S3 2 NJtheKddnotbeélieve theSstaterdeht IS Sorrdcff Give time
for discussion after each statement.

4. Read and discuss each statement below:

1 You can take eestbreak at work whenever yaweed one (False; you
should check with a supervisor before you take yiogak.)


http://www.dol.gov/whd/state/meal.htm
http://www.dol.gov/whd/state/rest.htm
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you arrive and out when you leave wofKrue It is important to do this
correctly because it is how your time is recorded for your paycheck.)

1 You will receive one hour ofy#or one hour of work(True You are paid
only for the time that you work.)

1 You should not make personal phone calls when you are at {ote
When you areion the clocks you should not make phone calls or send text
messages to friends or family esk it is an emergency.)

1 You are onime 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 timmmeansyou arelate!)

1 If your bus is runninten minutes late, you should call your supervigérue
You should always call your supervisor if you are running even a few minutes
fraSed YSSL) 282dzNJ 4dzZLISNIBAaA2NRA yIYS |yR

5. Pass outopies ofthe Work Schedul&/orksheet(9.2D) Ask participants to review the
example scheduleRemind participants of the differences between full time and part
time, along with regulations that employees can work every day of the week. Review
SI OK SYLJX 228 $48 gréumad@fcBeRr thef gGestions.

6. Discussion questions:

1 Who decides your work schedul@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 folloyv it.

1 When will you get a break at work? You will usually get-aofl@5minute
NBad OoNBIF{1 FFOSNI I o2dzi F2dzNJ K2dzNE 2F ¢
as mentioned in thectivity overview.)

ExtensiorOptions

1 Clockingn 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 aht time to record information related to their schedule.

1 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
K5Learningr Education.com

10


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

9.2C

eding in the Workplace

Sectiom 9: Succe
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Read the sample work schedule and answer the questetmsny.

Restaurant Schedule for Week of August 1 -7

Sunday Monday Tuesday Wednesday Thursday Saturday
Employee
8/1 8/2 8/3 8/4 8/5 8/7

Balek, L. 8am.—-4p.m. 10a.m.—-6p.m. Wm0 e 8a.m.—4p.m.
pm a.m.

Mu, M. 10a.m.-6 iGiaum, =& p.m, 10a.m.-6 10a.m.-6
p.m. p-m. p.m.

Smith, E. 8a.m.—4 p.m. 8a.m.—4 p.m. HRm 2

a.m.

1.  Which employees work pattme?

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.

My Name Sunday Monday Tuesday Wednesday Thursday Friday Saturday

Class Schedule for Week of

12
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ActivityOverview

A common reasofor losing a jobs an employeenot showngup 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 @ to work, and even in those situations, cliemsistcall their supervisors.

MaterialsNeeded

1 Whiteboard and markers
1 Go to Work or Call in SiBlcture Cardsfrom (9.35

Procedures

. 2NARGS aD2 G2 22N)J ¢ 2y 2y S &aA Pberside. BieyS 0 2 | N.

act out calling in sick by showing a telephone, coughing/being sick, amjcall
supervisor to say you canhgo to work today.

. Pass out th&o to Work or Call in SiBlcture 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.

. After giving participants a couple of minutes to think about their ¢cdravethem take

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

call in sick in that situatiorake time to brainstorm as a group about solutions for

several of the challenging situations shown (Mghat can you do if your child is sick?

2 K2 OFly KSfLl e¢2dzK 2 KHS@QAG2 y@22AKISNA B &2 édz)d0 10

. WSYAYR LINIAOALI yGa GKFEG GKSeé akKz2dzZ R |fgl @

number with them in case of an emergentgt them know they must call their
supervisorevery daythey are out sick (calling one tinie not enough).

. Discussion question:

T 2Aff @2dz 3SG LI AR AF @2dz R2y Qi 32 G2 o2
f 2KFEG NP a2YS 20KSNJ GKAy3Ia GKFG YAIKEG K

ExtensiorOptions

9 Calling insick practice St the expectation for participants that they should dathey

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.

13
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