Starting a
New Job

Topic.Ninja

Explore the company's website, mission, values, and culture.

Research the Company

Familiarize yourself with key products, services, and industry trends.

Prepare Before Day One Understand your job description, duties, and expectations.
Review Job Responsibilities

Identify any skills or knowledge areas you may need to brush up on.

Choose appropriate attire based on company culture and dress code.

Dress Professionally

Aim to present a professional and polished appearance.

Make a Positive Impression Arrive at the workplace early on your first day to allow time for settling in.
Arrive Early and Prepared

Bring necessary documents, identification, and any materials provided by the company.

Take initiative to introduce yourself to colleagues, supervisors, and team members.
Introduce Yourself
Show enthusiasm, friendliness, and a willingness to collaborate.

Build Relationships and Networks Participate actively in orientation programs, training sessions, and team meetings.
Attend Orientation and Training Sessions
Ask questions, seek clarification, and engage in learning opportunities.

Read and understand the company's policies, procedures, and code of conduct.
Review Employee Handbook
Familiarize yourself with HR policies, benefits, leave procedures, and workplace protocols.

Understand Company Policies and Procedures If unsure about any policies or procedures, don't hesitate to seek clarification from HR or supervisors.

Seek Clarification
Understand expectations regarding work hours, breaks, communication channels, and reporting.

Shadow experienced colleagues to observe workflows, processes, and best practices.

Shadow Colleagues

Learn from their expertise and ask for guidance on tasks and projects.

Learn and Adapt to Job Responsibilities Proactively seek opportunities to contribute and take on new responsibilities.
Take Initiative

Demonstrate initiative, creativity, and a willingness to learn and adapt.

Seek feedback from supervisors, colleagues, and mentors on your performance.

Request Feedback

Use feedback to identify areas of improvement and set development goals.

Seek Feedback and Performance Evaluation Prepare for performance evaluations by documenting achievements, challenges, and growth areas.

Prepare for Performance Reviews

Use performance reviews as opportunities for constructive dialogue and goal setting.

Prioritize tasks, set realistic deadlines, and manage time efficiently.

Manage Workload Effectively

Avoid overcommitting and communicate proactively about workload and deadlines.

Establish Work-Life Balance and Well-being Maintain a healthy work-life balance by setting boundaries and scheduling time for relaxation and hobbies.
Practice Self-Care

Prioritize physical health, mental well-being, and stress management strategies.
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