Competency #10

On-the-Job SMARTS

EMPLOYER EVALUATION

Employers evaluation of their employees is really on-going. Although more formal periodic evaluations occur, the day to day performance and attitude of a worker is what really makes or breaks a job.  

Below are a list of worker traits.  Underline the ones you think are most important to an employer. 

· Having a good attendance record

· Calling your boss when you are going to be late

· Getting your work done on time

· Following instructions 

· Having a positive attitude

· Accepting directions and suggestions for ways to improve your job performance

· Getting along with co-workers

· Doing everything right

· Being clean and neat in appearance

· Think of other tasks to do when job is slow

· Working as quickly as possible

· Following safety rules

· Keep work area neat and clue

· Being cheerful and polite

· Taking good care of equipment or tools

Define the following in your own words:

Attendance: _____________________________________________________________ 

________________________________________________________________________

Cooperation: ____________________________________________________________

Hygiene: _______________________________________________________________ 

Initiative: _______________________________________________________________

Problem Solving:  ________________________________________________________

________________________________________________________________________

What Does An Employer Want? Being successful on your job means much more than just doing your job.  Look over the following statements, circle true or false.

 1.   Arriving on time for work is important,


True

False

 2.   You need to call if you will be late.



True

False



 3.   Always wait to be told what to do.



True

False

 4.   Being neat and clean is important.



True

False

 5.   You should ask for help when you need it. 


True

False

 6.   Safety rules are merely suggestions and don’t

       need to be followed.





True

False


 7.   You need to follow the supervisor’s directions.

True

False

 8.   It is best to try and get along with coworkers.

True

False

 9.   You need to try and get your job done quickly.

True 

False


10.  Missing a lot of work always means losing your job  
True

False




Sometimes it is easy to spot poor worker traits in another person.  Read the following comments and decided if it is:

U = Unacceptable behavior in the workplace

E = Exemplary behavior in the workplace

Communication

	“Good morning Mrs. Smith. How was your weekend?”
	 U
	E

	“*@#^  copier! I’ll just start kicking it and then someone will help me!”
	 U
	E

	Mr. Blue, I am so sorry to interrupt, but the copier is jammed and I was hoping you could take a look at it when you get a chance.
	 U
	E

	Reasoning and Problem Solving
	
	

	“I don’t have a clue how they want me to set-up this display and I HATE using that ladder. Oh well. I only have an hour left. I’ll just kind of hang out and look busy. Someone else can do the display later.”
	 U
	E

	“Oh. There’s that training manual for the new cash register. I really don’t like trying to follow written directions. Jamie’s a computer geek – I’ll just keep asking him for help till I eventually get it.”
	 U
	E

	“It is sooooo nice out today.  I think I’ll hang out at North Beach instead of going to work..  I’ll just call in sick. They won’t no the difference. And besides I haven’t missed a day of work in almost two weeks! 
	 U
	E

	“I better set my alarm and get up a half hour earlier tomorrow.  The forecast calls for snow late tonight. I’m sure the roads won’t be the greatest and traffic will be

backed up.  I cannot be late for work!”
	 U
	E

	“(ring, ring) Hi Mr. Florsheim.  This is Mary Smith.  There was an accident on the interstate and I’ve been sitting in traffic for fifteen minutes.  I just wanted to let you know that I will be at the store as soon as I can..
	 U
	E

	“Oh darn it! I am so hungry and I don’t have any change for the vending machine. Joyce has a box of  whoopee pies in the breakroom. She won’t care if I eat a couple of them!
	 U
	E

	“Mrs. Allen, I finished all the jobs on the list you gave me. I swept the warehouse floor, restocked the pet food section, and sorted the flower bulbs.  Is there anything else you would like me to do before I go.


	 U
	E

	“Barb is busy with another customer in the dressing room.There is someone waiting at the counter to be helped.  I should probably go over there and wait on her, but I’m only part-time and don’t know much about the store anyway.
	 U
	E

	“Marcia, I can’t talk right now.  I’m  at work. I’ll call you when I get home.  We can make plans for tonight then.
	 U
	E

	“Good job, Tom.  I just checked the tables you set-up for the banquet.  Everything looked great and you did it in no time at all. I am so glad I hired you.!”
	 U


	E


