
Workplace Etiquette 
 

Once you land your job, whether it’s temporary, permanent, seasonal, part-
time, full-time, if your volunteering or taking part in paid or unpaid internships 
there are certain things you must do in order to maintain and be successful in 

that position. 
 

In most cases, the employees who are dedicated, ethical, and professional are 
always given preference over others. Building a network of professional, 
caring adults is important because they can be utilized as references to 

potential employers, and they can also guide you in your career.  That is why it 
is very important to “treat others as you would like to be treated” in the 

workplace. 
 

When starting a new position the first things employer notice are your job 
habits. Before they can asses your actual job skills, they will see how you fit 

into the organization. Below you will find a list of ways you can maintain your 
job. 

BE ON TIME 
Use an alarm clock or set the alarm on your phone. 
Plan reliable transportation. 
Try to arrive 10-15 minutes early.  
Prepare your clothes, food, etc. for the night before.  
Try to get at least 8 hours of sleep at night. 

 
 

Follow company rules and safety rules  
Make sure you know how/ where to document hours (time-sheet, 
punch clock, etc.) so that you get paid properly and on time.  
Take time off only when really needed.  
If you are going to be late or cannot make it to work, call your 
supervisor as soon as possible to let them know.  

 
Do your job well 

Have a positive attitude. 
Be open to feedback from supervisor.  
Learn from others 
Be Dedicated, motivated and committed to your job. 
 
 

 
Wear appropriate clothing 

Follow the same rules as for a job interview. 
If a uniform is required, make sure it is clean and put together the 
proper way. 
Make sure you are groomed. 
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Cooperation 

As an employee you should be a good team player. Meaning you 
should have excellent interpersonal and teamwork skills. 
You should refrain from creating or influencing any kind of 
negativity in the workplace. 
Be a team player. Always help your team achieve targets by giving     
and taking suggestions for help. 

 
 
Don’t use drugs or alcohol 

 
Need we say more? 
 
 
 
 

 
 

Get along with your supervisor 
Ask questions if you don’t understand something. 
Offer to help/ volunteer to take on tasks. 
Be honest! 
 
 
 

 
Keep professional and personal lives separate 

Avoid gossiping. 
Don’t make/take personal calls. 
Don’t text or use social networking sites to comment about work 
or the people you work with. 
 
 
 

 
 
 

Follow the Six Pillars of Ethical Characteristics  
when you are at the workplace. 
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