How to survive your first |
day in a new office 1 READING

Everybody nervous on their first day at job, but . "
mme%n*mm;"guum... o a Imagine that somebody you know is

P starting a new office job tomorrow. Think
' of two important tips you could give him
or her to make the first day go well.

b Now read the article. Are your tips there?

¥ _ : d Which tip do you think is the most
Wake up early, have breakfast, wash, and get dressed, Wear important? Do you think any of the tips
smart work clofhes. but not too smart. Check the weather

s i okt iy could also be useful for the first day in a
driving, check traffic reports fo see # there are any problems. new class or on a course?

- TOP TIP: ' 5

Plan to arrive at least ten minutes early, but not more than 20

- you don't want to look too enthusiastic. Say hello to people,
smlle und use thns hme ’ro ask ques’rlcns

TOPTIP:2 ___ lfyou oun’i admit it and say ‘Sarnr. I‘
furgoﬂen your nurna

Offer to mul:e coffee or Io brtng \.mlar for your cnl!aagues

TOPTIP:*  Ifit's very bad, people will always remambor
it. If it's very good they’ll always ask you to make it.

Don't be the first person to ask about lunch. Wait to see what
everybody else does. |

TOP TIP‘ A

Be prepared to have problems. Many bosses give newempbyees
some difficult work on their first day fo see how they manage.

If you go 'rc: c: n*reehng Insten keep quiei nnd tcke noies

TOP TIP: ¢ You don"i wani fo annoy oﬂwr peopla on dav
one.

Don't think that staying late will impress your boss. t won't, at |
least not on your first day. Go home. |

TOPTIP: 7 If you made any mistakes, make sure you
don’t make them again tomormow.

Adapted from a website
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