CAPP11 – Career Planning10

 – Keeping a Job
Keeping a Job

Once you have found a job, the next step is to keep it and hopefully advance either in position, pay or both.  Aside from your required job duties, employers look for certain employee characteristics that make some stand out from others.  Fill out the following charts to see how you rate on the Employee Characteristic Scale.

Employee Characteristics Scale

Characteristics
I now have these characteristics
I could still develop these characteristics if given the opportunity.
There is no way I could ever develop these characteristics because I am stubborn and I lack self-confidence.

Strong self-discipline (I can control my natural urges to tell the boss he’s wacked, or I can control my natural urges to sleep in because I know I have to be to work on time)




Communication Skills (I have an easy time understanding instructions and an easy time communicating my or my customer’s questions)




Ability to be tactful when dealing with others (I can control my myself when dealing with customers that are totally out to lunch or wacked)




Loyalty to a company (I can be a part of the company “team” knowing that the better the company does, the more secure my job is and the greater potential for a possible raise)




Willingness to work extra hours when needed (I realize that sometimes a job takes longer than 8 hours and that I would be happy to earn time and half every now and then)




Understanding of the problems of others (I can be helpful in a crisis)




Self-confidence (I am aware of my abilities and am eager to add to my skills)




Ability to learn quickly (I can pay attention to instructions and do not have to be told six or seven times how to do something.




Ability to learn on your own (I can be counted on to work and learn by myself)




Ability to teach others (I can help others who are less skilled as I am)




Ability to concentrate on a task for a long time (I realize that some job require my full attention and I can focus on what is needed to be done)




Problem-solving skills (I can offer suggestions to problems or can be counted on to figure out a problem for myself, without having to ask for help or permission every step of the way)












5 marks for completion

