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ADVANCING YOUR CAREER 
 

The turtle only makes progress when it sticks its neck out. 

- DON MUNRO 

 
This will give you good work skills, an understanding of the industry and a good reference 
when you are applying for the next position in your career path. 
 

How can I do my job well? 
Your new work environment may be quite different to your previous work environment and 
it is important that you don’t expect that processes and protocol will be the same. 
Stand back, observe, be flexible and take in as much as you can and you will soon find yourself 
fitting in comfortably. 
  
Your first day is your opportunity to make a great impression. It is hard for people to get to 
know you in such a small amount of time, however, the way you present and carry yourself 
on the first day will make a big impression. 
 

How will I stand out? 
• A positive attitude is a great start. 

• Be consistently punctual and keep absences to a minimum. 

• Where an absence is unavoidable make sure you clearly communicate this to your 
supervisor and / or obtain their permission. 

• Your ability to get along well with staff. 

• Show enthusiasm and interest and keep asking questions.  

• Your initiative and suggestions for improvements once you have assessed the existing 
processes and have gained the credibility for knowing what you are talking about. 

• Learning as much as you can about your present job. 

• Be sincere and don’t grovel. 

• Taking on extra duties and responsibilities when you see opportunities for 
advancement. 

• Don’t make or receive personal phone calls until you have cleared this with your 
supervisor and they are aware of your hard work. You should keep personal calls to a 
minimum and ensure the length of the call is under 3 minutes unless it is an 
emergency. 

• Be prepared to stay back after work if necessary. 

• Try and find ways to get along with everyone, most importantly your team members 
and supervisor / manager. 

• Be a team player. 

• Don’t become involved with gossip, stay professional and neutral. 

• If you smoke enquire about smoking arrangements in your workplace. 



CHOOSE GET KEEP ADVANCE –  

  
 CoAct: #### Effective: 15 April 2020 
 Page 2 of 2 

• Find out where to keep your lunch and personal belongings. 

• Initially, your opinions in the workplace may not be considered. It takes time to earn 
respect of employers and workmates, but once earned, you may then be given more 
responsibility.  

• How do I Advance in the Job 

• Do your very best in your present job. Do a little more than is expected of you and do 
it cheerfully. Be helpful to co-workers. 

• Be nice to everybody. The most frequent reason for failure to advance on the job is 
inability to get along with people. 

• Don’t let your emotions rule your work life. Before quarrelling with a supervisor or a 
fellow worker, ask yourself whether it is really to your advantage in the long run. Leave 
your personal problems at home. Be businesslike and keep out of controversy. 

• Learn everything you can about your present job, the job you want to advance to and 
the company in general. Volunteer for extra duties. Take a course/workshop that 
would help you do your present job better and/or advance into the next job. 

• Let your supervisor/manager know that you are interested in advancement. When you 
know there is going to be a vacancy for which you are qualified, ask to be considered 
for it. You don’t want to appear unsatisfied in your current job, but on the other hand 
if no one knows you are interested, you won’t be offered the job. 

• It is almost inconceivable that any job should be a dead end job for the right person. 
The process worker may become the supervisor, the dishwasher may eventually own 
their own restaurant and the porter may become a general manager of a hotel. At the 
very least, a good work record in any job helps establish your future reference and 
improves your resume. 

• When you accept a position, do it with the idea of giving it a fair chance. Stay with it 
for at least a year. During that time, you will have time to learn the job, sell yourself 
to the people in charge and establish a good work reference for the future. 

• Don’t lose sight of the big picture. There will always be days when you have doubts 
about what you are doing and feel unhappy. The important thing to remember here 
is that the worst decisions are made when you are feeling unhappy or having a bad 
day. 


