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Three Steps to Great  
On-the-Job Performance
By building your workplace skills, YOU CAN do your job better, learn 
skills that will last a lifetime, and have more fun at work. Improve 

your workplace skills in three easy steps: 

Learn how to do your job. 

>) Ask for training. 

>) If you don’t know how to do something, ask for help. 

>)Be accountable for your responsibilities. 

>) Ask for feedback. 

>) Learn from your mistakes. 

Act with professionalism. 

>) Act with maturity, self-discipline, and honesty. 

>) Be on time and dependable.

>) Develop your verbal and written communication skills. 

>) Treat customers courteously. 

>) Dress appropriately. 

Be a team player. 

>) Be open to others’ opinions and feelings, even if they are different from yours. 

>) Maintain a positive attitude.

>) Celebrate everyone’s successes. 

>) Offer to help your co-workers. Be willing to pitch in when necessary. 

>) Look for ways to make team members feel needed and useful. 
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