Write these words in the story:  

job 
  arrive         polite      respectful          work         employees       early         supervisor      people    around
 ask 
 need
  don’t     too
     much      phone
  family      never
  co-workers

Starting a New Job
It is important to make a good impression when you start a new ____________. Here are some tips: 
1. ______________ in the right clothes. Find out if your new job has a dress code. If so, be
sure to follow it. 
2. Always be ________________ and ____________________ to everyone you meet. 
3. Get to ____________ on time. Employer's like it when ______________________ come to 
work on time. Make sure you arrive on time or ________________.
4. Pay attention to introductions. Your _______________ may introduce you to co-workers.
These ________________________ will be important to you. They will answer your questions 
when the boss is not ____________________. 
5. __________ plenty of questions. You will be told what you _______________ to do for 
your job. Ask questions if you ________________ understand. Ask questions if you 

_______________ know what to do next.
6. Do not take __________ long for lunch. Find out how _______________ time you have for 
lunch. Always be back from lunch on time.
7. Do not make personal ______________________ calls. Never make personal calls to 
friends and _________________ unless it is an emergency. 
8.  _________________ be the first one to leave. Watch your co-workers. Leave with 
________________ or leave after them.
