Work Ethics

What is your employer looking for?
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Work Ethics

¢ Ethics Is a collection of values and
behaviors which people feel are moral.

¢l n other words, net
. = give to our values or good behavior.
¢ Positive work ethic 1s the collection of all

the values and actions that people feel
are appropriate in the work place.




WORK ETHICS
PERFORMANCE STANDARDS

— + To be successful in a career you must
- possess both strong occupational skills
and good work ethics.

The following are ten areas of work

ethic traits and performance standards
you will be presented and expected to
exhibit in classrooms and the
workplace:




WORK ETHICS
PERFORMANCE STANDARDS

= 1 Attendance
S Attend 90% or more of the required class time

Be tardy for class no more than eight times
during a six weeks

Notify instructor before planned absences or
tardiness

Be prepared for class by reading assignments
and completing homework

Participate in activities by contributing to class
discussion, completing assignments, and being
Involved in lab activities

Begin and end work as expected
Use work time appropriately
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________________

Attendance

.+ GOOD ATTENDANCE IS EXPECTED

¢ IT IS THE CORNER-STONE OF
.~ ADVANCEMENT




WORK ETHICS
PERFORMANCE STANDARDS

2. Character

Display a high level of effort and
commitment to performing and
completing work

Be honest in all situations

Demonstrate trustworthiness and
responsible behavior

Displays loyalty, dependability, reliability,
Initiative, and self-discipline




LOYALTY

¢ In return for salary and benefits, the firm expects
loyalty.
¢ With loyalty comes a sense of pride.

¢ All employees are goodwill ambassadors and
salespeople for their company.

¢eEmpl oyees must keep con

¢ The more the company succeeds the more you
will succeed.

¢ If you can not feel faithfulness and allegiance to
your company, you should seek a job eleswhere.




HONESTY

¢ Honesty Is
valuable

¢ Employees
account for 30%
o f al | NS




HONESTY

¢ Being honest is more than
just not t alki

¢ In an 8 hour day --- how
much time should be spent
on task?

¢ Using the company
telephone for personal
calls, checking email, or
texting is actually stealing
from the company!!!




HONESTY

¢ Never lie on your:
I Application
I Time sheet
I Expense statements

¢ Never cheat a:
I Customer

I Assoclate
I Employer




TRUSTWORTHINESS

¢ Higher trust = higher pay!!
I Closing or opening the office
I Supervising others
I Handing cash

¢ Complete atask i earn some
trust

¢ Dependability & reliability =
trustworthiness.

¢ Employers quickly see who can
handle responsibllity.




INITIATIVE

¢ When employees have initiative, they
are willing to see that work gets done.

¢ People with initiative are:
I Motivated
I Enthusiastic
I Industrious
I Hard working

¢ People with initiative see a job that
needs to be done and do It!

eBeyond the ncall o f
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SELF-DISCIPLINE &
SELF-RESPONSIBILITY

¢ Self-discipline Is a part of
accepting responsibility

¢ Self-discipline requires the
handling of emotions

¢ The hard part is making the
best choice among the
alternatives
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WORK ETHICS
PERFORMANCE STANDARDS

3. Teamwork

Encourage and facilitate cooperation, pride, trust,
and group identity

Foster commitment and team spirit
Facilitate cooperation

Respects the rights of others

Respects confidentiality

Is a team worker

|s cooperative

|s assertive

Displays a customer service attitude

Seeks opportunities for continuous learning
Demonstrates mannerly behavior




WORK ETHICS
PERFORMANCE STANDARDS

4. Appearance
I Present a neat, clean appearance
Practice personal hygiene

Wear clothing suitable to the job, task
and environment

Uses appropriate verbal and written
etiquette
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Who would you hire?










