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Congratulations! You’ve 
landed your first real job after 
school, no small feat in the 
current economy. Now it’s time 
to apply what you’ve learned 
in the classroom and put it to 
good use in the working world.

But this is the big leagues 
now. Every day, your skills will 
be put to the test, and super-
visors and other employees 
will rely on you. Don’t let that 
scare you, though. Follow 
these lessons and you’ll have 
an easy time climbing the cor-
porate ladder.

Lesson #1: Prepare to pay 
your dues. Yes, that means you 
may have to go on the occasion-
al coffee run, send out a mass 
mailing or file till your fingers 
bleed. Don’t worry -- everyone 
has to do it. Seize menial tasks 
as an opportunity to learn 
what goes on behind the scenes 
or bond with another “new-
bie.”

Lesson #2: Listen and absorb. 
See how the company does its 
job. Figure out the chain of  
command and 
what it takes 
to get things 
done.

Lesson #3:
Dress for the 
job you want, 
not for the job 
you have. In 
college, 
you 
can
roll 
out
of  
bed
and
head
to class 
in your 
pajamas, 
but that 

isn’t quite the best wardrobe 
strategy in the workplace. Not 
sure what to wear? Stick with 
conservative and classic pieces 
in solid colors. You can also 
use your boss as a model of  
how you should dress.

Lesson #4: Avoid office poli-
tics. It’s guaranteed that the 
office gossip will tell you who’s 
dating whom, or you might 
hear a few choice words about 
your boss -- even on your first 
day. Sure, it’s fine to store 
such information in the back 
of  your head so you can learn 
about coworkers’ personalities, 
office dynamics, and who’s in a 
bad mood, but don’t say any-
thing that can be added to the 
rumor mill. It’s a surefire path 
to ruining your reputation.

Lesson #5: Watch what you 
say and do. That means you 
should mind your manners. 
Leave inappropriate stories 
and jokes for your social life. 
Don’t use company e-mail to 
forward jokes or chain letters 
to friends; do that on your own 
time, using your own personal 
e-mail account.

Lesson #6: Ask questions. 
You’re new in your position, 
so don’t be afraid to ask ques-
tions. It will help you under-
stand the company, the hier-
archy, and what it takes to 

make the company run.
Lesson #7: Find a 

mentor. Maybe it’s 
someone who 

has been 
there 

years or someone who has the 
job you want. Find a person 
who can show you the ropes or 
tell you how they got started 
in the business. Some compa-
nies even offer formal men-
toring programs that involve 
mentor lunches, meetings and 
more.

Lesson #8: Volunteer for 
something that’s not in your 
job description. Maybe you 
are an administrative assis-
tant at a newspaper and the 
research department needs 
help fact-checking a story. Or 
perhaps the legal department 
at your company needs extra 
hands. By volunteering for 
work beyond the scope of  your 
position, you are showing that 
you are willing to take on any-
thing. But just make sure you 
don’t get so swamped that you 
can’t finish your own assigned 
tasks first.

Lesson #9: Do what you are 
told. If  your superior asks you 
to do something, do it -- with 
a smile. Sounds simple, right? 
“You’d be amazed at how 
many others at my entry level 
would roll their eyes at doing 

menial tasks or com-
plain about things 
like getting coffee 
or filing,” says 
Melissa Walker, 
28, of  Brooklyn, 
New York, about 

her first job as an 
editorial assistant 

at a now-defunct 
magazine. 
“Hey, if  you 
can’t even do 
those things 
well (and 
with a smile), 
how will you 

handle more 
responsibility?”  

9 Ways to Succeed at Your First JobDon•t Let Your Looks
Blow Your Interview 

(NewsUSA) - The perfect 
resume means nothing if 
you can•t sell yourself at a 
job interview. And most 
interviewers form an opin-
ion before you shake their 
hand -- potential employ-
ers really do judge books 
by their covers.

So, how can you dress to 
get your foot in the door?

The most important 
element when dressing for 
a job interview is to evalu-
ate your setting. Di� erent 
o�  ces enforce di� erent 
dress codes -- an advertising 
agency, for example, might 
allow a little more personali-
ty than a government o�  ce. 
If the employer has an HR 
department, ask someone 
there about the company 
dress code. When in doubt, 
dress conservatively.

While you don•t always 
need to wear a suit, keep in 
mind that you should dress 
for a position two levels 
higher than the one for 
which you are interview-
ing. If that means wearing 
a suit, choose a well-� tted, 
neatly-pressed suit in a 
dark, neutral color other 
than solid black. 

Even if you opt for a 
more business-casual look, 
wear a collared shirt and a 
jacket. Make sure that all 
clothes � t well, are clean, 
and do not have loose 
threads or wrinkles.

To add the � nal touches 
to your dressed-to-impress 
style, polish your shoes to 
demonstrate attention to 
detail. Cleanly groom your 
hair, and you•ll show any 
respective employer that 
you mean business!
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(MS) -- Whether you’re a recent college grad or a g rizzled 
veteran of  big business, interviewing for a job can  be a nerve-
wracking experience. More than a few people have ex peri-
enced a sleepless night on the eve of  a job intervi ew, under-
scoring the stress many people associate with inter views.

While you may not be able to eliminate stress compl etely, 
there are ways to boost your confidence about the i nterview 
process. And the more confident you are entering an  inter-
view, the less likely you are to be a bundle of  ner ves before 
and during the interview. The following tips should  help boost 
your confidence for your next interview and might h elp you 
land that dream job.

PREPARATION

Much of  the stress that comes with a job interview is the fear 
of  the unknown. That’s why recent college grads are  typically 
more stressed out for a job interview than professi onals who 
have been there, done that in the past. Whereas the  veteran pro 
knows what to expect, the recent grad has no idea. However, 
proper preparation can help you know what to expect .

• Research the company. Extend your knowledge beyond just 
the job for which you’re interviewing. The more you  know 
about the company, the more informed your answers w ill seem 
to the interviewer and the more you can tailor thos e answers 
to the company’s goals.

• Ask yourself what questions 
you would ask. Interview ques-
tions, particularly for entry 

level positions, are often 
predictable. After an inter-
view is scheduled, think of  

the questions you’re likely to 
be asked, and then think of  
thoughtful answers to those 

questions. While it’s good to think of  answers ahea d of  time, 
make sure your answers focus on ideas instead of  ac tual an-
swers, as you won’t want your responses to seem reh earsed.

• Write down what you bring to the table. Regardless of  the posi-
tion you’re almost certain to be asked how your pas t experience 
applies to it. Your response to this question shoul d be a home 
run, as there must be a reason you mailed in your r esume, 
feeling as if  you and the job were a good match. Be  prepared to 
confidently explain why you are the right fit for t he job.

• Bring your own set of questions. You should be prepared to do 
some interviewing yourself. Have an extensive list of  ques-
tions available, and if  they are answered during th e course 
of  the interview, simply check them off  your list. If  you don’t 
have a list of  thoughtful questions, it will give t he impression 
you’re indifferent about the position.

PERFORMANCE

While there’s no way of  knowing the success rate of  the 
most qualified candidate, it’s certainly not a 100 percent guar-
antee he or she will get the job. That’s because a job interview 
isn’t just about your resume, but about you as well . Even the 
most prepared person might not land the job if  that  prepara-
tion doesn’t translate to how well he performs in t he inter-
view. Be sure to do the following at your next inte rview:

• Arrive at least 10 minutes early.

• Have your own pen in case you’re required to fill  out an 
application.

• Make eye contact with the hiring manager when bot h of  
you are speaking.

• Don’t sit until you’re offered a chair.

• Project energy and don’t slouch.

• Ask for an extensive job description early 
on in the interview.

• Answer with more than just a “yes” or 
“no.”

• Leave salary, benefit and vacation inqui-
ries for the follow-up interview, not the initial 
interview.

• Don’t make negative comments about cur-
rent employers or co-workers.

Preparation, Performance Key to Job Interviews
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(NewsUSA) - You work hard. You ar-
rive early at the office and leave late. At 
home, you continue to work by Black-
berry or laptop. And yet, you watch oth-
ers rise around you while your career 
stays stagnant. What’s the problem?

According to Darren Hardy, editor of  
SUCCESS Magazine, you may be able to 
accomplish more if  you start doing less. 
“This behavior of  constant busyness 
can actually take you off  course from 
your high-value goals; tax your physi-
cal, psychological and emotional sys-
tem; and even damage or destroy rela-
tionships,” writes Hardy in the October 
issue of  SUCCESS Magazine.

Superachievers actually work less 
than many others -- but they accomplish 
far more in a smaller amount of  time. 
So, instead of  filling every waking mo-
ment with work, concentrate on becom-
ing less busy, yet more productive.

Hardy offers the following tips for 
Americans hoping to make the most of  
their time:

€ Stop doing the time-wasters. You
need to figure out what you can stop do-
ing in order to make room for the activi-
ties that will lead to success. “The only 
way you can gain more time is to stop 
doing something,” says Hardy.

€ Put a junk � lter on your life.Start fil-
tering incoming requests -- identify who 
and what is important before agreeing 
to activities and projects.

€ Just say •no.ŽDon’t overcommit to 
please others. When you say “yes” to a 
request that does not further your objec-
tives, you’re only saying “no” to yourself.

€ Receive what you tolerate.In life, you 
get what you accept -- if  you tolerate disre-

spect, others will disrespect you. Life will 
organize itself  around the standards you 
set, so set high standards. Don’t tolerate 
time-wasters or unreasonable demands.

€ Learn to delegate. If  you empower 
others to execute your ideas, you can 
focus on the most important demands 
on your time.

€ Learn to value time o� . Taking time to 
enjoy yourself  isn’t sloth, but a vital part 
of  becoming more productive. Working 
without breaks will destroy your creativ-
ity. You will become tired, and thereby 
less productive. It’s far better to schedule 
some downtime, then go back to work 
feeling rejuvenated. “Time off  is an im-
portant component of  hard-core achieve-
ment and productivity,” says Hardy.

To read Darren Hardy’s full article, 
“Accomplish More By Doing Less,” 
and to receive more information 
about becoming successful in life, 
visit www.SUCCESS.com.

Accomplish More By Doing Less
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(NewsUSA) - Unhappy at work? 
Many Americans stay in careers 
that they consider ‘just bearable’ for 
fear of  unemployment, but doing 
so compromises their well-being. 
Life is just too short to spend eight 
or more hours a day in misery, and 
work-related stress can reduce qual-
ity-of-life.

Today’s Americans can’t exactly 
bank on early retirement. Employ-
ment remains uncertain in the 
current economy, and many compa-
nies are cutting retirement benefits. 
Current employees will need to stay 
in the workforce longer than previ-
ous generations.    The wrong career 
choice could mean decades of  un-
happiness and frustration.

And while the down economy 
might seem to limit options, it actu-
ally expands them -- there has never 
been a better time to pursue your 
passions, further your education or 
look for employment in a new field.

Those who are unemployed may 
be able to take a break from the 
workforce, choosing to volunteer or 
travel as a means of  self-discovery. 
Americans considering a career 
switch might want to “try out” a job 

or two. For example, someone con-
sidering a new career in teaching 
could substitute teach a few classes 
or become a volunteer educator at a 
children’s program.

Even those who continue to sup-
port themselves can find ways to set 
the foundation for a career change. 
Online courses, for example, allow 
full-time workers to learn on their 
own schedules, and without the 
expense or inconvenience of  com-
muting to campus. One accredited 
online university, American Public 
University, offers 76 degree pro-
grams and 51 certificates, including 
programs in business, criminal jus-
tice, sports and information tech-
nology, as well as grants to reduce 
textbook prices. 

Panteha Vaghedi is pursuing a 
Master of  Science in Environmental 
Policy and Management at Ameri-
can Public University. “Accepting 
the responsibility of  becoming a 
student -- in addition to continuing 
as a business owner and full-time 
mother -- is made easier in part be-
cause of  the options APU offers.”

For more information, visit www.
studyatapu.com.

Find a New Career Without Giving Up Your Day Job
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There are many ways that one can train 
for a career, from enrolling in college to 
on-the-job training. How an individual 
prepares for his or her career  depends 
greatly on that person’s schedule and life-
style. Here are some options to consider, 
courtesy of  CareerPlanningHelp.com. 

DISTANCE EDUCATION
Do you want to further your edu-

cation and train for your career but 
find it impossible to escape from your 
part-time or full-time job because of  
financial obligations? Distance educa-
tion programs -- college courses offered 
through the Internet -- allow students 
to study at their own pace to  earn a 
diploma or degree. Distance education 
requires persistence, patience and a 
desire to learn as you work at your own 
pace, and you must be able to motivate 
yourself  through the entire program.

ON�THE�JOB TRAINING
More and more companies are offer-

ing on-the-job training, thereby ensur-
ing that employees are trained within 
company policies and perform opti-
mally to the standards of  the company. 

There are many benefits to on-the-job 
training for both the employee and 
employer, especially the ability to learn 
and/or teach the exact skills which are 
required at the company.

JOB�SPONSORED TRAINING
Many companies are offering job-

sponsored training, which involves em-
ployees attending classes or programs 
to further their education on the time 
and the dime of  the company. Taking 
advantage of  these training courses 
and programs could save employees 
thousands of  educational dollars and 
lead to career advancement. Most com-
panies that offer job-sponsored training 
require the individual to remain at the 
company for a specific period of  time 
after the training has been completed 
to ensure that the company makes the 
most from their investment. 

POST�SECONDARY SCHOOL
There are many types of  post-second-

ary schools, from colleges and universi-
ties to programs offered through techni-
cal schools which are more job specific. 
These programs are often held in the 

classroom and require regular atten-
dance on a full-time or part-time sched-
ule. Post-secondary programs can be 
lengthy but they also allow an individu-
al to find a career with higher earning 
potential and greater responsibility.  

For more information on the benefits 
of  career training, please visit www.
careerplanninghelp.com.

Career Training Can Put You on the Road to Success
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Have you dreamed about working from 
home? Lately, the dream has become a re-
ality for many individuals. More and more 
companies are allowing employees the 
option of  telecommuting -- working from 
a remote area, such as home. Technology 
enables work-at-home employees access 
to company phone systems, servers and 
e-mail. However, working at home has its 
share of  pluses and minuses, and it may 
or may not be right for you. Consider the 
pros and cons below:

1. Spending time with the kids.
PRO: For parents who are wrestling 

with the decision of  putting children into 
a form of  childcare (such as day care), 
working at home can mean spending more 
time with the kids and avoiding the child-
care issue altogether. You won't miss the 
little growth spurts and changes your 
youngster makes each day. Plus you will 
save on the high cost of  day care, too.

CON: It can be difficult to concentrate 
when a baby is crying or toddlers are vy-
ing for your attention. You may still need 
to have some form of  child care, like a 
nanny or sitter, so you can devote consecu-
tive hours to your job. After all, it can be 
embarrassing to be on the phone with a 
client when your two-year-old yells, "I have 
to go potty!" or "I want lunch NOW!"

2. Dress down every day.
PRO: You can wake up, shower, and 

head to your home office in your bath-
robe and slippers. Unless you have Web 
conferencing, coworkers won't know if  
you're having a bad hair day or spilled 
juice on your pajamas. Wearing what 
makes you comfortable can improve 
work productivity.

CON: You may miss the dynamic of  
getting dressed up and looking good that 
is apparent in many offices across the 
country. Being casually dressed may put 
you in a more laid-back mood, which can 
carry over to your work ethic and qual-
ity of  work.

3. Time management.
PRO: It can be much easier to focus 

on your tasks without having to contend 
with coworkers stopping by your cubicle 
to chat or impromptu meetings in the 
boss' office. Also, fewer distractions may 
allow you to be more efficient at getting 

assignments done than if  you were in 
the office.

CON: Being at home offers the tempta-
tion to do house-related things. Even the 
most honest employee is guilty of  throw-
ing in a load of  laundry or walking the 
dog on company hours. If  you find you're 
frequently tuning into a soap opera in-
stead of  working on your marketing pro-
posal, you could have problems. It takes 
a dedicated person to resist "goofing off" 
when no one is watching.

4. Flexible hours.
PRO: In many cases, a home work setup 

allows you to log in during business hours 
(or a time you've set that is mutually ac-
ceptable with your place of  business). But 
you can also catch up on assignments and 
work your way through a heavy load on 
your normal downtime -- without having 
to trek into the office. It is also convenient 
if  you have to leave for a doctor's appoint-
ment or pick up the kids from school. 
You can simply make up hours when you 
return.

CON: Some overachievers fail to recog-
nize the distinction between when their 
workday ends and 
their home life be-
gins. It's quite easy 
to spend too many 
hours on the com-
puter or phone, and 
few with the family. 
You may feel obli-
gated to check your 
e-mail or voice mail, 
even late at night 
or on the weekends. 
You'll need to set a 
distinct time when 
it's "lights out" for 
work.

5. Easy on the 
wallet.

PRO: When 
working at home, 
you have the easiest 
commute ever: Sim-
ply step over the cat 
on your way to your 
office. You'll save 
cash normally allot-
ted to mass trans-

portation or fuel for your car. Additionally, 
you'll save in other ways, including on 
wardrobe, meals, and lunchtime shopping 
excursions you may normally have made.

CON: It's easy to feel secluded when 
working at home. Although you might 
IM all day or talk with colleagues regu-
larly, nothing replaces the face-to-face 
element of  being in the office. A "power 
lunch" or just a quick bite with a co-
worker can boost morale and be a stress 
buster -- even if  it costs you a few extra 
bucks for that deli sandwich as opposed 
to the one you've made yourself. Work-
ing at home does have its share of  other 
expenses, including higher electric bills, 
high-speed Internet connection, office 
supplies, and other necessities that may 
not be covered by your company.

Before you take the leap to working 
at home, make sure you consider all 
the aspects of  this type of  employment 
situation. You may find that a conven-
tional office job might actually be the 
best option for you, or you will see that 
working at home is the dream job you've 
always wanted!

Sounds like a dream, but is working at home for you?
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