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Want to excel in your new job? Of course 
you do! Here’s what you need to know and 
do to shine in your career, particularly if the 
job you are starting is one of the first “real” 
jobs that you have ever had. 

Here's what you need to know: 

1) It’s harder to get a good job than you 
may have expected and the job itself may 
be more boring than you had hoped. As 
you’ve learned through the nine earlier 
WiserU Career System modules, job seeking 
is hard! And sadly, the new job that you 
worked so hard to get will probably be less 
exciting than you envisioned. Despite these 
frustrations, your first job may be a valuable 
learning experience and a stepping stone 
toward what you really want to do. 
 

2) College did not truly prepare you for the 
work world. The work world takes some 
getting used to. Your work environment 
may be awkward, confusing, antiquated, 
hard, boring, overwhelming, or just plain 
awful. Learning to handle your company’s 
unique environment brings maturity and 
tenacity … and a clearer picture of what you 
want and don’t want. 
 

3) Paychecks are punier than they first 
appear. Taxes take a huge chunk of your 
paycheck and your expenses are ... well, 
expensive. Save money and live within your 
means. Bring your lunch and brew rather 
than buy your coffee. Hold off on buying a 
new car or moving out of your parents’ 
home until you can afford to leave. While 
living at home, pay rent, obey house rules 

and do chores so that your staying there 
will not be a chore to your parents. 

4) Your first job is not your destiny. You 
will likely have many jobs, will work for 
many different companies, and may even 
work in several industries doing entirely 
different things.   
 
According to the U.S. Bureau of Labor 
Statistics (September 2015), people hold an 
average of nearly 12 jobs between the ages 
of 18 and 48. This statistic is important to 
remember if you feel stuck in a bad job, or 
fear that you are about to lose your 
position.  There will be other opportunities! 
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Here's what you need to do: 

5) Try hard and do good work. Laziness can 
turn teammates and bosses against you 
because they know they can't count on you. 

6) Expect drudgery. Newbies get stuck with 
bad projects. So do seasoned workers. If the 
drudgery becomes excessive, or if you feel 
like you are being singled out for the worst 
projects, speak up, but in the meantime, do 
your part even if it stinks. 
 
7) Learn something new each day to make 
you and your company better. Attend 
training programs, subscribe to relevant e-
newsletters, and participate in online 
discussion groups, such as topical LinkedIn 
groups and Google+ communities to keep 
your knowledge and skill fresh.  

Use the knowledge you’ve gained to 
improve company processes, make your 
boss look good and to make your 
coworkers’ jobs easier. People appreciate 
those who make their work life better!  
 
8) Support your company. Speak positively 
about it and help it succeed. Refer job 
candidates to the company and attract 
clients to the organization even if you don’t 
stand to benefit financially. 
 

9) Meet people at all levels of your 
company. Invite coworkers to connect on 
LinkedIn (unless its frowned upon in your 
company culture). Remember names, build 
relationships and help people at all levels 
however you can. Knowing the right people 
can save your job or lead you to different 
opportunities. 

 
10) Fit in. Become a positive part of the 
company culture without getting sucked 
into its unique brand of drama and 
dysfunction. Eat lunch with coworkers and 
form professional friendships. 
 
11) Keep people informed. Let your bosses 
know the status of projects and alert them 
to problems before it’s too late so they can 
take action. Keep coworkers and cross-
functional teams up to date on issues that 
could affect their efforts.    
 
12) Realize work deadlines are different 
from college assignments. While colleges 
often assign long papers with long 
deadlines; companies have tighter 
deadlines. Learn to be faster and more 
succinct.  

13) Learn to make decisions. Don’t pester 
your boss with unnecessary questions. 
 
14) Don’t take other people’s bad moods 
personally. Don’t assume that the boss is 
cranky because of you. Their bad mood 
usually has nothing to do with you.  
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15) Learn to deal with all kinds of 
people. Be accepting of other people’s 
lifestyles and choices and NEVER engage in 
political or religious arguments on the job. 
 

16) Share your ideas. Speak up at 
brainstorm sessions. Today's workplaces 
have a flatter hierarchy so it’s easier to 
make your thoughts known. Your fresh 
perspective may be just what a company 
needs to pivot from tired practices. At the 
same time, get comfortable with rejection. 
Not every idea you have is brilliant and your 
company may not be open to change. 
 

17) Check your work. Work completed 
quickly, but incorrectly can make you and 
the company look bad. Check facts carefully 
and make sure people’s names and titles 
are correct on reports and presentations. 
 

18) Realize that your job is not your 
life. Don't let it take on greater significance 
than it deserves. Make time for family, 
friends and fun. 
 

19) Be realistic about raises and 
promotions. You need to prove yourself 
before you are eligible to move up or make 
more money. Many companies only give 
raises at set times and often the raises are 
tiny across the board. See page 10 to learn 
how to negotiate raises. 
 

20) Realize your worth. As a recent 
graduate, you bring new ideas and fresh 
viewpoints, as well as an eagerness that  

seasoned employees may no longer feel. 
Embrace your potential. Make yourself 
invaluable and when it’s appropriate, ask 
for raises, proving you are worth it with 
proof points and documentation.  

 

 

21) Embrace in-person interaction. While a 
quick text or email may seem like the most 
expedient method to message a coworker, 
misunderstandings can result. When it's 
important that you not be misunderstood, 
meet in person or, if that's not possible, talk 
with the person by phone as soon as 
possible.  

Don’t wait to resolve a conflict … hurt 
feelings and anger can fester and waiting 
can cause things to escalate. Apologize if 
you have said or done something wrong 
and forgive people who have wronged you. 
Leave past conflicts in the past and resolve 
to start fresh in a professional manner.  

Also remember to check and respond to 
your work phone messages so that you 
don’t leave people waiting on you for 
answers. People can become angry if you 
don’t come through on your part of an 
assignment if it hurts their ability to get 
their part completed. 
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22) Older doesn't mean antiquated. Just 
because someone is older, it doesn't mean 
their skills are rusty or their thinking is out 
of date. Respect their input. Many seasoned 
workers enjoy the fresh perspectives young 
people can bring. Learn from each other! 
 

23) Don't act like a jerk even if you think 
you’re smarter or more qualified than your 
boss or co-workers. Respect your boss 
despite his or her flaws. No good comes 
from badmouthing your manager or making 
him or her look bad. Bosses have feelings 
and may be dealing with pressures that you 
know nothing about.  

In a similar vein, don't harshly judge what 
was done before your time. Coworkers who 
have been around longer than you likely 
had good reasons why they handled things 
the way they did. Get their input before 
making changes that have already been 
tried (and failed). 
 

24) Don't be too passive ... or 
aggressive. Don't wait to be told what to 
do. Seek out assignments and volunteer for 
duties – busy people are less likely to be let 
go! At the same time, don't be so 

obnoxiously aggressive and ambitious that 
coworkers resist your efforts. 
 

25) Don’t miss deadlines.  
Be dependable.  
 

26) Don’t blame others. Admit your 
mistakes. Fix the problems that you caused. 
Learn from the situation and don't make 
the same mistake again. 

 
27) Arrive on time. Being late is 
disrespectful. Fix the reasons that make you 
late. For example, lay out your clothes the 
night before or set an earlier alarm. 
Another tip if you are chronically late to 
meetings: Don’t do the last thing that you 
think you need to do … just go to the 
meeting!  
 

28) Be a good listener to fully understand 
assignments and why they are important. 
Take notes and refer to them often as you 
complete projects to ensure that you’re 
accurately fulfilling what was requested.   
 

29) Make your boss look good, but beware 
of aligning yourself too closely with people 
at odds with leadership – they may be on 
their way out! Take on tasks to free up your 
boss’s time – the effort will be appreciated! 
 

30) Ask for assignments that stretch you 
and spark your innovative spirit. Become 
the go-to person for exciting new projects. 
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31) Become a master networker in your 
field and industry. Introduce your boss and 
company leaders to influential people who 
can help your company. 
 

32) Resist office gossip. Saying negative 
things about your coworkers makes you feel 
worse, it makes you feel guilty and it makes 
you look petty. A good response to an 
insistent work gossiper is: “Have you talked 
with Carol about your concerns about her? 
Better to talk to her than me!” Or, say, “I’m 
sorry you feel that way about George. He’s 
my friend.” That’ll shut ‘em up! 
 

33) Don't yak. While it's OK to be 
professionally friendly, don't talk too much. 
Be cognizant that coworkers are busy (or 
should be). Don't overstay your welcome in 
their workspace. 
 

34) Do more than is expected. You were 
not hired to fill a seat! Companies hire you 
to solve a problem or make the business 
better. Seek to understand your company's 
business and how your job plays a part in 
the company's overall success. Read and 
understand business and industry news.  

Be willing to work longer than your 
scheduled hours and to pitch in when 
someone else needs help. Record your 
efforts and accomplishments into weekly 
reports that you provide to your boss. 
 

35) Learn to prioritize and when possible, 
delegate. Push back politely when someone 
tries to dump a project on you that isn’t 
yours to take. The best way to dodge the 
dump: Ask the person to put their detailed 
request in writing so that you can run it past 
your boss. Dumpers hate to do the detail 
work and fear your boss will tell them no. 
 

36) Break big jobs into manageable 
pieces. Set and meet self-imposed 
deadlines that will ensure that you 
complete the entire project on time. 
 

37) Don't be a sucker. While pitching in and 
working hard is important; avoid being 
taken advantage of by your boss or 
company. Set boundaries. Stand up for 
yourself and develop ways to combat over-
work. Take brief breaks throughout the day 
and a vacation day now and then to refresh 
your spirit. Take a sick day when you are 
really sick – the company will survive no 
matter how guilty they make you feel. 
 

38) Ask questions, then pay attention so 
you don't have to ask again. Take notes and 
try to figure things out on your own. Realize 
that despite being a newbie, you are 
expected to hit the ground running.  
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Learn to lead and to eventually be self-
directed and self-motivated. 
 
39) Seek feedback, but don't be needy for 
excessive praise. Learn and improve from 
negative feedback and don't pout or hold a 
grudge when things don’t go your way.   
 
40) Dress better than the dress 
code. People who dress well are taken 
more seriously. Practice good grooming and 
hygiene and iron your clothes.  

Women: Make sure that your blouses are 
not revealing or low-cut and that your skirts 
are not too short. If you are in a corporate 
setting, wear closed-toe shoes and wear 
panty hose when wearing a dress or skirt.  

Men in a corporate setting should wear a 
suit with matching slacks, dress shoes, dark 
socks, and dress shirt. Wear a belt. 

See page 15 for more dress for success 
guidance.  

41) Follow company rules. You are not too 
special to do what's expected. 
 
42) Watch for warning signs that things 
may be going badly for you or the company. 
Perhaps you've gotten a bad review or your 
company is going broke. These are signs 
that you should look for a new job now!  
 
43) Be stealthy when job seeking. Don't tell 
coworkers you’re unhappy or interviewing 
elsewhere. Some coworkers could use the 
knowledge to sabotage you. And, don't 
leave your resume on the copy machine 
where others can find it! See page 12 for 
detailed guidance on stealth job seeking. 
 

44) Banish burnout. Job duties can get 
tedious and the office setting can feel 
confining. Seek innovative ways to do 
repetitive things, volunteer for different 
projects and take a brisk walk at lunch time 
to override the confining vibe. 
 

 

45) Resist distractions! Don't let your smart 
phone distract you from your duties. Put it 
away on company time! Also resist using 
your work computer or phone for personal 
use. Companies can and do check emails 
and web histories for improper usage and 
those that break the rules can be fired. 
 
46) Don’t air your company's dirty laundry 
on social media. Don't share negative 
thoughts about your company or 
coworkers. Also set your Facebook on 
private so that what you post about your 
social life can't be used against you at work. 
 
47) Get organized. Consider time 
management and performance 
development courses to keep you operating 
at peak performance. Also keep your 
workspace clean and uncluttered. 
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Set a day a month to delete old files and 
emails so that you appear organized.  
 

 

48) Practice good manners. Say hello to 
coworkers. Don't curse, yell or talk too loud. 
Correct bad eating habits such as talking 
with your mouth full. Befriend the cleaning 
crew and others who come into your 
company. Don’t be one of those people 
who only acknowledge people who could 
better your career. 
 

49) Control your temper. Learn how to 
state what you want or need without losing 
your composure. Also don’t let work 
pressures become all-consuming. Don’t 
take your work problems out on others.  
 

50) Discuss people's bad behavior in 
private, not in front of others. To defer the 
conversation while in the group setting, say, 
“[NAME}, Let’s talk privately immediately 
after the meeting.” Don’t talk about them 
behind their back. 
 

51) Learn to tactfully tell people that you 
are too busy to talk. Say, “Well, I’ve got a 
lot to do and I’m sure you do to.” Or,  

“I better let you go.” If they plant 
themselves in your workspace, grab a folder 
(as if going to a meeting) and say, “Sorry. 
I’ve got to go.” Then leave. 
 
52) Speak up! If you are sexually harassed 
or asked to do something illegal or 
inappropriate, notify the proper person or 
department. With smaller matters, such as 
disagreements, seek to handle it one-on-
one rather than escalating it to their boss or 
HR unnecessarily. Don’t destroy someone’s 
career over petty concerns. 

53) Don’t send coworkers inappropriate 
messages, jokes, or chain emails. And 
never pretend to be a coworker, using their 
email or instant messaging account to send 
inappropriate messages to others (all such 
"fun" can get you fired).    
 

 

Don’t use the company’s copy machine for 
personal use or take office supplies home.  
 

54) Let your light shine. Display energy and 
enthusiasm. Think of yourself as a spark 
that can ignite innovation. 
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55) Participate in work functions and the 
company’s charitable efforts. But don’t 
drink too much at office parties and don’t 
be inappropriate. Avoid nightly happy hours 
with coworkers, lest you get a bad 
reputation, or end up in office romances, 
which can end badly and hurt your career. 
 

 
 
56) Write and present well. People who 
can do both are seen as leaders. CHECK 
YOUR WORK! Grammar, punctuation and 
math mistakes can sink your career. If you 
are not good at required tasks, take classes 
to perfect your abilities. If you are not good 
at public speaking, attend a Toastmasters 
group or participate in training classes. 
 

57) Learn to run meetings. Create and stick 
to an agenda. Set time limits. Take notes 
and reiterate decisions made and time lines 
set. Determine strategies to ensure 
participants keep to the agenda/schedule. 
 

58) Fake it until you make it. As a newbie, 
you can't know everything, but you can 
bring wisdom gained at college and in 
internships. People respect those who 
exude confidence, so learn your job, 

understand your company and research 
your new industry so that can become the 
sage for your age.     
 

59) Position yourself as a leader. Take 
training classes; learn from mentors; 
shadow other employees; and participate 
in, and lead, relevant industry associations.  

 
60) Don't expect your first job to be your 
dream job. An imperfect position is a great 
way to learn what you don't want to do so 
you'll have the clarity to pursue what you 
really want. 

In conclusion, learn to excel on the job ... 
doing so can help you keep a great job or 
get promoted to an even better one! 
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How to ask for a raise  

Want to earn more at your job? Who 
doesn't! Getting your boss to give you a 
bigger paycheck will take more than just 
doing your regular work well. You'll need to 
prove that you've exceeded expectations. 
You'll also need patience, persistence and a 
willingness to schedule a meeting with your 
boss that may make all involved 
uncomfortable. Here’s how: 

1) Ask yourself if you have waited long 
enough before asking for a raise and 
whether you are truly deserving of a raise. 

Wait to ask until you have been on the job 
for at least six months and, if possible, after 
you've accomplished something significant 
that is valued by leadership. Do not ask for 
a raise just after making a major mistake, 
missing a deadline or failing to meet your 
goals. Also consider whether your boss and 
leadership likes and values you enough to 
pay you more. If not, expect a no answer! 

2) Think about the best ways to approach 
your boss. Determine what is most 
important to him / her and how he or she 
tends to respond to such requests.   

3) Don’t wait for your performance review. 
Overall salary decisions are usually made 
much earlier -- typically during the annual 
budgeting process. Ask then.  

4) Raise your profile within the company. 
Build your reputation as an emerging leader 
and as a highly effective employee. Seek 
out a mentor in the senior management 
ranks of your company. Ask him or her for 
advice and slowly build a mutually 
beneficial relationship with the person. 

5) Continually identify and document ways 
that your work has exceeded expectations 
and added value to your company’s bottom 
line. Raises are usually tied to performance 
and bosses often forget your 
accomplishments unless you remind them.  

Present the information to your boss in a 
weekly or monthly report and then compile 
all the accomplishments together into one 
document before meeting with your boss 
about a raise. Include quantifiable 
accomplishments, such as dollars saved, 
number of products sold, or total donations 
raised. Also demonstrate commitment to 
your boss, the department and the entire 
organization so that leadership observes 
your loyalty.  

6) Research whether your company is 
financially healthy enough and flexible 
enough to pay you more. If you work for a 
public company, you may be able to find 
this information out in an annual report or 
on the investor relations section of the 
company web site. If your employer is in 
the midst of massive layoffs, delay your 
raise request until business picks up. 
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7) Research the company policy manual to 
learn rules governing raises and 
promotions. Some companies do not allow 
raises or promotions to be made except 
during annual review periods. 

8) Learn the going rate for your position 
and be ready to tell it to your boss. Check 
salary sites, such as Glassdoor.com and 
Salary.com, as well as the Labor 
Department’s Occupational Outlook 
Handbook (at bls.gov/oco) to see what 
professionals in your position and 
geographical area make. Keep in mind that 
people who work in nonprofits, education 
and small companies typically make less 
than the standard rate. Also realize that 
those paid at the high end of the range 
likely have extensive experience. Such 
research will help you know how much of a 
pay increase is reasonable to request. Keep 
a document of your research findings in 
case you need to show proof to your 
employer. Also consider using salary 

information that you've learned from 
coworkers, but realize telling your boss how 
you found out what others make may get 
the blabbermouth in trouble. 

9) Schedule a meeting with your boss to 
find out what he or she considers as criteria 
worthy of a raise for someone in your 
position. Ask how you can earn the 
maximum amount for your level and years 
of experience. Write down what you both 
agree to (including the raise time frame and 
your boss's expectations). Give your boss a 
copy so there is no confusion later. 

10) Plan and practice your raise request so 
you’ll sound confident and prepared. Focus 
on what you deserve, not on why you need 
the money. Bosses don't want to hear 
about your money woes.  

Say, "I realize that the company's bottom 
line is improving and I'm glad I 
accomplished __ and __ to support its 
success. As you know, my last performance 
review was excellent. For all these reasons, 
I'm seeking a 5 percent raise. How can we 
make a 5 percent raise doable?"  

Or, say, "I’ve achieved __ and __, so 
wouldn’t you agree, a 5 percent pay 
increase would be appropriate?” 

Or, say, "I delivered measurable 
improvement in __ and __ last year and am 
on track to reach or surpass my quota this 
year. Therefore, I believe a salary increase 
to $__ is in line.” 

If you started at low pay due to hard 
economic reasons, say, "I know that I joined 
the company during the down economy. I’m 
hoping that we could use this coming year 
to get me closer to the going rate for my 
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position, which my research shows is $_ to 
$_. How can we make that happen?"  

Stay silent after making your request and 
wait for a response -- this puts the pressure 
on your boss. Realize that you may not get 
an answer during the meeting. Your boss 
may need to get a superior’s approval first.  

10) Play the long game. If the boss says no, 
seek a different kind of perk, such as a 
better title, a one-time bonus, additional 
vacation days, paid parking, a reserved 
parking space, flex-time or telecommuting.  

Ask for feedback as to why you can’t get a 
raise now and seek to learn what you will 
need to accomplish to be eligible for a 
future salary increase and when.  

For example, you could say, "I'm 
disappointed that an increase is not possible 
this year, but I'd like your feedback on my 
value to the organization and how I can 
qualify for a raise in the near future."  

You may need to complete additional 
assignments or complete schooling, training 
or professional development to be eligible 
for a raise. If necessary, request a different 
career track that could put you on the 
faster track to a higher salary.  

If offered a better salary elsewhere, 
consider using the offer to get your 
company to increase your salary. Often they 
will do so to try to keep you. And finally 
don't threaten to quit if you don't get more 
money ... the employer may let you walk! 
 
If the timing is right, ask for a raise! Even if 
they say no, most employers will respect 
you for trying. So give this guidance a try 
because better money is in your future! 

 

 

How to stealth job search  
 

Miserably employed? Here’s how to 

stealthily take action to move to a better 

job using LinkedIn and other means. 

 

1) Change your LinkedIn settings to 

“No” where it asks, “Notify your 

network?” on the right side of your Edit 

Profile page. By doing so, you won’t draw 

attention to your profile when you edit it to 

attract hiring companies. 

2) Pump up your LinkedIn profile to 

match the jobs that you want, filling out 

every box that you can and improving your 

LinkedIn headline and job title entries so 

that you can be found for your ideal 

positions. Refer to Module 5 to learn how.  

 

The best time to edit your profile? The 

weekend, when almost no one is paying 

attention.  

 

Call in the experts! WiserU can optimize 

your profile for you for an additional 

charge. Call 847-606-5160 or email 

Susan@WiserU to learn more. 
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3) Disconnect from your boss and 
coworkers to ensure they don’t observe 
your job search machinations on LinkedIn. 
You can do so two ways. One is easy, but 
potentially dangerous. The other is harder, 
but risk-free. 
 
The dangerous/easy way:  
 Visit a person’s profile, click the triangle 

next to “Send a message”, then select 
“Remove connection”.  The dangerous 
aspect? The person may see that you 
visited his/her profile if they check the 
“Who viewed my profile” feature.  

 To avoid this problem, change your 
settings BEFORE you visit their profiles, 
by clicking the little picture of you in the 
upper right corner of any LinkedIn page 
and clicking Privacy and Settings > 
“Manage”.  Then, under Privacy 
Controls, click “Select what others see 
when you've viewed their profile”.  

 Choose “You will be in complete private 
mode”.  

 Keep the setting that way for at least 48 
hours after you have removed  

connections. Remember to change your 
setting to “Your name and headline” 

later so that LinkedIn won’t “punish” you 
by not allowing you to see who visits 
YOUR profile. 

 
The risk-free/harder way: 
 Click the My Network tab on your profile 

and then Connections 

 Sort your connections by last name.  

 Hover over the entry of a person from 
whom you want to disconnect.  

 While hovering, look for the “More” link 
that appears.  

 Click the triangle to the right of the word 
“More”.  

 Click “Remove connection”. 

 
Either way that you disconnect, your 
connections will not be notified; however, 
your name may appear in the person’s 
“People You May Know” box and they may 
invite you to connect again. 
 
4) Update your resume to play up your 
current position and to align it with your 
LinkedIn profile. If you prefer, ask WiserU to 
craft your resume for you for an additional 
charge. Email Susan Lopez, Susan@WiserU, 
to learn more.  
 
5) Use LinkedIn to reach recruiters who 
specialize in your industry / field / 
location to alert them that that you are 
available and interested in opportunities. 
WiserU offers recruiter-reach services. 
Email Susan Lopez, Susan@WiserU, to learn 
more.  
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6) Selectively notify people who can help 

you (and not hurt you) that you are job 

seeking. Either send them LinkedIn InMail 

messages (which are free to connections), 

or send them an email. Let them know what 

types of job titles you seek and in which 

city. Include your phone number and email 

address to make sending you job leads easy. 

Remind them once a month that you 

continue to seek a new position. 
 

 
 

7) Increase your involvement with 

networking circles, such as with a 

local Meetup.com group, or field / industry 

associations to meet hiring decision makers 

and influential people.  

 

Have personal business cards printed 

through Vistaprint or other providers that 

you can hand out at networking events. 

Include the job titles/functions that you 

want and your contact information.  

 

Follow up with the people that you meet by 

inviting them to connect and then nurturing 

the connection on LinkedIn. 

 

8) Apply for jobs on LinkedIn by clicking the 

Jobs tab and following the prompts to apply 

for relevant jobs near you. Dig around on 

LinkedIn to learn who you know at the 

hiring company so you can enlist their help. 

LinkedIn also usually lets you know the 

name of the person who posted the 

position so you can address your 

application to the correct person.  

 

Best of all, there are many “Apply Now” 

jobs posted on LinkedIn. You can apply 

instantly using your LinkedIn profile, plus 

you can upload your resume and cover 

letter as one document. This quick-apply 

feature on LinkedIn and many leading job 

sites is a real time saver for miserably 

employed people ... just make sure your 

LinkedIn profile is a strong match for open 

positions before you apply.  

 

9) Add the LinkedIn Job Search app to your 

smart phone. Have job leads sent to you so 

you can immediately apply. 

 

10) Strengthen your skills on your current 

company’s dime. Add the skills to your 

LinkedIn Skills and Expertise section, then 

retype them into your Summary section. 

Endorse other people’s skills on LinkedIn 

and ask them to endorse your skills. The 

more endorsed skills you have and the 

more relevant keywords in your Summary 

section (in general), the higher you will 

show up in recruiters’ search results for the 

jobs that you want.  
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The right clothes to wear to work 
 

 
 

The right work clothing can pay dividends well beyond its price. Recent research reveals it 
takes as little as 7 seconds for someone to form a whole laundry list of impressions about you, 
so dress well to be sure that impressions about you are all positive ones.   

General Guidelines 

 Keep your look simple and professional-looking.   

 Apparel should be clean and neatly pressed, should fit well and remain in place 
while sitting or walking. 

 Select apparel, fragrances, jewelry, hairstyle, etc. that do not detract from your 
professional image.  

 Hair should be clean, neat and professionally styled.  
 Remove facial and body piercings and cover tattoos in a corporate or conservative 

workplace. Women may wear a single pair of earrings. 
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Despite what many so-called experts promote, a navy blue suit is not the “magic bullet” for 
career wear. The right wardrobe choices are far more nuanced. Here is the real info you need 
to know to create a winning impression: 
 
1. DO your homework to understand how the people in this organization dress for work. Is it 

a traditional suited environment, a free-wheeling casual/creative place or something in 
between? Ask a friend on the inside, check out the photos on the company web site or in 
the annual report, or drive to the parking lot at closing time and watch the people coming 
and going. Be aware that appearance styles within a large organization can vary widely 
from department to department, and adjust your intelligence gathering accordingly. 
 

2. DRESS toward the top end of the looks your research reveals are appropriate. Dressing 
too casually can make you look like a lower-level employee. 
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General career dressing guidance 
 

3. DON’T over-dress. A formal business suit in a more relaxed company can make you appear 
like you’re trying too hard. 

4. DEFINE Business casual with an emphasis on business and avoid social-casual attire. 
Choose instead: 

o Men (Business Casual): Nicer khaki trousers, not top-stitched cotton styles, with a small-
patterned long-sleeved shirt or a like-new, traditional color polo shirt and leather 
loafers. 

o Women (Business Casual): Neutral-colored slim skirt or trousers with a shell and blazer 
or a twin sweater set, leather flats or low-heel pumps. 

o Distinctive touches can help you be more memorable.  A scarf or interesting necklace 
can do the trick for a woman.  A distinctive fountain pen could be a good choice for a 
man.  An interesting necktie can also make you stand out from the crowd, but avoid 
novelty ties (such as a Three Stooges-themed tie), which can draw the wrong kind of 
attention to you. 

 

DOUBLE-check these details: 

1. Shoes polished, appropriate hosiery or dark socks 

2. Garments clean, crisply pressed, and well fitted 

3. Fingernails groomed. A woman in a corporate or conservative setting should wear nail 
polish that is either clear or plain pink or red with no chips.  

4. Facial hair – if any – neat and conservatively trimmed. Note that some corporations do 
not allow beards – check on that rule before accepting the job if you are passionate 
about keeping your facial hair 

5. Necktie ending in line with the belt buckle; no tie clip or tie tack 

6. No visible wear on belt or handbag 

7. Subtle, but polished makeup 

8. Neatly trimmed and styled hair; natural-looking color with no visible roots; no hair 
ornaments 

9. Jewelry limited to watch and wedding ring and/or college ring; one pair of tailored 
earrings for women, nothing glitzy, noisy or dangling. 

10. No cologne or other fragrances 
 

DEMONSTRATE your preparation; Carry a nice portfolio with personal business cards to 
meetings and use a quality pen for taking notes. 
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On a Tight Budget?   

 Don't wait until you are pressed for time and have to make a hasty shopping decision. 

 Purchase clothing with multi-use potential. 

 Invest in impressive, classic, well-made separates that can be combined for a 

'professional' or 'casual Friday' look. 

 Select your best ‘neutral’ as a nucleus for your professional wardrobe. Colors like black, 

dark gray and navy are versatile. Pearl gray, stone, steel blue, camel, and celery are 

fashionable options. Your best neutral is dependent on personal coloring and style. 

 Purchase matching components. Wearing a skirt or pant with jacket or vest multiplies 

possible combinations.  Use shirts/blouses/sweaters and ties/scarves and jewelry that 

add visual variety. Invest in seasonal fabrics that drape and travel well, such as 

lightweight stretch wool, washable matte jersey or a blend of cotton and rayon. 
 

Business casual clothing for women should be polished, professional and coordinated. 
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Go beyond the basics and select wardrobe colors that enhance your message. With a man’s 
dark suit, an ivory or white shirt connotes authority while a pale blue one sends a friendlier, 
collaborative message. A small contrasting stripe or tiny plaid shirt gives a slightly more 
creative impression. 
 
Women have more flexibility in color combinations. With a navy pantsuit, try a sage green 
shell. Pair charcoal gray with blush, or dark brown with dusty aqua blue. A knit shell or fine-
gauge sweater will look and feel better under a jacket than a cotton button-up shirt. And if you 
arrive to find yourself over-dressed, that sleeveless shell will let you easily push up the jacket 
sleeves to relax the look a notch or two. 
 
For both genders, avoid wearing clothes with extreme light/dark contrast – black and white is 
the classic example – because the intensity of the combination will overpower the color 
pattern in your face and pull attention to the garments and away from your communications 
center. 
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Look for opportunities to repeat the color of your hair and your eyes in your outfit. A man’s 
necktie or a woman’s scarf provides one great option to work in those colors. By doing so you 
subtly encourage people to make eye contact with you more readily and sustain that eye 
contact longer, creating a positive, friendly emotional connection. 
 
If your business outfit is a level or two dressier than your everyday wear, plan for a practice 
run before you wear it to work. You want to be sure everything feels comfortable and familiar 
so your positive body language won’t be interrupted by fiddling with your clothes. 
 

 

  

Career dressing guidance provided by Nancy Nix-Rice. Used with permission.  
Nancy is a world-renowned image/wardrobe consultant, color consultant, personal 
shopper, and national speaker. She is also the author of LOOKING GOOD Every 
Day, the definitive bible for what to wear. Visit her web site at NancyNixRice.com.  
 
Style idea images shown were selected by Nancy from Polyvore 
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Module 10 Deep Dive Exercise: 

Excelling on the Job  
Review what you’ve learned in this module so that you can put what you’ve learned into practice. 
 
1) According to the U.S. Bureau of Labor Statistics, people hold an average of nearly how many jobs between 

the ages of 18 and 48? (page 2): ____________________________________________________________ 
 

2) What are some of the ways that you can learn something new each day to make you and your company 
better? (page 3): _________________________________________________________________________ 
_______________________________________________________________________________________ 
_______________________________________________________________________________________ 
 

3) Instead of sending a text or email, how should you interact with someone to avoid misunderstandings and 
what specific steps should you take? (page 4): _________________________________________________ 
_______________________________________________________________________________________ 
_______________________________________________________________________________________ 
 

4) What are strategies that you can use to avoid being late to work and meetings? (page 5): ______________ 
_______________________________________________________________________________________ 
_______________________________________________________________________________________ 
 

5) What are two ways to resist office gossip and why is gossip such a dangerous thing to engage in at work? 
(page 6): _______________________________________________________________________________ 
_______________________________________________________________________________________ 
 

6) What very important things should you resist doing on company time that’s mentioned in section 45 on 
page 7 and why is resisting such distractions so important? ______________________________________ 
______________________________________________________________________________________ 
 

7) What two things should you do well that are mentioned in section 56 on page 9 and how should you go 
about getting better at both? ______________________________________________________________ 
_______________________________________________________________________________________ 
_______________________________________________________________________________________ 
 

8) What are the 10 steps you should take to ask for a raise (starting on page 10):  
 
1. _____________________________________  2. ________________________________________ 
_______________________________________  __________________________________________ 
 
3._____________________________________  4. ________________________________________ 
______________________________________  __________________________________________ 
 
5._____________________________________  6. ________________________________________ 
_______________________________________  __________________________________________ 
 
 
 



7._____________________________________  8. ________________________________________ 
_______________________________________  __________________________________________ 
 
9._____________________________________  10. _______________________________________ 
______________________________________  __________________________________________ 
 

9) EXERCISE: Together with a partner, practice asking for a raise using the guidance provided on pages 10-12 
until you are comfortable with negotiating for a raise or additional perks and benefits. 

 
10)  What are the 10 steps you should take to conduct an effective stealth job search? (pages 12-14)  

 
1. _____________________________________  2. ________________________________________ 
_______________________________________  __________________________________________ 
 
3._____________________________________  4. ________________________________________ 
______________________________________  __________________________________________ 
 
5._____________________________________  6. ________________________________________ 
_______________________________________  __________________________________________ 
 
7._____________________________________  8. ________________________________________ 
_______________________________________  __________________________________________ 
 
9._____________________________________  10. _______________________________________ 
______________________________________  __________________________________________ 
 
 

11) According to guidance found on page 15, how many seconds does it take for someone to form a whole 
laundry list of impressions about you? ______________________________________________________ 
 

12) According to guidance found on page 16, how can you find out what clothing you should wear at your 
new job? _____________________________________________________________________________ 
_____________________________________________________________________________________ 
 

13)  According to guidance on page 17, how should men and women dress for business-casual environments:  
 
Men should: ___________________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
 
Women should: ________________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
 

 
Thank you for participating in the WiserU Career System. Please complete the online survey found on wiserucareersystem.com to 
relay your opinions about the program. Your valuable input will help us continually improve the system to benefit others. Also, 
please complete the online Employment Announcement form when you land a job so that we can learn if the system proved helpful 
to you in landing your position. Best wishes to you in your job search. May you land the job of your dreams!  -- The WiserU Team 

http://www.wiserucareersystem.com/

