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                                        Find out how you can turn what you love into a career. Discover why, how, and when to plan your career. Explore your skills, interests, passions, and what you value in a job. Start planning your career now!
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                                        Are you in high school or considering a post-secondary education? Get started with post-secondary planning and begin exploring your options. Then learn how to make it happen, get involved in student life, and plan for future employment in your field.
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                                        Are you looking for a job, drafting your resumé, or preparing for an interview? These tools and resources will help get you started.
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                                        Understand your rights and responsibilities at work. Start your new job on the right foot and learn how to handle challenges along the way. Find ways to make your work life more satisfying so you can achieve balance, grow your career, and manage change in the ever-evolving world of work.
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                                        Discover valuable resources to help your clients, students, children, and the people in your community as they plan and achieve their career goals. Check out additional resources for specific audiences and careers to inspire and motivate!
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                                        Check Out Tools & Resources

                                    

                                    
                                        Curious about what OCCinfo and CAREERinsite have to offer? Wanting new ways to explore our career advice resources? Looking for additional resources for specific audiences? Get the most out of alis with these tools and resources.
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                                Develop Your Job Smarts - alis

                                You may be good at the specific tasks your work requires. But without job smarts, you may not be working for long. Find out how developing and using job smarts will help you succeed at work.

                            

                        


                            
            
            
            
                Create a New Guide

            

            
                Give your guide a nickname

                
                
                    Only you can see this nickname.
                

            

            
                
                    

                

            

            
                Create Guide
                or
                cancel
                
                    Please complete the recaptcha and try again.
                

            


    



                        
                            
                                
                                    Choose a guide...

                                    

                                

                                
                                    
                                        There was an error. Please try again.

                                    


                                    
                                        This page is already listed in your guide. Please choose a different page to add.

                                    


                                    Create New Guide
                                    What is an alis guide?
                                

                            

                        


                        


                        
                            Close
                        

                    

                

            
            
        

    



    
        
                
                    [image: ]
                


            
                
                    Succeed At Work


                            
                                    Make Your Work Life More Satisfying
                            

                

                
                    A
                    A
                


                
                    Develop Your Job Smarts
                

            

        

        

                
                    
                        
                            
                                	Twitter
	Facebook
	LinkedIn
	Email


                            

                        


                            
                                
                                    Tags

                                    
                                        	#Job Enrichment
	#Workplace Challenges


                                    

                                

                            

                    

                


            Job smarts help you succeed at work. They help make your work more satisfying and make your employer realize you’re valuable.

Explore these ways to refine your job smarts.

Use job smarts from the start

Congratulations on your new job! Take the time to understand how your new employer works. You’ll impress your supervisor and pass your probation by:

	 Knowing where things are and who does what
	 Abiding by workplace rules and policies
	 Following the workplace culture


Unless you’re saying something positive, now is not the time to comment on staff or policies. Give yourself the chance to take in what this organization does, how it does it, and why it does it this way. Learn more about the job smarts you’ll need during your first 2 weeks at work.
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                                Plan Your Career

                                Develop Your Core Skills and Traits

                                
                                    Most jobs require specific skills that relate to the work being done. But employers also look for softer core skills and traits that help their business run smoothly. You’ve been learning these skills throughout your life. Here’s how you can develop them…
                                

                            


                        
            

        





Aim for a positive attitude

Be that person who’s easy to work with. Your positive attitude can be that one final factor that helps your employer decide to keep you on. You don’t have to come in with balloons and a marching band; just show your employer that you enjoy and care about your job in a way that fits your personality. Try these job smarts:
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                                Succeed at Work

                                Improve Your Body Language Skills

                                
                                    Our actions can speak louder than our words. This Easy Reading article explains why it's important to know the message you're sending with your body language.
                                

                            


                        
            

        





	Treat people the way you want to be treated. Be friendly, supportive, respectful, and co-operative.
	Talk and listen respectfully. Speak clearly and pay attention when others are speaking. Avoiding interruptions helps you clearly understand what they’ve said before you respond.
	Speak positively about your employer and co-workers. Don’t gossip or criticize about people or their behaviour. If you are asked to give feedback, offer helpful advice or share concerns privately with whomever asked you the questions.
	Be enthusiastic about your work. Avoid complaining about your job. Believe in your ability to do it and to do it well.
	Be flexible and open minded. Realize that people approach a situation from different backgrounds and may have different opinions. Be aware that you can’t control everything. Expect the unexpected. Keep learning—it will help you handle change.
	Stay relaxed, patient, and polite. People respond better to respect and calmness than they do to sarcasm and anger.


A positive attitude can start with a smile, but it can lead to the positive results you expect. Evaluate your attitude and see how a shift toward the positive can give you extra job smarts that will help you get—and keep—the work you want.

Respect the job

By taking the time to understand what you need to do to make your job a success, you’re demonstrating job smarts. For example:

	Be prepared. Come ready to pay attention, follow directions, and do the job.
	Dress for the job. Consider the type of work you’re doing, how your co-workers dress, and the image your organization wants to present.
	Look and act confident. Speak clearly and loudly enough to be heard. Look at people when you speak to them or they speak to you.
	Use your time properly. Be on time for work. Don’t spend hours socializing, take extra-long breaks, or use company time for personal business. Warn your employer if you know you’ll be late or absent. Use sick leave only when you’re sick. If you have trouble managing your time, there are several tools to help you out. 
	Be productive. Keep your work area neat and clean, even if you work from home. Do what you say you’ll do. Plan to do the most important tasks first. When you’ve finished one task, move to the next without waiting to be told. Finish crucial tasks even if you have to skip a break or stay past quitting time. Check the quality of your work and do your best.
	Take responsibility. Be accountable for any mistakes you make.
	Work safely. Know the health and safety hazards and abide by the regulations in your workplace.
	Live up to your values. Be truthful and honest. Maintain your integrity.


Join the team
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                                Prepare to Succeed at Teamwork

                                
                                    Being on a project team at work has many benefits for employers and employees. Here’s why you want to be on a team at work and how to prepare for success in your role as a team member.
                                

                            


                        
            

        





Working with others to achieve common goals, even if the task isn’t part of your job description, shows your job smarts. Here’s how you do it:

	Take on the task that needs to be done. Just make sure you’re not overstepping a co-worker’s responsibilities.
	Jump at the chance to help a co-worker on a project. You’ll learn something new and earn a reputation as a helpful employee.
	Communicate authentically online and in person. Be aware of your body language.
	Share information and resources.
	Support and encourage your co-workers.
	Ask for help when you need it. Recognizing your limits shows your personal strength and maturity.
	Respect the diverse opinions and experiences of your co-workers.
	Avoid dating co-workers or supervisors. You’ll sidestep gossip, misunderstandings, and accusations of favouritism.


Add value to your organization

Did you know that you can help yourself by helping your employer? Adding value to your company’s bottom line will help your employer notice you and boost your job smarts. For example, you can learn:

	All you can about the organization and your role.
	How to do all the tasks that are part of your job.
	A skill that will help you stand out. For example, you might become the person everyone goes to for help with a software program or with proofreading important emails.


Remember, whether you’re in school or on the job, a positive attitude will help you learn.
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                                How Upskilling Advances Your Career

                                
                                    Whether you’re looking to keep up with changing job requirements, move forward in your career, or just discover a fresh challenge, upskilling offers a practical approach. 
                                

                            


                        
            

        





Refresh your career

Sometimes even the best job in the world can become less than ideal. To make your work life more satisfying, consider these job-smart solutions:

	Understand why it’s important to overcome job challenges.
	Learn how to handle people problems at work, including workplace bullies.
	If you’re feeling down at work, check out these practical steps.
	Consider strategies to make your job more rewarding, including changing your work habits and making your work more meaningful.
	Understand your work preferences and discover how career laddering can help your career.


By using job smarts, you increase your success and satisfaction at work. It’s a great way to keep your job and invest in your future. Your employer will appreciate your efforts, which can lead to a promotion or a glowing reference if you plan to move on.
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                    The Government of Alberta is working in partnership with the Government of Canada to provide employment support programs and services.

The alis website is maintained by Alberta Seniors, Community and Social Services as a cross-government collaboration to support the lifelong career, learning, and employment journeys of Albertans.
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