
Managing Your New Job: Getting Started Checklist

The first day on a new job can be scary, and it’s common to be nervous. You may have to 
absorb a lot of information. Making some decisions beforehand will help you be more relaxed 
and ready.

Before the first day of the job, you should:

Determine if there is a need for any job accommodations. Visit the 
Job Accommodation Network (JAN) at for free, expert, and confidential guidance on 
workplace accommodations and disability employment issues.

Plan how you will get to and from your new job. Do a practice run on getting to work to 
learn about traffic or mass transit patterns and schedules.

Get together any supplies you might need, such as a pen to fill out forms.

Decide what to wear and set out the clothes the night before. This will save time in the 
morning.  If there is a question about what to wear, check with the employer first to find 
out if there’s a dress code.

Prepare for lunch or other meals. Are there places nearby to buy lunch or is bringing food 
from home the best option? Read our Choose Work Blog post “Healthy Eating Habits 
Can Benefit You at Work” for some tips.

Get enough rest the night before the first day to have enough energy in the morning.

During the first week, you should:

Keep an open mind and be ready to work and learn.

Take notes of important information during training.

Ask questions. When assigned a task, don’t say, “Yes, I got it,” or “Sure, no problem” if you 
are not certain what to do.. It is better to ask a lot of questions to get it right, than to go on 
your own and get it wrong.

When meeting new co-workers, use their names in conversation to help remember them.

Schedule a meeting with your supervisor to:

Clarify your job responsibilities
Discuss any job accommodations you might require
Learn the supervisor’s preferences and expectations in terms of communication 
feedback. If appropriate, create a professional development plan with clear goals and 
objectives on what to learn and the skills to develop
Ask about the “chain of command” and find out where to go for help or information

Establish a “help network” at work. After understanding the organization better, it’s 
important to build relationships at work to increase the chance of success. Know who can 
help with a problem or question or pitch-in when needed.

http://askjan.org/
http://choosework.net/blog/jsp/blog.jsp?post_id=183
http://choosework.net/blog/jsp/blog.jsp?post_id=183




Accessibility Report





		Filename: 

		Getting-Started-Checklist-v3fillableform.pdf









		Report created by: 

		



		Organization: 

		







[Enter personal and organization information through the Preferences > Identity dialog.]



Summary



The checker found no problems in this document.





		Needs manual check: 2



		Passed manually: 0



		Failed manually: 0



		Skipped: 2



		Passed: 28



		Failed: 0







Detailed Report





		Document





		Rule Name		Status		Description



		Accessibility permission flag		Passed		Accessibility permission flag must be set



		Image-only PDF		Passed		Document is not image-only PDF



		Tagged PDF		Passed		Document is tagged PDF



		Logical Reading Order		Needs manual check		Document structure provides a logical reading order



		Primary language		Passed		Text language is specified



		Title		Passed		Document title is showing in title bar



		Bookmarks		Passed		Bookmarks are present in large documents



		Color contrast		Needs manual check		Document has appropriate color contrast



		Page Content





		Rule Name		Status		Description



		Tagged content		Passed		All page content is tagged



		Tagged annotations		Passed		All annotations are tagged



		Tab order		Passed		Tab order is consistent with structure order



		Character encoding		Passed		Reliable character encoding is provided



		Tagged multimedia		Passed		All multimedia objects are tagged



		Screen flicker		Passed		Page will not cause screen flicker



		Scripts		Passed		No inaccessible scripts



		Timed responses		Passed		Page does not require timed responses



		Navigation links		Passed		Navigation links are not repetitive



		Forms





		Rule Name		Status		Description



		Tagged form fields		Passed		All form fields are tagged



		Field descriptions		Passed		All form fields have description



		Alternate Text





		Rule Name		Status		Description



		Figures alternate text		Passed		Figures require alternate text



		Nested alternate text		Passed		Alternate text that will never be read



		Associated with content		Passed		Alternate text must be associated with some content



		Hides annotation		Passed		Alternate text should not hide annotation



		Other elements alternate text		Passed		Other elements that require alternate text



		Tables





		Rule Name		Status		Description



		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot



		TH and TD		Passed		TH and TD must be children of TR



		Headers		Passed		Tables should have headers



		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column



		Summary		Skipped		Tables must have a summary



		Lists





		Rule Name		Status		Description



		List items		Passed		LI must be a child of L



		Lbl and LBody		Passed		Lbl and LBody must be children of LI



		Headings





		Rule Name		Status		Description



		Appropriate nesting		Skipped		Appropriate nesting










Back to Top

	Job accommodation: Off
	Plan how you will get to and from your new job: Off
	supplies: Off
	what to wear: Off
	Prepare for lunch or other meals: Off
	Get enough rest: Off
	Keep an open mind: Off
	Take notes: Off
	Ask questions: Off
	use new co-workers' names in conversation: Off
	Schedule a meeting with your supervisor: Off
	Establish a "help network" at work: Off


