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A SERIES FOR PEOPLE MAKING THE TRANSITION FROM WELFARE TO WORK

Adjusting to Work: Getting Along with Others

Already nervous about your first week
on the job, you spill coffee on the re-
port you had worked all morning.
Your co-workers look at you but don’t
help. The phone is ringing and you
are not sure if it is your turn to answer
it. How will you get used to it all?

Be ready to learn a new “culture” at
work.
• Each workplace has a different way

of doing things (its own “culture”).
You may need to learn new ways of
talking and acting in order to get
along in this new situation.

• You might experience strong feelings,
such as fear, confusion, or frustration,
as you try to learn how to act in this
new place. Those feelings are com-
pletely normal. Just be patient. Every
day, you will learn more about the
workplace and feel more comfortable
there.

• Watch your co-workers and super-
visor carefully to find out how they
do things. Be sure you know what is
expected of you. You can also ask
them questions if you are not sure.

• The people you work with will have
different personalities. Some will be
easier to work with than others are,
and some will be very different
from you. Remember that if a co-
worker says something that upsets

you, he or she may not have meant
to hurt your feelings. It might just be
part of his or her personality! Take
some time to get to know people’s
different personalities, and then you
will be better able to understand
things they say and do.

Be assertive, active, and positive when
talking to others.
• Don’t be afraid to ask questions!

You were chosen for the job be-
cause you have something to offer,
and you need to know how best to
use your skills. You have the right
to find out exactly what is expected
of you.

• Ask open-ended questions, such as
“Can you tell me about how you
want me to file these papers?” in-
stead of “yes or no” questions, such
as “Do I put this paper in this
folder?” People will give you a lot
more information if you ask open-
ended questions.

• Don’t hide your feelings and needs
from others. Express them in a
clear, direct, honest, and positive
way.

For example: “That’s an interesting
idea, but it might not work well be-
cause...” or “I understand why you
moved your desk, but this new ar-
rangement is not good for me because



things on the floor in here, it’s hard for me to
work. Maybe if you put a trash can by your desk,
it would easier for you to throw things away.”

Be a team player.
• Remember that you are working as part of a

group, not by yourself! Try to be an active and
helpful part of the “team” of co-workers.

• Give your ideas and suggestions to others. They
will appreciate your interest and help.

• Tell your co-workers when you like their work
or their work style.

For example: “You did a great job putting that
poster together!”

• Take good care of your own space and equip-
ment so that it doesn’t bother the people work-
ing with you. Clean up your space after the end
of your work shift.

• If someone can’t come in to work or gets sick,
offer to help out to make sure all the work gets
done.

Improve your self-esteem.
• If you feel good about yourself, you will have

an easier time getting along with others and do-
ing well at work.

• Listen to the things you say to yourself. Are
they positive (“I know I can do this job well.”)
or negative (“I’ll never be able to learn this!”)?
Whatever you say over and over to yourself
usually comes true. So, try to say more positive
things to yourself! This will give you more con-
fidence, make you feel better about yourself,
help you get along with others, and make it
easier to handle your new job.

Getting along with others is very important
in your success on the job.

Take time to be patient and understand
what is expected. Listen carefully,
ask questions and soon you will be

used to the routine!

I have less space to work.”

Ask your questions in a clear, direct, and positive
way.

For example: “Thanks for showing me how to fill
out that form. Could you explain these other
forms to me, too?”

• Listen very carefully when others are talking to
you. Give them your full attention. Think about
their needs and feelings.

Learn to deal with criticism and conflict.
• Don’t take criticism about your work perfor-

mance personally. Co-workers and supervisors
will need to help you learn your new job by
telling you how to do things better.

When someone criticizes your performance, they
are not saying something bad about you as a per-
son. They are saying something about a certain
behavior of yours, which you can try to change.

• Sometimes people criticize your performance
without giving you any advice about how to do
it better. If that happens, ask for more informa-
tion.

For example, if someone says, “You’re not sup-
posed to answer the telephone that way,” you
could say, “I haven’t learned about this yet. Could
you tell me how the telephone should be an-
swered?”

• If a co-worker says or does something that re-
ally bothers you, tell him or her how you feel in a
clear, positive way.

For example: “I get upset when you interrupt me
while I’m talking, because it makes me feel like
what I’m saying isn’t important.”

• Learn how to give criticism in a positive way.
Instead of saying something about the person,
such as “You are so messy!” try to focus on
their behavior, why it needs to be changed, and
how it can be improved.

For example, you could say: “When you leave
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