
Skills for the New Employee 

Course Overview 

Mastering certain behaviors and skills can help an employee in their first days at a new 

job. 

Learning Objectives 

• Understand the importance of professional presence on the job 

• Understand the importance of a positive attitude 

• Understand the role of stress reduction in nurturing a positive attitude and appreciate 

various methods of stress reduction 

• Determine your own level of assertiveness and understand and improve your 

assertiveness 

• Learn how to self-manage to become more effective and efficient 

• Learn the importance of working as a team member 

• Improve your communications skills, including listening, questioning and non-verbal 

communication 

• Learn how to set goals and create a personal action plan 

Course Outline 

1. Session One: Course Overview 

Learning Objectives 

Pre-Assignment 

Pre-Course Assessment 

2. Session Two: Personal Best, Professional 

Best 

The Importance of Appearance 

First Impressions Count! 

Making Connections 

3. Session Three: What Employees Want 

What Employees Want 

4. Session Four: Positive Attitude 

Having a Positive Attitude 

Stress Reduction: Nurturing Your Positive 

Attitude 

5. Session Five: Understanding and Improving 

Assertiveness 

What is Assertiveness? 

Making Connections 

Quiz 

Answer Key 

Improving Your Assertiveness Skills 

6. Session Six: Time Management and 

Planning 

Self-Management 

Making Connections 

Time Management Tips 

Where Do You Stand? 

Planning 

7. Session Seven: Working as a Team 

Working as a Team Exercise 

8. Session Eight: Asking and Listening 

Asking Questions 

Active Listening 

Tips for Becoming a Better Listener 

9. Session Nine: Non-Verbal Messages 

Types of Non-Verbal Messages 

Body Language 

The Signals People Send 

10. Session Ten: Setting Goals 

Setting SMART Goals 

Making Connections 

A Personal Action Plan 



11. Personal Action Plan 

Starting Point 

Where I Want to Go  

12. Course Summary 

13. Recommended Reading List 

14. Post-Course Assessment 

15. How I Will Get There



 


