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			Get it right from the beginning!

			
					Problem: what are the strengths to work on and the pitfalls to avoid for a successful trial period?

					Uses: making the most of your first few months in a job will enable you to quickly build credibility and carve out your future at the company.

					Context: first job, job change, starting work again after time off.

					FAQs:	How can I prepare for my new job?

	How can I manage my anxiety?

	What should I wear?

	How can I immerse myself in the company culture?

	How can I get people to accept the changes I want to make?

	If I have questions, who should I ask?

	Who can I turn to for support?




			

			Whether you are a recent graduate, a new hire or a freshly promoted employee, the first few months of your job are crucial. The recruitment process only really ends after this period, and it provides vital indications about the employee’s future at the company.

			However well the first contact during the recruitment process went, starting in a new role often means significant pressure. Making the effort to quickly acquire credibility with the people around you will help you to be accepted and acknowledged in your role and give you a strong enough foundation to effect change. In order to secure this valuable legitimacy, you will need to know the mistakes to avoid and the tricks that will allow you to understand your employer’s expectations.

			Like the first 100 days for political leaders, the first few months at a company are vital to prove yourself and show that you deserve to be there. Recruitment agencies, HR departments and managers are well aware of this, which is why it is so important to prepare for your new job, pay attention to your new environment and communicate as effectively as possible.

		


		
			Starting a new job: the basics

			Whether you are returning to work after time off or moving straight from one job to another, you will need to prepare for your new duties. This preparation will be different depending on your situation and your profile, but neglecting it would be a big mistake!

			Preparing to get off on the right foot

			Starting a new job requires considerable personal investment. Be prepared to spend a lot of time at the office, whether sitting at your computer, in meetings or with your new colleagues. Being there more at the beginning will allow you to identify the main issues the role, adjust your expectations to the reality on the ground and get a good overview of how your new company works. You should give the role your full attention in order to pick up on all the official and unofficial information you can get your hands on; both are essential to understand the culture of your new company. In order to tackle this marathon task, it is important to be physically rested, stick to a healthy lifestyle and be intellectually and psychologically ready to take in, interpret and analyse the new information.

			
				
					EXTRA INFORMATION

					When you accept a new job, you may be well aware that it will take up a big chunk of your time for the next few months, but the same cannot be said for your friends and family. Make sure you tell them. It is not always easy to see your free time eaten away at, but it is even harder when you are constantly being invited to do things and people are reluctant to take no for an answer.

				

			

			Always do some research on your new employer, as this will stop you from asking questions you should have already known the answer to. Find out everything you can about them. Be curious! Some companies publish an introductory booklet for their new employees. Read it thoroughly, but keep in mind that it is a communication tool and may be quite subjective.

			If you are returning to work after time off, it may be useful to work on your memory and concentration before the big day. Memory games, brain teasers, mental maths, logic puzzles, and so on are easy and fun exercises that will make you more efficient when you go back to work. Similarly, if your life lost its structure during your months of job searching, reintroduce a regular schedule and start (or go back to) exercising. 

			Conversely, if you are coming straight from another position, try to take at least a month’s break between the two jobs. This will give you time to reflect on your old position, think about your expectations for your new job and recharge your batteries. Make the most of this downtime to put your old job completely behind you. You can get a sheet of paper and list both the positive and less positive parts of your last experience. Turning the page on this period of your career will allow you to begin your new job with a fresh outlook. Starting a new job nostalgic for the past is never a good idea. Comparing the IT systems, working processes or management methods of your new working environment with your old job is not the best way of justifying the decision to hire you.

			Integrate successfully through active listening

			The first step in establishing your credibility is to fit in at your new company. In order to do this, you need to pay close attention to your new environment and listen out for all the little signs around you. In other words, try to understand where you have ended up working!

			Obviously, you need to pay attention to everything that is explicitly told and explained to you. Do not be afraid to take notes, even if you end up writing everything down. Make sure you organise them well and reread them every day. The aim is to make sure that they are accessible and understandable and that everything is clear to you. If some parts are vague or incomplete, ask your new colleagues. It is completely normal to have questions when you are new!

			On top of all these official indications, there is also unofficial information, which is often more difficult to catch but just as vital if you want to find your place within the company. What are the relationships between team members like? How do coffee and lunch breaks usually go? Who seems particularly distant towards you? By actively observing your new work environment, you will find out who you can trust, who you can ask questions and who you can look to for support, as well as who wields influence and who behaves more politically. By paying attention to the culture of your company and to all the people you talk to, you will be able to understand and analyse what they expect from you. This stage is vital in building your credibility. Indeed, since credibility is entirely subjective, individuals grant it based on their own frame of reference. Each person will decide whether somebody is credible or not according to their own needs and expectations.

			Get your skills recognised with smart communication

			It cannot be stressed enough: knowing how to communicate is a major asset if you want to succeed. You can have all the skills and experience in the world, but if you cannot get your knowledge across well and fail to showcase your strengths, it will be difficult for you to make an impact.

			Appearance matters

			As early as the 1st century BC, the Roman rhetorician Quintilian had understood the importance of appearances, because he taught his students that “Vestis virum reddit” (“the clothes make the man”). This is even more the case in our image-conscious society: first impressions are decisive. This means that you need to choose clothes that are appropriate to your position and that you feel comfortable in. Do not forget about your hands and your hair, and pay particular attention to your posture. Someone who stands up straight, smiles and does not shy away from making eye contact exudes professionalism and encourages other to like and trust them. All these little external signs give you a general appearance that your colleagues will be keen to analyse to try and pin you down. Remember that it takes three seconds on average to make a judgement about a person and that more than half of this impression comes from physical appearance.

			
				
					EXTRA INFORMATION

					Pay attention to your table manners. If your boss suggests eating together, this is not necessarily (only) because it is more sociable and informal to meet outside the office. It may also be a way of observing your behaviour. If your role involves dealing with customers, your manners can open or, conversely, close doors for you.

				

			

			Introduce yourself

			If nobody has been assigned to introduce you to people and show you around, ask to meet your new colleagues or take the initiative to go introduce yourself. Smile and be polite and friendly to everyone, from the cleaning staff to the CEO. Remember everyone’s names as much as possible and, if your memory lets you down, ask the person whose name you have forgotten to reintroduce themselves the next time you see them. Do not wait, or it may be too late to ask the question without embarrassing yourself!

			
				
					QUICK TIP

					If you do not have a good memory for faces, draw a map of your office with the position of all the desks and the name of the person who sits there. If you need to, add a brief description or comment that will help you to remember your new colleagues: “tall guy with brown hair; met at the coffee machine”, “small blonde woman with red glasses”, and so on.

					Of course, you cannot leave this document lying around where anyone can see it. File it away with your things so that you are the only person who can access it.

				

			

			You also need to pay attention to your tone when giving your opinion or delivering a presentation. Be confident, purposeful and dynamic in your communication. A person who inspires confidence and radiate energy can motivate teams, which is a useful and highly sought-after asset.

			Be positive

			No progress has ever come from needless criticism, and this will not win you recognition at work. On the other hand, a positive and enthusiastic attitude is constructive. This does not mean that you should never suggest changes – quite the opposite! Start by praising the good elements that are already in place, as this will make people pay more attention to you, and they will consequently be more inclined to listen to suggested improvements.

			Combine prudence and initiative

			It is not easy to find the right tone to obtain recognition for your work without showing off and risking coming across as a know-it-all. It is therefore essential to remain modest and prudent, while at the same time being quick to show initiative and be proactive. In short, you need to be visible, but not overly conspicuous.

			Do not try to attract the attention of your superiors too quickly; taking things one step at a time is a much better strategy. Make the effort to fit in with your team and the different departments you will be working with, and only start looking for attention once you are working to full capacity and, above all, when you are creating added value. It is a good idea to get yourself noticed after you have reached the break-even point, meaning that you bring added value to your employer.

			Speak and write clearly

			“Whatever we conceive well we express clearly, and words flow with ease.” Nicolas Boileau (French poet and critic, 1636-1711)

			Communicating well means not only showing that you have understood your employer’s expectations and the issues involved in each project, but also that you can structure and organise the information you have been given. Expressing yourself clearly and appropriately is a major asset, and is appreciated by subordinates, collaborators and managers.

			You should also pay attention to your written communication. Answer your emails quickly, adding a subject line if there is not one already and a signature that will allow others to reach you quickly. When you organise meetings, include a start and end time, a place and an agenda. In reports and minutes, use plenty of short sentences and bullet points, as this is less time-consuming for the reader and makes it easier to take in the content.

			Arrange a meeting to discuss progress

			After you have been at your new job for a month, it is a good idea to ask your supervisor (one level above you in the company hierarchy) for a meeting in order to make a first assessment of your work. They can highlight your achievements, identify areas for improvement and explain their expectations for the coming weeks and months. This meeting will motivate you for the next phase and allow you to adjust your strategy if need be in order to give yourself the best possible chance of ensuring your future at the company. If your supervisor does not set up this meeting, take the initiative to set it up yourself. They cannot take this request the wrong way: it shows your commitment and your desire to do a good job.

			
				
					EXTRA INFORMATION

					If you have two managers, ask to meet with both of them. Similarly, when you are sending emails, they should be sent to both superiors.

				

			

			Some specifics

			Starting out

			You have just graduated and moved on to the world of work. There are two pitfalls to avoid:

			
					Overconfidence, especially if you studied at a prestigious university. You may have a good degree, but you still have a lot to learn, and most of the people around you will have much more experience than you. Employers appreciate humility, and they will want you to ask questions and learn from your mistakes so that you can make progress.

					A lack of self-confidence. Do not put yourself down. While it is true that you do not have much professional experience, you would not have been chosen for the job if you did not have the skills to do it. You deserve this job and you belong there. Your hunger to learn, your youth and your energy are valuable and sought-after qualities – make sure they are recognised.

			

			Becoming a manager

			If you have been appointed to lead a team, it is essential to take the time to meet each person individually. Set up a schedule early on and send meeting invites to your team members.

			Find out about potential bones of contention or interpersonal problems within the group. If possible, a meeting, even if it is only brief, with your predecessor is valuable. If one of your team members had their eye on your job, it is better to know early on. Your first interactions with them may be challenging, so it is best to prepare and try to smooth

			
			
			
				
					
					
				

			

			
			
					Not accepting the responsibility of your new position and assuring your new team that the title will not change anything. There are much better ways of establishing your authority as a manager, being credible and getting things done!

					Showing favouritism. You can still maintain your friendships, but when you are at work you need to be fair and impartial towards all the members of your team.

					Forgetting to keep your thoughts to yourself. In your past role, you could get away with criticising company policy or your manager’s behaviour. However, from now on you cannot make the same comments about your superiors, as they are expecting you to support them.

			

			Extending your trial period
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