
 167
©

CAREER MANAGEMENT:  Unit 3     LESSON 13

Go the Extra Mile

Complete all work early.

Volunteer for extra work.

Find work to do without being told.

Offer to help co-workers.

Come to work early.

Clean up after yourself.

Help and support co-workers.

Keep a positive attitude.

Compliment others and never gossip.

Learn new skills.
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