
West Branch High School Career Based Intervention 
Program



Your interview went well and you have 
received an offer.

•Offer: an offer by an employer to hire you 
for a certain job.



Terms: the details of the offer.       

• Job Title

• Pay

• Extras that go with the job.

• How many hours a week you are expected to work.

• When you will start.

• How long the job will last.



 You do not have to accept the job offer.  You can reject the offer if it is not for you.

 Why reject the offer?

• Maybe the job is not a good match for you after all.

• Maybe you have been offered a better position somewhere else.

• Maybe the offer does not have the benefits, or the hours you need.

• Maybe the pay is not what you think it should be.

• Maybe there isn’t enough room for advancement.

 Thank the employer for the offer and tell them that the job is not right for you.
• Send a thank you letter and say good things about the company.



If you don’t like the terms of the offer, you could 
negotiate.

Negotiate: to try to get better terms.

•You can try to get better pay.

•Benefits.

•More or less hours per week.

Be polite when you ask, the employer does not 
owe you anything.  They will not hire you if you 
seem unhappy with the job offer.



Make sure to dress appropriately for the job.

If you don’t know what to wear, ASK.

•Dress Code: a description of clothes that are 
appropriate for work.

If there ever is a question in your mind as to what to 
wear, ASK.  Don’t just show up in what you think is 
appropriate.

Ask if there is a uniform.



Find your supervisor as soon as you get to work.

• Ask your supervisor for direction, not a coworker.

• Listen carefully to what they are telling you.

• If you don’t understand something ask about it.

• Follow your directions exactly.  You may not understand why 

something is done a certain way, but as a beginner just do 

it.  After you have been there for a while you will learn why.

• A new hire does not need to be asking why all the time.



Sometimes new workers don’t get a lot of directions 
before they start, they are expected to figure it out on 
their own.  
• If this happens to you, don’t panic.

• Look around where you work.

• You may see things that need to be done.

• Ask your boss if you should do them.

• Eventually you will learn what needs to be done.

• Do not wait to be told what to do, just start working.



There may be a lot for you to learn in your new job.

You may need some help at first and this is normal.

Ask for help if you need it.

 If you don’t know how to do something ask your 
supervisor.
• Do not say you know how to do something and then ask 

a coworker after the boss leaves.  They understand that 
you don’t know everything and will not think less of you 
if you ask for help.

 If your supervisor is busy, then ask an experienced 
coworker.



Orientation: a program that introduces employees to a company.

• You will learn how the company does things.

• You will learn the company rules.

• Sometimes if the company is large you may have orientation 
with a group of people.

• If they give you any information to take home make sure that 
you read it carefully and understand it.

• Saying “I didn’t know”, is not an excuse in the work place.



Find out where to put your things.

•Some places have lockers or cubbies just like 
in school.

Find out where you will take your breaks.

•Do you know where to sit during your breaks?

•Do you know where you can eat lunch?

•Some places have a lunchroom some just a 
break area.

•Some places allow you to go outside when you 
take a break.



 If you have a personal fact sheet bring it with you on your first day.

 You will fill out an I-9 and a W4.

• An I-9 shows that you are allowed to work in the United States.

• A W4 tells how much tax to withhold from your paycheck.

 You will need to know or bring your Social Security number with you.

 You will need to bring proof that you are allowed to work in the United States.

• Bring your ID that has a photo of you on it.

• Bring your birth certificate

• Bring your Social Security Card

 Bring Your Work Permit

 Ask for or print a copy and take it with you to work.  This will need to be filed with the 
school or you cannot work. (under 18)






