

	
	
	




Managing yourself at work & workplace etiquette
worksheet 2

This worksheet will help you focus on how to bring your Personal Brand to life in the workplace, whilst meeting the expectations of your role. There are a number of activities to work through, with spaces below for your notes. 
Worksheet 1 helped you to think about your own Personal Brand, and what you want to be known for at work. Within that, we all need to conform to specific expectations at work – some of the most important expectations are Dress Code and Code of Conduct.
Every workplace will be different – so it is important to ask questions about the expected Dress Code and Code of Conduct. In many workplaces there will be documents and policies on these things, however in some workplaces, these things are not easily understood, and so you will need to ask questions to find out what exactly is expected. 
Do your own research so that you know how to be your best and meet expectations at work – the following are key questions you can ask.

Dress code
Is there a uniform or specific clothing you will be required to wear in your role? (ask this question to your employer or manager)
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Are you free to wear what you want to work?... and do you know what you will wear?

What do most people who work in your role wear to work?








Thinking about your Personal Brand (Worksheet 1 in this module), what will you wear to work that is going to get you known for your strengths, your values, and still meet the expectations of the workplace and the job you are doing?


HINT: Some people put together a “Capsule Wardrobe” that has a few key pieces of clothing that are ideal for work, and they wear those items consistently to work – do some research on the internet on “Capsule Wardrobe for Work”

code of conduct
Many workplaces have a documented Code of Conduct (particularly large organisations or regulated industries). However, some workplaces are more casual, and expected conduct or behaviours are not always talked about, but are understood.

So, just as with Dress Code, it is important ask your employer about any existing Code of Conduct. The following are some questions you can ask about Code of Conduct.

Where will I find the Code of Conduct for this organisation or for this industry?


What kinds of behaviours are covered by the Code of Conduct?






What is really important or critical in the Code of Conduct? (eg. restrictions on use of work computers for personal internet browsing, or importance of signing in officially when arriving at work)

What questions do you have for your employer regarding the Code of Conduct as it will apply to your role?
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