WORKPLACE WRITNG PROMPT #10
TOPIC: Work Ethics-Good Employee Traits

QUESTION: Write an informational essay describing ethical behavior for a good employee. Although

the article discusses 10 signs that you are a bad employee, YOU ARE GOING TO CHANGE THE
lNFORMATiON TO WHATIT MEANSTO BE A GOOD EMPLOYEEI What traits do sood employees have?

DIRECTIONS:

1. Read the following text:
e Ten Signs You're A Bad Employee

2. Asyou read the text, think about details from the text you might want to use in your
essay. You may highlight key points and ideas.

3. After reading the text, create a plan for your essay. Think about ideas, facts,
definitions, details, and other information or examples you want to use.

4. Writeab paragraph essay with an introduction, 3 body paragraphs, and a
conclusion. Each paragraph should contain 3-6 sentences. Follow this outline:

¢ Introduction paragraph 1 - introduce the article clearly and provide 2 focus.
xplain what the essay will be about. Turn the topic question into a
statement.

+ Paragraph2-— Describe 5 good employee traits. Remember, you are
changing bad traits into good ones.

e Paragraph 3 - Discuss why these 5 traits top your list for a good employee.
Give examples of situations at work that support your selections. You can
use examples from the article or personal experiences.

¢ Paragraph 4 — Tell about some things an employee can do to improve their
own behavior. Inciude how this improves work performance.

e Conclusion Paragraph 5 — provide a summary of the information just

presented.

5. Be sure to use correct sentence structure, grammar, punctuation, and spelling. Use
clear language and vocabulary. Use appropriate and varied transitions to create
cohesion. Be sure to use information and details from the text.



10 Signs You're A Bad Employee

By Richard Feloni

Confidence and self-esteem in the workplace can go & long way. Too much of either,
though, and you may end up being the dreaded "problem employee.”

If you've got an inflated sense of self-worth or are just ignorant of how your bosses and
co-workers perceive you, you could be dragging your team down without even realizing

it.
Want to find out if you're the office outcast? Take a look at the list below.

1. You're always late.

Maybe you just happen to move slowly in the morning, the line at your favorite lunch
place adds 10 minutes to your break, or important calls seem to always come up before
meetings. Whatever the case, rationalizing it won't help your reputation. Habitually
poor time management will make your boss see you a5 selfish.

2. You make a lot of excuses.

People take notice when your excuses for why you can't do something outnumber the
times you successfully do your work. And if problems you can't solve do arise during the
day, communicate them to your boss and colleagues jmmediately and honestly.

3. You complain about unexpected assignments.

Nobody likes the surprise of extra work, but if you regularly communicate your
dissatisfaction with grumbling or even an explicit denial of the assignment, you will be
labeled as someone with a poor work ethic.

4. You love to gossip-

Getting the inside scoop on your colleagues canl be hard to resist, and sharing all your
problems with coworkers can be cathartic. But after time, ruinors and complaints will be
agsociated with you, and you will lose the respect of your peers.

5. You're convinced you're the sinartest person in the office.
Let's just assume that you are as Brilliant as you think you are; you're still part of a team.
And arrogant employees who don't respect the corporate hierarchy aren't going to Jast

very long.

6. You don't believe in your company's mission or values.
1f you're regularly making snarky remarks about what your employer stands for, your
colleagues will likely have a hard time trusting your judgment on decisions. If you

separate yourself from your company, then your employer is going to catch on and could
separate from you.



7. You're noticeably less productive than your colleagues,

If your boss seems to be spending more time with you than your coworkers, and these
colleagues are constantly having to assist you, your employer may eventually determine
that trying to improve your performance is a waste of time and money.

8. Your colleagues clearly don't enjoy working with you.

If it seems like coworkers aren't making eye contact with you or are uncomfortable when
working with you on a project, it may actually be because they are afraid of you, or at
least categorize you as a bad team-player. If you're too aggressive or pushy, you'll come
to be seen as a "lone wolf" that no one wants to deal with.

9. You find yourself regularly apologizing to clients — or having your boss do it for you.
Everyone makes mistakes, but if it seems like your customers are regularly dissatisfied
with your work, your employer is going to start seeing you as a danger to the company.

10. You can't take "no" for an answer.

If you find yourself defending your idea even after everyone has expressed he or she
disagrees with it, you'll start to be seen as a troublemaker. Sometimes you just need to
let things go for the sake of the team.




