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LESSON 13 
 

 

 

 

 

 

 

 

Introduction:    

This lesson is based on the notes on “The importance of Personality and Interest in Choosing a 

Career”  

Instructions  

1. In your Exercise Book, copy the Header and the learning outcome. Make sure that your 

Handwriting is neat and legible. Go through your lesson notes and attempt the Practice 

Exercise in you exercise book.(We will be checking your Exercise Book when you return to 

School) 

 
 

 

 

 

 

 

Please read your Lesson notes (resource) and complete the Practice Exercise 13 below 

RESOURCE 13 : EXPECTATIONS OF EMPLOYERS  
 

Successful job performance depends upon a large number of factors.  Let us look at the 
professional standard and general expectation of employers in an organisation.   
 
Professional Standards  
Each employee of an organisation has a responsibility to know, to understand and to abide by 
fundamental professional standards and workplace expectations that support a positive work 
environment and promote the highest possible standards of professionalism within the 
organisation.  
Professional Conduct  
Every member of the organisation team must hold high standards of conduct and consider 
themselves professionals capable of meeting the needs and expectations of the people they 
serve and the public at large.   

Customer Service - Know your internal and external customers. If you are not certain who 
your customers are, please ask your direct supervisor.  Provide exemplary service to all 
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Learning outcomes: At the end of this lesson, you should be able to: 

1. explain expectations of employers in terms of professional standards and workplace 

expectations.   

2. define rights and responsibilities and workplace and list and explain workplace rights and 
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3. define discriminations also list, explain and give examples on the two types of 

discriminations, and enumerate ways to prevent discrimination in the workplace 
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customers. Respond to requests for assistance and other inquiries in a timely manner and 
provide helpful advice with options when readily available. 
 

 Courtesy - Be kind, courteous, professional, and respectful to customers, co-workers, 
supervisors, managers, external partners, and the public. Refrain from behaviours, actions, or 
language constituting workplace harassment or bullying. Any form of workplace harassment 
or bullying is unacceptable conduct.  

Ethics - Conduct yourself according to the highest ethical standards and promote an 
environment of public trust that is free from conflict of interest, fraud, abuse of authority, and 
misuse of public property.   

 Safety - Ensure your organisation has a disaster preparedness plan. Complete training on 
Disaster Response to learn about the organisation’s Disaster and Emergency Response 
Procedures. Follow all safety directives of the Department of Health and Department of 
Labour and Industry.  
 

Teamwork - Work as a team for the good of the organisation. Share information and good 
ideas to improve operations and outcomes.  Celebrate each other’s achievements to promote 
the success of the organisation. Be receptive to constructive feedback. Be open to input from 
your co-workers, direct reports, and supervisor/managers. Seek help when you need it and 
give help when asked.   
 

Responsibility and Accountability - Meet commitments and deadlines. Be “work focused”; 
dependable and accountable; productive. Take care of personal needs and business during 
your breaks and lunch period. Keep your supervisor informed of any problems or issues so 
he/she is aware of them before hearing from a customer or co-workers.  
 

Confidentiality - Be familiar with all the policies surrounding confidentiality and abide by 
them. Maintain confidential information whether verbal, written, faxed, photographic, or 
electronic in a manner that safeguards its privacy. Do not discuss, leave or display 
confidential information in open or public areas such as in elevators, hallways, lobbies, food 
areas or electronic sites with unrestricted access that is scanner.  
 

Professionalism – Be knowledgeable about the activities of the business.  Conduct 
business and complete tasks proficiently.  Represent the organisation in a professional 
manner. Hold honesty and integrity as essential character traits. Maintain a positive attitude. 
Aspire to excellence. Value personal competency and the competency of co-workers. Rely on 
the organisation’s Mission, Vision, Core Values and Workplace Expectations to guide 
conduct.  
 

 

Now attempt Practice Exercise 13 

Copy the questions onto your exercise books and write your answers.  

 

                                                      PRACTICE EXERCISE 13 

 

Q1. List the expectations of the employer and briefly explain each. 

Q2. As a professional, what would be your characteristics?  


