
 

 
 

JOB SEARCH RESOURCES - STAGE THREE 
 

• Salary negotiations 

• Transitioning to a new job 
 
 

 
 
MQE Career Services prepares students with workplace readiness skills, helps them to determine their 
career path, and supports them in developing their professional networks through services, resources 

and events in their pursuit of meaningful careers. 
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Have you recently accepted a new job? Congratulations! Now you need to think about how 
you can best transition into the organization.  This article is intended to help you plan your 
entry and guide you in the transition process for your first 100 Days.  If this is your first job, 
or you are early in your career you will have to begin creating credibility in your field.  Be 
open to learning new things and asking good questions as you adjust into the new role.  If 
you are experienced in your field, or in a leadership role, you will still have to understand 
where you fit within the new work environment, but you will be more visible and probably be 
able to deliver value sooner.  Whether you are early in your career or have worked for 
several years, this article will provide tips and strategies for your transition.  
In addition to your technical skills, you will also be judged on your ability to fit into their work 
environment.  A recent study shows the following skills/traits employers look for in their 
employees. Consider displaying these traits as you transition into your new 
role.                                                  
  
Your First 100 Hours 
  
Keep in mind…preparation leads to confidence so prepare for your transitio 
Dress Professionally.  As a new employee you will be noticed by others.  Do not let your 
clothes be their first impression of you.  For the first 100 hours’ dress professionally 
conservative or in-line with the company dress code if there is one. 
  
Takes Notes.  Carry a notepad with you and capture important information.  It will also show 
that you are attentive and you’ll have notes to refer back to when needed. 
  
Remember Names.  No one will expect you to remember everyone’s name but try to learn 
them quickly.  It’s ok in the beginning to say “I am sorry but do you mind repeating your 
name again, thank you”. 
  
Introduce Yourself.  Try to meet as many people as possible, even if you have to walk up 
to them and introduce yourself.  If possible, ask to be involved in your announcement in 
order to maximize how you are seen, presented, and positioned. 
  
Ask Questions.  You will not be expected to know everything in the beginning, but you will 
be expected to ask questions and become comfortable and more knowledgeable in your 
new setting within the first couple of weeks.  Develop a strategy for how you will get more of 
the critical information you need about the organization, the people, the work and the culture 
so you can build solid relationships with your new boss and peers.  Develop a list of 
questions and topics to discuss with your new boss so that your role and responsibilities are 
clear and well-defined.  
  
Work hard.  You want to make a good impression and be known as hard worker.  In the 
beginning and based on your observations, consider coming in a little early and stay a little 
late to brand yourself as a committed employee and hard worker. 
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Develop Relationships.  Participate in group lunches, community events and various 
activities during and after work. 
  
Do Not Let Gossip Influence You.  People may talk and try to warn you about a person or 
situation.  Don’t get caught up in these situations and come to your own conclusions based 
on your own observations.  
  
Your First 100 Days 
  
Understand The Culture 
 
A successful transition requires you to identify the cultural norms and styles of the 
organization, your manager and peers.  This is a critical step in understanding the 
similarities and avoiding potential mismatches between your style and the company’s 
culture. 
You probably gained an impression of the culture during your research and 
interviewing…now you need to refine what you know.  Observe how things are done and 
how people interact.  
Consider the following: 
Do people collaborate or compete 
Do people communicate face-to-face or electronically 
Does management empower employees or micro-manage them 
Are people open and friendly or quiet and business-like 
Does the company respect diversity (gender, language, religion)? 
Plus, any other company norms that you observe 
  
Determine and Align Expecations 
Understand what business results are expected, in what priority, and how those results will 
be measured. 
Even though some of these questions were asked during the interview process, you will 
need to fine-tune the answers to the following: 
 
What are you responsible for? 
What are the immediate expectations and longer term goals? 
What are your boss’s priorities?  What is most important? 
What kind of working relationship does your boss prefer? 
Is there anything happening in the organization that you should know about? 
What key people should you meet? 
  
Focus On Early Impact Projects 
Make an impact as early as possible once alliances and relationships are built. 
The short-term and long-term focus needs to be balanced because you need to 
demonstrate your effectiveness early on in order to become an established force within the 
organization. 
Do not try to spend time on every possible project or initiative; your efforts will be diluted. 
Ask yourself: 
 
Considering what you have learned about the organization, what projects are most 
important to undertake in the first 100 days, six months, first year? 
Which projects are long-term and which are short-term? 



Of the short-term projects, which are most likely to create an early positive impact on the 
organization? 
  
Build Alliances/Relationships and Influence Others 
Your entry as a new employee will also create change in the organizational structure and 
social fabric. You will need to build working relationships with your peers quickly.  Think 
about what you want to convey, and then find the best way to do it. 
You will need to establish meaningful and genuine connections with your boss, peers, senior 
management, customers and employees to build trust and credibility quickly.  These 
connections will be the beginning of relationship building, and provide the foundation for you 
to contribute effectively in the organization. 
Moving too quickly on what you need to deliver without having built positive alliances can 
sometimes alienate others and undermine essential cooperation and support.  Stay low until 
you understand the culture and environment.  
Use a combination of individual and group meetings to gather information. 
In the beginning, make as many contacts with peers as possible while it is still acceptable to 
ask questions. 
As early as possible, you will need to understand the following: 
 
What are others responsible for?  What is important to them?  What do they need?  What is 
their professional background? 
What works for them?  What doesn’t?  What are their ideas of what should be done to 
improve things? 
How does your job fit with what they do?  How can you make their job easier?  Briefly 
describe yourself.  Ask what they would like to know about you. 
Who are the people in control of the resources that make your work happen? 
  
  
Not all of these factors will apply when transitioning into a new position, however most 
will.  The industry, type of organization, your specific role, size of company, start-up, and/or 
if your role allows working remotely will factor into what you need to do to adjust effectively.  
  

Finally, it is important to establish your credibility and value to the organization as early as 

possible, but in a positive manner.  Don’t push your opinions and ideas on others until you 

understand the issues and the impact of your thoughts.  Sometimes silence can communicate a 

message as well.  Never be afraid to say “I would like to gather more information, or gain a 

better understanding before I make a decision on this matter”.  Be open, professional, and do 

the right things to successfully transition into your new job 


