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Making a mistake is not the end of the world. 
1) 1.  State, “I did it!”  Give no excuses. 
2) Say that you will correct the mistake immediately.  “I will correct that error right now.”

3) State you will not do it again.  “I will do my best not to repeat this error.”

Being blamed for something you did not do.
1) Listen to your employer’s verbal frustrations.
2) Tell you boss you will correct the error.
3) Tell your boss you believe you are not responsible for this mistake.
4) Speak to your boss in private.

5) Discuss the error with your co-workers.  

6) Assist the individual who made the mistake.

Additional  Thoughts.
1. Stay away from office politics.  Do NOT take sides in discussions.
2. Don’t broadcast your errors to everyone.  “Look how stupid I am.  I made that same mistake again.”

3. Don’t dream out loud about the “better job” you are going to get, or the fact that you are looking for another job.  Be loyal to your employer.  Appreciate the present opportunity.  Your co-workers may manipulate the information you give them to their benefit.

4. Don’t talk about personal problems at work.  Leave your family life, personal friend activities, and school conflicts out of the office conversations.  What you say may be used against you in the future. 
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