
QUICK  TIP      
Follow Through
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Now that I am finished that task, what do I do now? 

Following Through  

1) Report to supervisor. “ I have completed the job, would you like to check it?” 

2) Ask what to do next. “I have completed the job you gave me, what would you like me to do next.”

3) Take the initiative. “ I completed the job, I see there are boxes that need to be unpacked, would you like me to do those?”

4) Report problems. “Mr. ____ in doing the job I have encountered some problems, I did not want to go any further until you advise me what to do.”

Why follow through?

1) Let your employer know status of project.

2) Report any problem that you may have encountered. Any work that needs to be redone is expensive.

3) Show initiative and a willingness to please your employer.

4) Do a task without permission may result in rework which is added expense. Always ask.

5) Let supervisor know you are available for another assignment.  

Additional Thoughts.

1. Stay away from those that waste time, Smokers, Coffee Drinkers, Hide outers.

2. If the supervisor appears busy, make yourself visible with out being rude. IE knock, wave or say excuse me and wait for signal. Stay nearby and recheck every 10 minutes.

3. Report privately any safety problem you see.

4. Body language and voice tone is critical in follow through. Look enthusiastic, be proud of your work, do not be whiny. 
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