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Reading practice will constantly lead individuals not to satisfied reading Effective Immediately: How To Fit
In, Sand Out, And Move Up At Your First Real Job By Emily Bennington, Skip Lineberg, an e-book, ten e-
book, hundreds publications, and also more. One that will certainly make them feel pleased is completing
reading this publication Effective Immediately: How To Fit In, Stand Out, And Move Up At Your First Real
Job By Emily Bennington, Skip Lineberg aswell as getting the message of the publications, after that finding
the other next e-book to check out. It proceeds a growing number of. The time to finish checking out an e-
book Effective Immediately: How To Fit In, Stand Out, And Move Up At Your First Real Job By Emily
Bennington, Skip Lineberg will be always various relying on spar time to spend; one instance is this
Effective Immediately: How To Fit In, Stand Out, And Move Up At Your First Real Job By Emily
Bennington, Skip Lineberg

Review
“Effective Immediately will teach you what you didn’t learn in college.”
—Jim Pawlak, business book reviewer for The Dallas Morning News, 5/2/10

“For recent graduates accustomed to giving teachers exactly what’s expected, the challenge of a workplace
may be daunting. That’s why it would be useful for college presidents to hand out Effective Immediately to
their students along with the diplomas. Co-authors Emily Bennington and Skip Lineberg tell readers how to
make their mark early on.”

—L eslie Whitaker, Content That Works

“Thisisabook with brevity, energy and wit likely to appeal to newbiesin the career maze.”
—Joyce Lain Kennedy, Tribune Media Services

“The perfect resource to help college graduates launch a successful career.”
—Brad Smith, president and chief executive officer, Intuit

“A no-nonsense guide to maintaining a powerful presence at work that yields extraordinary results and keeps
you ahead of the pack.”
—Dan Schawbel, personal branding expert and author of Me 2.0

“Gradswill learn alot and have afew good laughsin the process.”
—Alexandra Levit, author of New Job, New You

“This book is filled with invaluable wisdom from authors who have led and inspired others. It's that
increasingly rare book—written with respect for our time with brevity, clarity, energy, and wit. What more



could areader ask for?’
—Harry Beckwith, bestselling author of Selling the Invisible and Y ou, Inc.

“Effective Immediately shows recent college graduates how to be key players at work by providing them
with the necessary tools to successfully manage their professional image, their relationships with coworkers
and their boss, and ultimately their career trajectory.”

—Shawn Graham, director of MBA Career Services, University of Pittsburgh, and author of Courting Y our
Career

“An essential resource for young professionals that bridges the gap between what you can’t learn in
college—and what you need to know to succeed on the job.”
—Gaston Caperton, president, the College Board, creator of the SAT and Advanced Placement Program

“This book packs awallop of practical wisdom for young rookies determined to make it to the all-stars.”
—Robyn Waters, author of The Trendmaster’ s Guide and The Hummer and the Mini

About the Author

A protégée and her mentor, Emily Bennington and Skip Lineberg help recent graduates bridge the gap
between college and the workforce. Motivated by the premise that free coffee shouldn’t be the sole highlight
of a newbie’'s workday, Emily and Skip regularly host seminars on career success. Both authors live in
Charleston, West Virginia.

During her first years in the workforce, Emily Bennington helped manage a successful Supreme Court
Justice race and became the spokesperson for a business that was under intense public scrutiny. After
navigating such sink-or-swim experiences with the guidance of her first boss, Skip Lineberg, Emily
discovered that not all graduates are blessed with great mentors. Today she is a frequent speaker at
universities and organizations on the topic of career success, particularly advancing the skills of young
women in the workplace and volunteering as a means of leadership development. Emily also teaches a
graduate course on social media and hosts a popular career blog at www.Professional Studio365.com. Sheis
amember of the CAREEREALISM team of career experts and contributes regularly to business publications
and blogs on professional development issues.

As a career newbie, Skip Lineberg learned the art of successful management at General Electric during the
Jack Welch heyday. Today he applies those skills as the owner of Maple Creative, a marketing firm staffed
with more than a few young professionals. Under Skip’s leadership, Maple has grown into a thriving
business and garnered dozens of prestigious awards. Skip also hosts Maple's Marketing Genius blog, which
AdvertisingAge magazine named one of the 150 most influential business blogs on the Web.

Excerpt. © Reprinted by permission. All rights reserved.
Introduction

To move up, you must get noticed.

To get noticed, you must attract attention.

To attract attention, you must be distinctive.

To be distinctive, you must be known for results.

As anew professional, learning how to be a professional is your first task. Whatever career or industry you
choose, if you want to be respected by colleagues, invaluable to clients, and a crackerjack to your boss,
mastery of the basics of business

is essential.



Effective Immediately is designed to teach you how to survive your first year in the workforce. But we want
to do more than that—we want you to become great. In a world overrun by the so-so and the okay,
excellence wins, but it's a choice you have to make every day. Long-term success—the only kind that really
matters—never just happens; it is always the result of clear objectives, laser focus, and building good work
habits from day one.

So if you want to be an extraordinary executive, thisis your book. If you're an enthusiastic, curious sort who
is unimpressed by generic catchphrases and who wants—make that demands—to know how to be the best,
thisisyour book.

The principles on these pages, if applied correctly, will elevate you to the top of your game. In fact, by the
time you need to order new business cards, you should already have been promoted. And that’s not
hyperbole, just great business.

To your success,
Emily Bennington
Skip Lineberg

A Contract between Y ou and Uber-Y ou

l, , understand that this is a critical time in my career when first impressions
matter. | promise to stack the odds in my favor as much as possible by arriving at work on time every day,
meeting all assigned deadlines, taking ownership of my projects, and continually asking myself, “If it were
my business, would this be acceptable?’

Pursuant to same, | pledge to use this time to earn the trust and respect of my peers and subordinates. |
recognize that when | am promoted to a management position, | will be responsible for leading these very
colleagues.

| acknowledge that this contract is between me and myself and carries no rewards or penalties apart from
accel erated success, faster promotions, and my own personal transformation from new graduate to first-class
executive.

Signature Date

Part One
Get It Right, Right Out of the Gate

From your very first day on the job, you are being evaluated by supervisors and colleagues. Will they judge
you as arank-and-file associate or a potential leader?

The answer is often determined by the first impressions you make. And it doesn’t matter whether you are the
world’s most productive, intelligent new professional—if you are perceived differently, your career will
suffer.

1 / Conquer Your First Day
Here we are, folks: the first day. And right now, you are under the microscope. Since your supervisors can’t
judge you on performance and contributions yet, the focus will be on filling out piles of paperwork, getting



you situated, and integrating you into the team. But make no mistake, you are being judged.

However, instead of the usual measures that will kick in once you' re settled into the position, you will be
judged on some very visible, basic parameters:

« Did you show up on time?

» What are you wearing?

Do you display confidence and charisma?

* Do you seem overwhelmed or ready for a challenge?
» How well do you communicate?

» What personal items did you put in your office?

On the first day, your mission is simple: Make a positive first impression. And the way to do that is to be
very intentional about how you present yourself. Here are some tips that will help you not merely survive
your first day, but conquer it with poise and professionalism.

Arrive Early

Make sure you are on-site at least ten to fifteen minutes before your official start time. If your commute
involves driving or taking public transportation, consider rehearsing your route in advance. (Try to go when
travel conditions are as realistic as possible; for instance, don’t make the drive on a Sunday afternoon if
you'll be traveling during weekday morning rush hour.) Giving yourself a bit of extra time will not only
create some leeway if there are any unexpected delays (traffic, parking, and so on), but will also let you step
into the restroom and collect yourself once you arrive. You’'ll be understandably nervous, so don't let normal
first-day jitters spiral into outright panic by getting behind schedule.

Look the Part

The saying “Dress for the job you want, not the one you have” applies from your very first day at work.
While every office is different and some are more casual than others, agood rule of thumb is to dress a notch
above your current station. For most new employees, this means donning a high-quality, conservative suit
that’ s pressed and spotless, wearing shoes that are polished, and carrying a leather (or faux leather) briefcase
or messenger bag. To save time on your big day, have your outfit ready the night before. Also, don’t forget
to bring a pack of breath mints. Even the sharpest suit can be forgotten next to someone who smells like day-
old Starbucks.

Exude Confidence

Thisistruly a crossroads in your life and the first step to building an extraordinary career. You're earning
your own money now, and there's no limit to what you can achieve. Regardless of your past work or life
experiences, thisis an opportunity to start fresh and turn the page. Embrace it and walk tall.

Take Initiative

A great way to come across as friendly and confident right away is to proactively introduce yourself to your
new colleagues. Don’t assume they should reach out to you first because it’s their workplace already. Just
extend a firm handshake, smile warmly, and have some fifteen-second “about me” sound bites ready. Take
some time beforehand to think about the questions you are likely to be asked and be prepared with insightful,
succinct responses. In fact, we'll make it easy—you'’ re probably going to be asked about:

 Your university (and its latest football record)
* Your mgor
* Your professors (if you encounter any alumni)



* Your hometown

« Your current role (“ So, you're our new associate, en?")

* Your tasks (If you don't yet know what types of projects you'll be assigned, just smile and say, “I’m not
sure exactly what I'll be working on yet, but I'm looking

forward to getting started.”)

Also, since you' re going to be doing lots of introductions, come up with some questions for your coworkers
so the conversation is a dialogue rather than a Q & A session. Y ou can research key players online via the
company website, Google, or LinkedIn, but if all else fails, look around their office for clues on topics of
interest. For example, if the walls are dripping with plaques, comment on one. If their desk is filled with
family photos, ask about their children.

The point here is to realize that the impressions you’ re making on the job don’'t have to be left to chance. In
PR, they call this “controlling the message.” You can call it being effective immediately. Are you ready?
Welcome to the workforce!

Newbie to Newbie

L eave the Sequins and Pleather at Home

My first real job was for a company owned by the world's largest fashion conglomerate and located in
America sfashion capital, New York City. | figured | had “made it” and needed to look the part. | researched
all of the major fashion magazines for the latest trends and developed a work wardrobe of gold pleather
pants, brightly colored tops, and excessive chunky jewelry. | even took a day-to-night approach by wearing a
sequined tank that would look great after work and toning it down for the office by pairing it with simple
black pants. It only took a short time to notice that no one else in the office was wearing sequins or gold
pants, and that | had mistaken trendy looks from the magazines' pages for chic business attire. | realized then
that if | wanted to be treated like a professional, | had to dress accordingly.

Nicole Lemoine
Public educator
New York, New York

2 | Have Patience
Fresh out of college, many newbies think that because of their education they have immediate status and
deserve lofty positions. Not so. Status is the result of accomplishment, which is the result of work. Hard,
often tedious work.

Any time you are a new hire, and especially at the beginning of your career, you must build your own
success from the ground up. Do not expect anyone to assume you' re talented. Y ou have to show them—and
this takes time. Usually more time than you expect.

So be patient. Don’t focus on when you’re going to move up; focus on what you’re doing now. As Sir
William Osler (a pioneer of modern medicine) stated, “The best preparation for tomorrow isto do today’s
work superbly well.” If at the end of each workday you can truthfully say that you worked to the best of your
ability, we guarantee your success will take care of itself.

3 / Mind Your “-llities’
To: Entry-Level Associates
From: The Boss



Re: Mind Your “-llities’

Management would like to take this opportunity to welcome all of you aboard. We are thrilled that you have
chosen to work for our organization, and we know that you will be agreat asset to the team.

Having said that, we would also like you to be aware that all respective department heads are now actively
scouting for the company’s next “young guns.” And while other newbies will have orientation as usual (that
is, they’ll be given the tour and then left alone), young guns will be handpicked for the fast track. They will
be carefully groomed for big chairs in the executive suite and will be first in line for promotions, top
projects, personal attention, and other perks.

If you want to become a member of the club, management recommends that you stack the odds in your favor
by minding your “-ilities” (dependability, reliability, humility, accountability, responsibility, likeability,
punctuality, and so on). Until we’ve had enough time to sufficiently evaluate the caliber of your work, our
first impressions of you will be based on perceptible qualities, like “-ilities,” we can see for ourselves. Just
thought you should know.

Sincerely,
The Boss

4 | Prepare for the Brain Dump

Fact: When you’ re new, you' re going to be overwhelmed. Everyone who seemingly knows everything about
your office and its customers is going to randomly “dump” this knowledge on you in rapid, shotgun-like
outbursts. Usually these brain dumps occur in stream-of-consciousness statements that begin on your first
day, often before you' ve had a chance to locate the coffee maker. (“ Ann will be your main client contact, but
she's out of the office on Tuesdays and every other Thursday. Here's the supply closet; if you can’t find
something here, there' s another located on the fifth floor. There are separate recycling containers for paper,
cardboard, glass, and plastic—and all paper recyclables must be totally staple-free. What were we talking
about a minute ago?”)

It's alot to take in at once, but rest assured, the brain dump happens to everyone. Prepare yourself by
knowing that you will be bombarded with new people and new information coming at you from every
direction. However, there are afew things you can do to manage the flow.

Study Y our Business

In your first few days on the job, carve out some time to research everything you can about your company
and how it operates. Explore your website, read your organization’s marketing brochures, annual reports, and
proposals. Without breaching security policies, search around the intranet and read any reports, timelines,
work plans, and other relevant documents you can find. Copy the best of these to your desktop, then format
your work to look similar. This background will most likely answer a lot of the more basic questions that
every new employee asks, so you can stand out with more targeted, insightful observations.

But Do Ask Questions—Even Basic Ones

When you're new, you have about a two-week grace period in which coworkers will cheerfully answer any
inane question you throw at them. Take advantage of this time now and use it to your benefit. Later on, they
may not be so charitable.

Get Organized
When it comes to taking notes, it’s critical to keep everything in one place. Therefore you' [l want to carry



your planner or a notebook with you at all times—you never know when the next brain dump will take place.
(See pages 22-23 for some note-taking tips.) Also, if you work at a job where you’ re responsible for multiple
projects at the same time, start a new page for each one. Thiswill give you space to go back and add notes as
needed.

Stay Sane

Never allow the brain dump to visibly stress you out. Remember, people are still forming impressions of you
at this point; if you can’'t handle the first week without being completely overwhelmed, they’ re naturally
going to wonder whether you’ re cut out for the job. In truth, brain dumps usually occur because most of your
colleagues haven’'t thought much about your arrival before you showed up, so they’re just spouting
information as it comes to them. At the end of the day, take as many notes as you can, smile often, and know
that in a few months you will be brain dumping on the next wide-eyed newbie—just remember to let them
have some coffee first.

5 / Don't Expect a Lot of Hand-Holding

Regardless of where you work or what industry you’re in, there are certain processes, tools, and forms that
make up the standard operating procedures of your company. Perhaps you were introduced to these through a
very organized, systematic orientation. If so, great—consider yourself fortunate. If not, don’t feel
shortchanged or frustrated. Instead, take initiative and master the basics on your own.

In decades past, when most people worked for huge corporations, the training process for newcomers was
given greater attention. Fully staffed human resource departments handled orientation, or mid-level
managers or supervisors were responsible for getting new hires up to speed.

Today, things are different. Companies have pared back layers of management and administrative functions
to become leaner and more competitive. Traditional HR departments are either gone or spread thin. In
addition, the world is becoming increasingly populated by small businesses, many of which have not yet
devel oped structured processes for training new employees. As aresult, basic procedures like orientation get
less direct attention. (And thistrend is not likely to reverse.)

So don't wait for orientation to come to you. Go out and tackle it yourself. Ask your colleagues for help. (Be
patient and persistent, though; providing this information may not be anyone's direct responsibility.) The
following chapter includes lists of questions that are typically addressed during more formal orientations.
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To move up, you must get noticed.

To get noticed, you must attract attention.
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To be distinctive, you must be known for results.

As anew professional, learning how to be a professional is your first task. Whatever career or industry you
choose, if you want to be respected by colleagues, invaluable to clients, and a crackerjack to your boss,
mastery of the basics of business

is essential.

Effective Immediately is designed to teach you how to survive your first year in the workforce. But we want
to do more than that—we want you to become great. In a world overrun by the so-so and the okay,
excellence wins, but it's a choice you have to make every day. L ong-term success—the only kind that really
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habits from day one.

So if you want to be an extraordinary executive, thisisyour book. If you're an enthusiastic, curious sort who
is unimpressed by generic catchphrases and who wants—make that demands—to know how to be the best,
thisisyour book.

The principles on these pages, if applied correctly, will elevate you to the top of your game. In fact, by the
time you need to order new business cards, you should already have been promoted. And that’s not
hyperbole, just great business.

To your success,
Emily Bennington
Skip Lineberg

A Contract between Y ou and Uber-Y ou

I , understand that this is a critical time in my career when first impressions
matter. | promise to stack the odds in my favor as much as possible by arriving at work on time every day,
meeting all assigned deadlines, taking ownership of my projects, and continually asking myself, “If it were
my business, would this be acceptable?’

Pursuant to same, | pledge to use this time to earn the trust and respect of my peers and subordinates. |
recognize that when | am promoted to a management position, | will be responsible for leading these very
colleagues.

| acknowledge that this contract is between me and myself and carries no rewards or penalties apart from
accel erated success, faster promotions, and my own personal transformation from new graduate to first-class



executive.
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Part One
Get It Right, Right Out of the Gate

From your very first day on the job, you are being evaluated by supervisors and colleagues. Will they judge
you as arank-and-file associate or a potential |eader?

The answer is often determined by the first impressions you make. And it doesn’t matter whether you are the
world’s most productive, intelligent new professional—if you are perceived differently, your career will
suffer.

1 / Conquer Your First Day

Here we are, folks: the first day. And right now, you are under the microscope. Since your supervisors can't
judge you on performance and contributions yet, the focus will be on filling out piles of paperwork, getting
you situated, and integrating you into the team. But make no mistake, you are being judged.

However, instead of the usual measures that will kick in once you're settled into the position, you will be
judged on some very visible, basic parameters.

« Did you show up on time?

* What are you wearing?

* Do you display confidence and charisma?

Do you seem overwhelmed or ready for a challenge?
» How well do you communicate?

» What personal items did you put in your office?

On the first day, your mission is simple: Make a positive first impression. And the way to do that is to be
very intentional about how you present yourself. Here are some tips that will help you not merely survive
your first day, but conquer it with poise and professionalism.

Arrive Early

Make sure you are on-site at least ten to fifteen minutes before your official start time. If your commute
involves driving or taking public transportation, consider rehearsing your route in advance. (Try to go when
travel conditions are as realistic as possible; for instance, don’t make the drive on a Sunday afternoon if
you'll be traveling during weekday morning rush hour.) Giving yourself a bit of extra time will not only
create some leeway if there are any unexpected delays (traffic, parking, and so on), but will also let you step
into the restroom and collect yourself once you arrive. You' Il be understandably nervous, so don't let normal
first-day jitters spiral into outright panic by getting behind schedule.

L ook the Part

The saying “Dress for the job you want, not the one you have” applies from your very first day at work.
While every office is different and some are more casual than others, a good rule of thumb is to dress a notch
above your current station. For most new employees, this means donning a high-quality, conservative suit
that’ s pressed and spotless, wearing shoes that are polished, and carrying aleather (or faux leather) briefcase
or messenger bag. To save time on your big day, have your outfit ready the night before. Also, don’t forget
to bring a pack of breath mints. Even the sharpest suit can be forgotten next to someone who smells like day-



old Starbucks.

Exude Confidence

Thisistruly a crossroads in your life and the first step to building an extraordinary career. Y ou’ re earning
your own money now, and there’s no limit to what you can achieve. Regardless of your past work or life
experiences, thisis an opportunity to start fresh and turn the page. Embrace it and walk tall.

Take Initiative

A great way to come across as friendly and confident right away is to proactively introduce yourself to your
new colleagues. Don’t assume they should reach out to you first because it’s their workplace already. Just
extend a firm handshake, smile warmly, and have some fifteen-second “about me” sound bites ready. Take
some time beforehand to think about the questions you are likely to be asked and be prepared with insightful,
succinct responses. In fact, we'll make it easy—you’ re probably going to be asked about:

* Your university (and its latest football record)

* Y our major

* Your professors (if you encounter any alumni)

* Y our hometown

* Your current role (* So, you’ re our new associate, en?")

* Your tasks (If you don't yet know what types of projects you'll be assigned, just smile and say, “I’m not
sure exactly what 1’1l be working on yet, but I’'m looking

forward to getting started.”)

Also, since you’ re going to be doing lots of introductions, come up with some guestions for your coworkers
so the conversation is a dialogue rather than a Q & A session. You can research key players online via the
company website, Google, or LinkedIn, but if all else fails, look around their office for clues on topics of
interest. For example, if the walls are dripping with plaques, comment on one. If their desk is filled with
family photos, ask about their children.

The point here is to realize that the impressions you’ re making on the job don’'t have to be left to chance. In
PR, they call this “controlling the message.” You can call it being effective immediately. Are you ready?
Welcome to the workforce!

Newbie to Newbie

L eave the Sequins and Pleather at Home

My first real job was for a company owned by the world's largest fashion conglomerate and located in
America’ s fashion capital, New York City. | figured | had “madeit” and needed to look the part. | researched
al of the major fashion magazines for the latest trends and developed a work wardrobe of gold pleather
pants, brightly colored tops, and excessive chunky jewelry. | even took a day-to-night approach by wearing a
sequined tank that would look great after work and toning it down for the office by pairing it with simple
black pants. It only took a short time to notice that no one else in the office was wearing sequins or gold
pants, and that | had mistaken trendy looks from the magazines' pages for chic business attire. | realized then
that if | wanted to be treated like a professional, | had to dress accordingly.

Nicole Lemoine
Public educator
New York, New Y ork



2 | Have Patience
Fresh out of college, many newbies think that because of their education they have immediate status and
deserve lofty positions. Not so. Status is the result of accomplishment, which is the result of work. Hard,
often tedious work.

Any time you are a new hire, and especially at the beginning of your career, you must build your own
success from the ground up. Do not expect anyone to assume you' re talented. Y ou have to show them—and
this takes time. Usually more time than you expect.

So be patient. Don't focus on when you’re going to move up; focus on what you're doing now. As Sir
William Osler (a pioneer of modern medicine) stated, “The best preparation for tomorrow isto do today’s
work superbly well.” If at the end of each workday you can truthfully say that you worked to the best of your
ability, we guarantee your success will take care of itself.

3 / Mind Your “-llities’
To: Entry-Level Associates
From: The Boss

Re: Mind Your “-llities’

Management would like to take this opportunity to welcome all of you aboard. We are thrilled that you have
chosen to work for our organization, and we know that you will be a great asset to the team.

Having said that, we would aso like you to be aware that al respective department heads are now actively
scouting for the company’ s next “young guns.” And while other newbies will have orientation as usual (that
is, they’ll be given the tour and then left alone), young guns will be handpicked for the fast track. They will
be carefully groomed for big chairs in the executive suite and will be first in line for promotions, top
projects, personal attention, and other perks.

If you want to become a member of the club, management recommends that you stack the odds in your favor
by minding your “-ilities’ (dependability, reliability, humility, accountability, responsibility, likeability,
punctuality, and so on). Until we've had enough time to sufficiently evaluate the caliber of your work, our
first impressions of you will be based on perceptible qualities, like “-ilities,” we can see for ourselves. Just
thought you should know.

Sincerely,
The Boss

4 | Prepare for the Brain Dump

Fact: When you' re new, you' re going to be overwhelmed. Everyone who seemingly knows everything about
your office and its customers is going to randomly “dump” this knowledge on you in rapid, shotgun-like
outbursts. Usually these brain dumps occur in stream-of-consciousness statements that begin on your first
day, often before you’ ve had a chance to locate the coffee maker. (* Ann will be your main client contact, but
she’s out of the office on Tuesdays and every other Thursday. Here's the supply closet; if you can't find
something here, there’' s another located on the fifth floor. There are separate recycling containers for paper,
cardboard, glass, and plastic—and all paper recyclables must be totally staple-free. What were we talking
about aminute ago?’)

It's alot to take in at once, but rest assured, the brain dump happens to everyone. Prepare yourself by
knowing that you will be bombarded with new people and new information coming at you from every



direction. However, there are afew things you can do to manage the flow.

Study Y our Business

In your first few days on the job, carve out some time to research everything you can about your company
and how it operates. Explore your website, read your organization’s marketing brochures, annual reports, and
proposals. Without breaching security policies, search around the intranet and read any reports, timelines,
work plans, and other relevant documents you can find. Copy the best of these to your desktop, then format
your work to look similar. This background will most likely answer alot of the more basic questions that
every new employee asks, so you can stand out with more targeted, insightful observations.

But Do Ask Questions—Even Basic Ones

When you' re new, you have about a two-week grace period in which coworkers will cheerfully answer any
inane question you throw at them. Take advantage of this time now and use it to your benefit. Later on, they
may not be so charitable.

Get Organized

When it comes to taking notes, it’s critical to keep everything in one place. Therefore you' [l want to carry
your planner or a notebook with you at all times—you never know when the next brain dump will take place.
(See pages 22—23 for some note-taking tips.) Also, if you work at a job where you’ re responsible for multiple
projects at the same time, start a new page for each one. Thiswill give you space to go back and add notes as
needed.

Stay Sane

Never alow the brain dump to visibly stress you out. Remember, people are still forming impressions of you
at this point; if you can’'t handle the first week without being completely overwhelmed, they’ re naturally
going to wonder whether you' re cut out for the job. In truth, brain dumps usually occur because most of your
colleagues haven't thought much about your arrival before you showed up, so they’'re just spouting
information as it comes to them. At the end of the day, take as many notes as you can, smile often, and know
that in a few months you will be brain dumping on the next wide-eyed newbie—just remember to let them
have some coffeefirst.

5 / Don't Expect a Lot of Hand-Holding

Regardless of where you work or what industry you’'re in, there are certain processes, tools, and forms that
make up the standard operating procedures of your company. Perhaps you were introduced to these through a
very organized, systematic orientation. If so, great—consider yourself fortunate. If not, don't feel
shortchanged or frustrated. Instead, take initiative and master the basics on your own.

In decades past, when most people worked for huge corporations, the training process for newcomers was
given greater attention. Fully staffed human resource departments handled orientation, or mid-level
managers or supervisors were responsible for getting new hires up to speed.

Today, things are different. Companies have pared back layers of management and administrative functions
to become leaner and more competitive. Traditional HR departments are either gone or spread thin. In
addition, the world is becoming increasingly populated by small businesses, many of which have not yet
developed structured processes for training new employees. As aresult, basic procedures like orientation get
less direct attention. (And thistrend is not likely to reverse.)

So don't wait for orientation to come to you. Go out and tackle it yourself. Ask your colleagues for help. (Be
patient and persistent, though; providing this information may not be anyone's direct responsibility.) The



following chapter includes lists of questions that are typically addressed during more formal orientations.
Most helpful customer reviews

4 of 4 people found the following review helpful.

Effective Immediately: How to not be asloppy @#* & at work

By Qwertman

This book was a required read for an internship course at my university. I'll be brief in my review since
Robyn'sis pretty succinct. To me, this reads like a high school newspaper's advice column. | saw it as a good
reminder of several common sense principles at best. Anyone taking the initiative to read this book is
probably on-top of things enough to not need it.

Asarequired text, | do think it serves a good purpose for students that haven't been exposed to professional
environments prior to graduating college. Overall it sends a good message.

1 of 1 people found the following review helpful.

Think this book doesn't apply to interns? Think again.

By Aristotle

In this economy, internships are where alot of young professionals are "stuck." They really are the closest
thing to a job many of uswill get until we find that perfect fit. Effective Immediately is just as relevant to
any intern asit isto an entry-level young gun. In fact, this book allows you to use your internship as practice
for that first real job; how great is that!?

I've read this book twice - once when | secured my very first internship and then a second time to refresh my
memory on things | may have forgotten. The first chapter is extremely important to new interns: arrive early,
look the part, exude confidence, and take initiative. | remember myself and others showing up for our
internship in suits - we secured positions in the publishing industry, not Wall Street! The first observation
from our boss was "you don't need to dress like that." Boy, did | feel uncomfortable. | felt asif everyone was
staring at me even when | was alone in an empty room. What | learned from this: if your industry has ajeans
and t-shirt kind of crew you need to dress this part even if it feels "wrong" or "unprofessional." This
obviously makes it difficult when you're looking for a job because they'll sniff you out. You'll just have to
keep the suit in abag. If you're an intern looking for a job and your office is a positive place your suit will
probably bring advice and good wishes.

Throughout the book, Bennington emphasizes taking initiative and being proactive in your work, team work,
and seeking out the work that nobody else wants to do. This 100x if you're an intern because you were hired
specifically to do the work people WILL NOT even look at. Chatting with folks in my industry, | have heard
stories about interns that would make your stomach turn. I've heard about interns who do not finish work on
time, interns who don't want to make the run to the copier to make prints, and interns who are obviously lazy
and not interested in working. Yes, ok, | get it... you're an intern and you don't like the grunt work. Well
guess what? Your boss didn't like the grunt work back when he was an intern. Consider it part of your
apprenticeship. The best way to get ajob is to work hard and get recognized by people who already know
you.

Bennington suggests keeping a weekly update of some sort to pass on to your boss so he knows exactly what
you're working on. Does this apply to interns? Absolutely. If you're a paid intern, chances are you're doing a
lot more than just filing papers. You really should let your supervisors know precisely what you're doing -
especially if you're working on THEIR projects. It will keep them at ease and they'll be happy to serve as a
reference when the time comes.



The above isonly adiver of frosting on the cake that is Effective Immediately. Even if you're just an intern,
thereis atrove of valuable information that can make your boss WANT to find afull-time position for you in
his company. Written with wit and humor, Bennington's light reading and will have you giggling on your
subway commute home. This title isn't written like the rest of those dry and tired career advice books. It is
written with the very energy any young careerist should exude. If you're trying to get anywhere in your
industry, whether it is that first promotion or that internship-turned-job-offer, | suggest you buy this book
immediately.

0 of 0 people found the following review helpful.

Excellent read with lots hel pful advice for anewbie

By ecochik

Fresh out of grad school (Master's then PhD), | am now in my first real job. Some of the tipsin this book are
spot on to my situation -- making the transition from school to first job is tough and this book helped me
work through some of those issues. Much of the content seems geared towards a more rigid corporate
structured company than my own, but the points are applicable to any company structure. The chapters are
short and it's a quick read. Get this book if you're struggling in your first year or so of a new job, or if you
just fedl like you need alittle support/validation to help you through a new transition in your job.

See all 49 customer reviews...



EFFECTIVE IMMEDIATELY: HOW TO FIT IN, STAND OUT,
AND MOVE UP AT YOUR FIRST REAL JOB BY EMILY
BENNINGTON, SKIP LINEBERG PDF

Guides Effective Immediately: How To Fit In, Stand Out, And Move Up At Your First Real Job By Emily
Bennington, Skip Lineberg, from basic to complicated one will certainly be a quite beneficial works that you
can take to alter your life. It will certainly not give you unfavorable declaration unless you do not obtain the
meaning. Thisis surely to do in reading an e-book to overcome the meaning. Generally, this publication
entitled Effective Immediately: How To Fit In, Stand Out, And Move Up At Your First Real Job By Emily
Bennington, Skip Lineberg is checked out since you truly like this sort of publication. So, you could get
much easier to understand the perception and also definition. Again to constantly keep in mind is by
reviewing this e-book Effective Immediately: How To Fit In, Stand Out, And Move Up At Your First
Real Job By Emily Bennington, Skip Lineberg, you could fulfil hat your curiosity begin by completing
this reading publication.

Review
“Effective Immediately will teach you what you didn’t learn in college.”
—Jim Pawlak, business book reviewer for The Dallas Morning News, 5/2/10

“For recent graduates accustomed to giving teachers exactly what’s expected, the challenge of a workplace
may be daunting. That’s why it would be useful for college presidents to hand out Effective Immediately to
their students along with the diplomas. Co-authors Emily Bennington and Skip Lineberg tell readers how to
make their mark early on.”

—L eslie Whitaker, Content That Works

“Thisis abook with brevity, energy and wit likely to appeal to newbiesin the career maze.”
—Joyce Lain Kennedy, Tribune Media Services

“The perfect resource to help college graduates launch a successful career.”
—Brad Smith, president and chief executive officer, Intuit

“A no-nonsense guide to maintaining a powerful presence at work that yields extraordinary results and keeps
you ahead of the pack.”
—Dan Schawbel, personal branding expert and author of Me 2.0

“Gradswill learn alot and have afew good laughsin the process.”
—Alexandra Levit, author of New Job, New Y ou

“This book is filled with invaluable wisdom from authors who have led and inspired others. It’s that
increasingly rare book—written with respect for our time with brevity, clarity, energy, and wit. What more
could areader ask for?’

—Harry Beckwith, bestselling author of Selling the Invisible and Y ou, Inc.

“Effective Immediately shows recent college graduates how to be key players at work by providing them



with the necessary tools to successfully manage their professional image, their relationships with coworkers
and their boss, and ultimately their career trajectory.”

—Shawn Graham, director of MBA Career Services, University of Pittsburgh, and author of Courting Y our
Career

“An essential resource for young professionals that bridges the gap between what you can’t learn in
college—and what you need to know to succeed on the job.”
—Gaston Caperton, president, the College Board, creator of the SAT and Advanced Placement Program

“This book packs awallop of practical wisdom for young rookies determined to make it to the all-stars.”
—Robyn Waters, author of The Trendmaster’s Guide and The Hummer and the Mini

About the Author

A protégée and her mentor, Emily Bennington and Skip Lineberg help recent graduates bridge the gap
between college and the workforce. Motivated by the premise that free coffee shouldn’t be the sole highlight
of a newbie’'s workday, Emily and Skip regularly host seminars on career success. Both authors live in
Charleston, West Virginia.

During her first years in the workforce, Emily Bennington helped manage a successful Supreme Court
Justice race and became the spokesperson for a business that was under intense public scrutiny. After
navigating such sink-or-swim experiences with the guidance of her first boss, Skip Lineberg, Emily
discovered that not all graduates are blessed with great mentors. Today she is a frequent speaker at
universities and organizations on the topic of career success, particularly advancing the skills of young
women in the workplace and volunteering as a means of leadership development. Emily also teaches a
graduate course on social media and hosts a popular career blog at www.Professional Studio365.com. Sheis
amember of the CAREEREALISM team of career experts and contributes regularly to business publications
and blogs on professional development issues.

As a career newbie, Skip Lineberg learned the art of successful management at General Electric during the
Jack Welch heyday. Today he applies those skills as the owner of Maple Creative, a marketing firm staffed
with more than a few young professionals. Under Skip’s leadership, Maple has grown into a thriving
business and garnered dozens of prestigious awards. Skip aso hosts Maple' s Marketing Genius blog, which
AdvertisingAge magazine named one of the 150 most influential business blogs on the Web.

Excerpt. © Reprinted by permission. All rights reserved.
Introduction

To move up, you must get noticed.

To get noticed, you must attract attention.

To attract attention, you must be distinctive.

To be distinctive, you must be known for results.

As anew professional, learning how to be a professional is your first task. Whatever career or industry you
choose, if you want to be respected by colleagues, invaluable to clients, and a crackerjack to your boss,
mastery of the basics of business

is essential.

Effective Immediately is designed to teach you how to survive your first year in the workforce. But we want
to do more than that—we want you to become great. In a world overrun by the so-so and the okay,
excellence wins, but it's a choice you have to make every day. Long-term success—the only kind that really



matters—never just happens; it is always the result of clear objectives, laser focus, and building good work
habits from day one.

So if you want to be an extraordinary executive, thisis your book. If you're an enthusiastic, curious sort who
is unimpressed by generic catchphrases and who wants—make that demands—to know how to be the best,
thisisyour book.

The principles on these pages, if applied correctly, will elevate you to the top of your game. In fact, by the
time you need to order new business cards, you should already have been promoted. And that’s not
hyperbole, just great business.

To your success,
Emily Bennington
Skip Lineberg

A Contract between Y ou and Uber-Y ou

l, , understand that this is a critical time in my career when first impressions
matter. | promise to stack the odds in my favor as much as possible by arriving at work on time every day,
meeting all assigned deadlines, taking ownership of my projects, and continually asking myself, “If it were
my business, would this be acceptable?’

Pursuant to same, | pledge to use this time to earn the trust and respect of my peers and subordinates. |
recognize that when | am promoted to a management position, | will be responsible for leading these very
colleagues.

| acknowledge that this contract is between me and myself and carries no rewards or penalties apart from
accel erated success, faster promotions, and my own personal transformation from new graduate to first-class
executive.

Signature Date

Part One
Get It Right, Right Out of the Gate

From your very first day on the job, you are being evaluated by supervisors and colleagues. Will they judge
you as arank-and-file associate or a potential |eader?

The answer is often determined by the first impressions you make. And it doesn’t matter whether you are the
world’s most productive, intelligent new professional—if you are perceived differently, your career will
suffer.

1 / Conquer Your First Day

Here we are, folks: the first day. And right now, you are under the microscope. Since your supervisors can’t
judge you on performance and contributions yet, the focus will be on filling out piles of paperwork, getting
you situated, and integrating you into the team. But make no mistake, you are being judged.

However, instead of the usual measures that will kick in once you' re settled into the position, you will be



judged on some very visible, basic parameters:

« Did you show up on time?

» What are you wearing?

* Do you display confidence and charisma?

* Do you seem overwhelmed or ready for a challenge?
» How well do you communicate?

» What personal items did you put in your office?

On the first day, your mission is simple: Make a positive first impression. And the way to do that is to be
very intentional about how you present yourself. Here are some tips that will help you not merely survive
your first day, but conquer it with poise and professionalism.

Arrive Early

Make sure you are on-site at least ten to fifteen minutes before your official start time. If your commute
involves driving or taking public transportation, consider rehearsing your route in advance. (Try to go when
travel conditions are as realistic as possible; for instance, don’t make the drive on a Sunday afternoon if
you'll be traveling during weekday morning rush hour.) Giving yourself a bit of extra time will not only
create some leeway if there are any unexpected delays (traffic, parking, and so on), but will also let you step
into the restroom and collect yourself once you arrive. You’'ll be understandably nervous, so don't let normal
first-day jitters spiral into outright panic by getting behind schedule.

Look the Part

The saying “Dress for the job you want, not the one you have” applies from your very first day at work.
While every office is different and some are more casual than others, agood rule of thumb is to dress a notch
above your current station. For most new employees, this means donning a high-quality, conservative suit
that’ s pressed and spotless, wearing shoes that are polished, and carrying a leather (or faux leather) briefcase
or messenger bag. To save time on your big day, have your outfit ready the night before. Also, don’t forget
to bring a pack of breath mints. Even the sharpest suit can be forgotten next to someone who smells like day-
old Starbucks.

Exude Confidence

Thisistruly a crossroads in your life and the first step to building an extraordinary career. Y ou’ re earning
your own money now, and there’s no limit to what you can achieve. Regardless of your past work or life
experiences, thisis an opportunity to start fresh and turn the page. Embrace it and walk tall.

Take Initiative

A great way to come across as friendly and confident right away isto proactively introduce yourself to your
new colleagues. Don’t assume they should reach out to you first because it’s their workplace already. Just
extend a firm handshake, smile warmly, and have some fifteen-second “about me” sound bites ready. Take
some time beforehand to think about the questions you are likely to be asked and be prepared with insightful,
succinct responses. In fact, we'll make it easy—you’ re probably going to be asked about:

* Your university (and its latest football record)

* Your mgor

* Your professors (if you encounter any alumni)

* Y our hometown

« Your current role (* So, you' re our new associate, eh?’)

* Your tasks (If you don't yet know what types of projects you'll be assigned, just smile and say, “I’m not



sure exactly what I'll be working on yet, but I'm looking
forward to getting started.”)

Also, since you' re going to be doing lots of introductions, come up with some questions for your coworkers
so the conversation is a dialogue rather than a Q & A session. You can research key players online via the
company website, Google, or LinkedIn, but if all else fails, look around their office for clues on topics of
interest. For example, if the walls are dripping with plaques, comment on one. If their desk is filled with
family photos, ask about their children.

The point here is to realize that the impressions you’ re making on the job don’'t have to be left to chance. In
PR, they call this “controlling the message.” You can call it being effective immediately. Are you ready?
Welcome to the workforce!

Newbie to Newbie

L eave the Sequins and Pleather at Home

My first real job was for a company owned by the world's largest fashion conglomerate and located in
America’s fashion capital, New York City. | figured | had “made it” and needed to look the part. | researched
all of the major fashion magazines for the latest trends and developed a work wardrobe of gold pleather
pants, brightly colored tops, and excessive chunky jewelry. | even took a day-to-night approach by wearing a
sequined tank that would look great after work and toning it down for the office by pairing it with simple
black pants. It only took a short time to notice that no one else in the office was wearing sequins or gold
pants, and that | had mistaken trendy looks from the magazines pages for chic business attire. | realized then
that if | wanted to be treated like a professional, | had to dress accordingly.

Nicole Lemoine
Public educator
New York, New York

2 | Have Patience
Fresh out of college, many newbies think that because of their education they have immediate status and
deserve lofty positions. Not so. Status is the result of accomplishment, which is the result of work. Hard,
often tedious work.

Any time you are a new hire, and especialy at the beginning of your career, you must build your own
success from the ground up. Do not expect anyone to assume you' re talented. Y ou have to show them—and
this takes time. Usually more time than you expect.

So be patient. Don’t focus on when you’re going to move up; focus on what you’re doing now. As Sir
William Osler (a pioneer of modern medicine) stated, “The best preparation for tomorrow is to do today’s
work superbly well.” If at the end of each workday you can truthfully say that you worked to the best of your
ability, we guarantee your success will take care of itself.

3/ Mind Your “-llities’
To: Entry-Level Associates
From: The Boss

Re: Mind Your “-llities’

Management would like to take this opportunity to welcome all of you aboard. We are thrilled that you have



chosen to work for our organization, and we know that you will be agreat asset to the team.

Having said that, we would also like you to be aware that all respective department heads are now actively
scouting for the company’s next “young guns.” And while other newbies will have orientation as usual (that
is, they’ll be given the tour and then left alone), young guns will be handpicked for the fast track. They will
be carefully groomed for big chairs in the executive suite and will be first in line for promotions, top
projects, persona attention, and other perks.

If you want to become a member of the club, management recommends that you stack the odds in your favor
by minding your “-ilities” (dependability, reliability, humility, accountability, responsibility, likeability,
punctuality, and so on). Until we've had enough time to sufficiently evaluate the caliber of your work, our
first impressions of you will be based on perceptible qualities, like “-ilities,” we can see for ourselves. Just
thought you should know.

Sincerely,
The Boss

4 | Prepare for the Brain Dump

Fact: When you' re new, you' re going to be overwhelmed. Everyone who seemingly knows everything about
your office and its customers is going to randomly “dump” this knowledge on you in rapid, shotgun-like
outbursts. Usually these brain dumps occur in stream-of-consciousness statements that begin on your first
day, often before you’ ve had a chance to locate the coffee maker. (“Ann will be your main client contact, but
she's out of the office on Tuesdays and every other Thursday. Here's the supply closet; if you can’t find
something here, there’ s another located on the fifth floor. There are separate recycling containers for paper,
cardboard, glass, and plastic—and all paper recyclables must be totally staple-free. What were we talking
about a minute ago?’)

It's alot to take in at once, but rest assured, the brain dump happens to everyone. Prepare yourself by
knowing that you will be bombarded with new people and new information coming at you from every
direction. However, there are afew things you can do to manage the flow.

Study Y our Business

In your first few days on the job, carve out some time to research everything you can about your company
and how it operates. Explore your website, read your organization’s marketing brochures, annual reports, and
proposals. Without breaching security policies, search around the intranet and read any reports, timelines,
work plans, and other relevant documents you can find. Copy the best of these to your desktop, then format
your work to look similar. This background will most likely answer a lot of the more basic questions that
every new employee asks, so you can stand out with more targeted, insightful observations.

But Do Ask Questions—Even Basic Ones

When you're new, you have about a two-week grace period in which coworkers will cheerfully answer any
inane question you throw at them. Take advantage of this time now and use it to your benefit. Later on, they
may not be so charitable.

Get Organized

When it comes to taking notes, it’s critical to keep everything in one place. Therefore you'll want to carry
your planner or a notebook with you at all times—you never know when the next brain dump will take place.
(See pages 2223 for some note-taking tips.) Also, if you work at a job where you' re responsible for multiple
projects at the same time, start a new page for each one. Thiswill give you space to go back and add notes as



needed.

Stay Sane

Never allow the brain dump to visibly stress you out. Remember, people are still forming impressions of you
at this point; if you can’'t handle the first week without being completely overwhelmed, they’ re naturally
going to wonder whether you' re cut out for the job. In truth, brain dumps usually occur because most of your
colleagues haven't thought much about your arrival before you showed up, so they’re just spouting
information as it comes to them. At the end of the day, take as many notes as you can, smile often, and know
that in a few months you will be brain dumping on the next wide-eyed newbie—just remember to let them
have some coffee first.

5 / Don't Expect a Lot of Hand-Holding

Regardless of where you work or what industry you’re in, there are certain processes, tools, and forms that
make up the standard operating procedures of your company. Perhaps you were introduced to these through a
very organized, systematic orientation. If so, great—consider yourself fortunate. If not, don't feel
shortchanged or frustrated. Instead, take initiative and master the basics on your own.

In decades past, when most people worked for huge corporations, the training process for newcomers was
given greater attention. Fully staffed human resource departments handled orientation, or mid-level
managers or supervisors were responsible for getting new hires up to speed.

Today, things are different. Companies have pared back layers of management and administrative functions
to become leaner and more competitive. Traditional HR departments are either gone or spread thin. In
addition, the world is becoming increasingly populated by small businesses, many of which have not yet
developed structured processes for training new employees. As aresult, basic procedures like orientation get
less direct attention. (And thistrend is not likely to reverse.)

So don't wait for orientation to come to you. Go out and tackle it yourself. Ask your colleagues for help. (Be
patient and persistent, though; providing this information may not be anyone's direct responsibility.) The
following chapter includes lists of questions that are typically addressed during more formal orientations.

Reading practice will constantly lead individuals not to satisfied reading Effective Immediately: How To Fit
In, Stand Out, And Move Up At Your First Real Job By Emily Bennington, Skip Lineberg, an e-book, ten e-
book, hundreds publications, and also more. One that will certainly make them feel pleased is completing
reading this publication Effective Immediately: How To Fit In, Stand Out, And Move Up At Your First Real
Job By Emily Bennington, Skip Lineberg as well as getting the message of the publications, after that finding
the other next e-book to check out. It proceeds a growing number of. The time to finish checking out an e-
book Effective Immediately: How To Fit In, Stand Out, And Move Up At Your First Real Job By Emily
Bennington, Skip Lineberg will be always various relying on spar time to spend; one instance is this
Effective Immediately: How To Fit In, Stand Out, And Move Up At Your First Real Job By Emily
Bennington, Skip Lineberg




