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Starting a new job can be daunting, especially when you’re a first-time worker.
To help make it easier, the Fair Work Ombudsman has created A guide to starting a new job, which aims to prepare young people
for the first day at work.
Fair Work Ombudsman Natalie James says starting a new job can be an exciting time, but with it comes a range of new
responsibilities.
“We also know that it can be nerve-wracking for first-time workers and they can be vulnerable if they are not fully aware of their
workplace rights,” she says.
“Our new guide provides information and advice that should give first-time employees confidence for the best possible start.”
Available on our Young workers and students page (www.fairwork.gov.au/find-help-for/young-workers-and-students/default) at
www.fairwork.gov.au/newjob, the guide is one of many resources available on the Fair Work Ombudsman website to assist young
workers.
It covers issues such as:

Your first day
You’ll need to remember a lot of new things on your first day. If you’re not sure, ask questions.
Confirm the address of your workplace, who you need to report to, what time you’re expected to start and what hours you’ll work.
Be aware of what your main duties are and if a dress code applies.
Figure out how you’ll get to work and how long it will take.
Ask if there is a kitchen or meals area to prepare or buy food.
Complete any required paperwork, including forms about taxation and superannuation.
Provide your employer with your bank account details.
Find out what policies apply in your new workplace, for example what procedures apply when taking sick leave.

How to get the most out of your job
There are a number of skills that can help you succeed in a new job:
Be flexible, positive, trustworthy and a team player.
Communicate clearly with your colleagues.
Work on your problem solving, planning and organisational skills.
Work collaboratively with your team and independently when required.
Show initiative and a commitment to learning and developing new skills.

Resolving workplace issues
Issues can arise even in the best workplaces, and you’ll need to figure out how to resolve them when they arise:
Don’t put off having a difficult conversation, it’s important to deal with issues before they get worse.
Speak with your employer about the issue.
Be prepared to take a flexible and practical approach to resolving the issue.
The Fair Work Ombudsman supports compliant, productive and inclusive Australian workplaces by providing practical advice that is
easy to access, understand and apply.
Free tools and resources on the website include:
an online learning centre (http://www.fairwork.gov.au/resources/online-learning-centre/pages/default.aspx) that has interactive
courses to teach businesses and workers skills and strategies to help them at work
fact sheets (http://www.fairwork.gov.au/resources/fact-sheets/pages/default.aspx) about the minimum rights and obligations of

businesses and workers, including information on the National Employment Standards, record-keeping and pay slips
best practice guides (http://www.fairwork.gov.au/resources/best-practice-guides/pages/default.aspx) to help small to medium-sized
businesses with implementing best practice workplace policies and procedures
templates (http://www.fairwork.gov.au/resources/templates/pages/default.aspx) that simplify the work in keeping employment
records
calculators to help:
work out modern award pay rates
understand annual and personal leave entitlements
calculate payment based on hours entered into a shift calculator
work out entitlements when ending employment.
My Account (https://www.fairwork.gov.au/my-account/registerpage.aspx) which allows you to save tailored information such as pay
rates and conditions of employment specific to your circumstances. You can log into My Account and view your saved information
at any time. You can also submit an inquiry online and read our response to your inquiry.
Follow Fair Work Ombudsman Natalie James on Twitter @NatJamesFWO (http://twitter.com/NatJamesFWO) , the Fair Work
Ombudsman @fairwork_gov_au (http://twitter.com/fairwork_gov_au) or find us on Facebook www.facebook.com/fairwork.gov.au
(http://www.facebook.com/fairwork.gov.au) .
Sign up to receive the Fair Work Ombudsman’s media releases (www.fairwork.gov.au/about-us/news-and-media-releases/default)
direct to your email inbox.
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Contact us
Fair Work Online: www.fairwork.gov.au
Fair Work Infoline: 13 13 94
Need language help?
Contact the Translating and Interpreting Service (TIS) on 13 14 50
Hearing & speech assistance
Call through the National Relay Service (NRS):
For TTY: 13 36 77. Ask for the Fair Work Infoline 13 13 94
Speak & Listen: 1300 555 727. Ask for the Fair Work Infoline 13 13 94
The Fair Work Ombudsman is committed to providing advice that you can rely on. The information contained on this website is general in nature. If you are
unsure about how it applies to your situation you can call our Infoline on 13 13 94 or speak with a union, industry association or workplace relations professional.
Visitors are warned that this site may inadvertently contain names or pictures of Aboriginal and Torres Strait Islander people who have recently died.

