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Welcome to the Jobs4Moms Guidebook, prepared by

the GlobalMoms Initiative! We are thrilled to support

mothers in their career transitions and journeys back

into the workforce. This guidebook is a first edition of

the series that addresses the entire recruitment

industry, with a focus on guiding mothers through the

job search process, followed by collaborating with HR

professionals, creating back-to-work mentorship

programs, and engaging organizations in the mom-

recruitment strategy development and implementation.

 

Throughout this guidebook series, we will explore

evidence-based effective strategies to guide mothers

resume their careers step by step, meanwhile to

deepen employers' interest in hiring mothers and

provide guidance on how to lead the hiring process.

On one hand, we have mothers who are eager to utilize

their resources for the betterment of society, and on

the other hand, we have employers who seek reliable

and professional workforce. Our goal is to bridge this

gap and create a harmonious environment where

mothers can thrive professionally while contributing to

the success of organizations.

 

PREFACE
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Our aim is to foster a mutually beneficial relationship

between mothers and employers. We believe that the

skill set that mothers bring to the table, including

empathy, patience, resilience, multitasking, efficiency,

problem solving, and time management, is a valuable

asset that remains overlooked by many employers. We

want to help them understand that flexible work hours

and other benefits that mothers require are not a threat

to the quality of work. McKinsey 2023 survey proves

that working moms have cultivated a skill set that is as

applicable to the boardroom as it is to child care, that

women are more ambitious than before the pandemic

and it’s the flexibility at work that is fueling their

ambition, and that it’s not mostly women who benefit

from flexible work but men and women see flexibility as

a “top 3” employee benefit and critical to their

company’s success. 

 

We hope that this guidebook will serve as a valuable

resource for both mothers and the recruitment

industry. Together, we can create a more inclusive and

supportive work environment that benefits everyone

involved. Let's embark on this journey together and

empower mothers to excel in their desired careers!

 

Thriving Mothers, Thriving Societies!

 

 

GlobalMoms Initiative
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01READINESS BUILDING FOR MOTHERS
RETURNING TO WORKPLACE AND 

IN CAREER TRANSITION



Before diving into the job search process, it's essential

to assess your readiness by considering three key

aspects: what you want, what you can offer, and what

the market needs.

 

What I Want:

Reflect on your career goals, passions, and values.

What type of work environment are you seeking?

Do you have a preferred industry or job role in

mind?

Consider your personal priorities, such as work-life

balance, flexible hours, or remote work options.

Define what success looks like for you in your

career.

 

What I Can Offer:

Identify your strengths, skills, and experiences

gained from your previous roles and career break.

Highlight transferable skills that are relevant to the

job market.

Update your knowledge and skills if needed

through online courses, workshops, or networking

events. Showcase your commitment to continuous

learning and growth.
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What the Market Needs:

Research current job trends, industry demands, and

skill requirements in your desired field. Tailor your

job search strategy based on market needs and

opportunities.

Network with professionals in your industry to gain

insights and advice on current job market

dynamics. Stay informed about emerging job trends

and technologies.

Do the organization research or reach out to the HR

with the following questions: how many parents

currently work at your company? How many

departments or teams currently have a

parent/mother on them and could be impacted by

the absence of that parent? How many moms have

left your company in the last year? 

 

By aligning what you want, what you can offer, and

what the market needs, you can effectively position

yourself for a successful job search and career

transition.
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02CV/RESUME WRITING



To find suitable CV/Resume templates, consider the

following resources:

 

Online job sites: Browse through job search

websites that offer free CV/Resume templates or as

part of their membership services.

Professional networking sites: Visit platforms like

LinkedIn, which often provide career resources and

industry-specific CV/Resume templates.

Document sharing sites: Explore platforms like

Google Docs and Microsoft Office, where you can

find editable templates to download and

customize.

Design websites: Check out websites dedicated to

graphic design or creative content, as they often

offer visually appealing CV/Resume templates.
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Industry-specific templates: If you work in a

specific field, look for templates tailored to your

industry. For example, designers or artists may find

templates that highlight their portfolios or creative

works.

Use a CV builder: Utilize online CV builders that

provide pre-defined sections and formats, guiding

you on what information to include and how to

organize it.

Remember to personalize the template by replacing

the sample content with your own information and

experiences. Ensure your CV/Resume is cleanly

formatted and professional-looking, making it easy for

employers to read and understand. Highlight relevant

achievements and experiences that align with the

desired position to capture the attention of potential

employers.
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Refining CV/resume tips

 

When refining your CV/resume, it's important to ensure

that it is both professional and tailored to the job you

are applying for. Here are some tips to help you:

 

Keep it concise: Aim for a clear and concise

document that highlights your most relevant skills

and experiences. Avoid lengthy paragraphs and

use bullet points to make it easy to read.

Customize for each job: Tailor your CV/resume to

match the requirements of each job you apply for.

Highlight the skills and experiences that are most

relevant to the position.

Use action verbs: Start each bullet point with a

strong action verb to showcase your achievements

and responsibilities. This helps make your

CV/resume more dynamic and engaging.

Quantify your achievements: Whenever possible,

include specific numbers or percentages to

quantify your achievements. This adds credibility

and demonstrates the impact you made in previous

roles.

Proofread carefully: Thoroughly proofread your

CV/resume to ensure there are no spelling or

grammar errors. Ask someone else to review it as

well to catch any mistakes you may have missed.
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Keep it professional: Use a clean and professional

font, and maintain a consistent formatting style

throughout your CV/resume. Avoid using overly

decorative elements that may distract from the

content.

Include relevant keywords: Incorporate industry-

specific keywords and phrases throughout your

CV/resume. This can help your application pass

through automated screening systems used by

some employers.

Update regularly: Regularly update your

CV/resume to reflect your most recent experiences

and achievements. This ensures that you are always

presenting the most up-to-date information to

potential employers.

Remember, your CV/resume is a reflection of your skills

and experiences. By following these tips, you can

create a polished and impactful document that

increases your chances of landing your desired job.

Good luck!
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03INTRODUCTION LETTER 
MAKING A STRONG FIRST IMPRESSION



Crafting a compelling introduction letter is a powerful

tool to showcase your skills, experience, and

enthusiasm for new opportunities. An introduction

letter can take various forms, including a written

introduction, video introduction, or a combination of

both. Here are key points to consider when creating

your introduction letter:

 

 

Written Introduction:

Start with a warm greeting and a brief introduction

of yourself.

Highlight your professional background, key skills,

including those gained as a full-time mom, and

accomplishments.

Clearly state your career goals and what you can

bring to a potential employer.

Express your enthusiasm for the opportunity and

willingness to learn and grow.
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Video Introduction - Elevator Pitch:

Begin with a compelling opening that grabs

attention and introduces yourself.

Customize your pitch to showcase how you can

add value to the specific company or individual.

Highlight relevant strengths, skills, and

achievements.

Infuse enthusiasm and passion for the industry or

role you are pursuing.

End with a clear call to action, expressing interest

in further discussions or requesting a follow-up

meeting.

Keep It Concise and Impactful: An elevator pitch

should be brief, typically lasting around 40-60

seconds. Focus on delivering your message clearly

and succinctly, avoiding jargon or unnecessary

details.

Practice your elevator pitch regularly to feel

confident and natural when delivering it. Seek

feedback from trusted colleagues, mentors, or

friends to refine your pitch and make sure it

resonates with your audience. 

Above all, be authentic and genuine in your

elevator pitch. Share your unique story,

experiences, and aspirations in a way that reflects

your true self. Authenticity builds trust and helps

you connect with others on a deeper level.

 

Look and Tone:

Dress professionally for your video introduction

and ensure your appearance aligns with the job or

industry norms.

Speak friendly, collaborative, and direct,

maintaining a positive and engaging tone.
10



04COVER LETTER



Cover letters are essential to showcasing your personality and

abilities beyond a resume. It serves as your initial introduction to a

company, providing insight into your character and work capabilities.

It quickly establishes a positive first impression before an interview. 

 

Sample 1 - General:

In my current role as [Job Title] at [Company Name], I have gained

extensive experience in [Related Industry/Job Function]. Specifically, I

have been responsible for [Specific Job Responsibilities], which has

given me the opportunity to develop a strong skillset in [Related

Skills].

I am also proud to have achieved [Specific Achievements] during my

time at [Company Name], including [Achievement 1] and

[Achievement 2]. These accomplishments demonstrate my ability to

[Related Skill/Ability], and I believe that they make me a strong

candidate for the [Position Title] position.

Furthermore, I am highly skilled in [Related Tools/Software], and I am

confident that I can quickly adapt to any new software or tools

required for this position. I am excited about the opportunity to apply

my skills and experience to this role, and I look forward to the

possibility of working with your team.

I can be reached at [Your Phone Number] or [Your Email Address].

Sincerely,

[Your Name].
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Sample 2 - for Mother in Career Transition:

Dear Hiring Manager,

My name is [Name], and as a career-transitioning mother, I am thrilled

to apply for the [Position Title] role at [Company Name]. Balancing the

responsibilities of motherhood with professional growth, I have

developed a unique set of skills and experiences that make me a

valuable asset to your team.

Throughout my career in [Previous Industry/Field], I have cultivated

transferable skills such as [Key Skills], which I believe are well-suited

for the requirements of this position. My background includes [Briefly

describe your work experience and key achievements, emphasizing

any accomplishments relevant to the role].

I am eager to bring my expertise in [Specific Skills] to the [New

Industry/Field] and contribute to the dynamic work environment at

[Company Name]. As a mother, I have honed my ability to multitask,

problem-solve efficiently, and communicate effectively – qualities that

I believe will benefit your team.

Thank you for considering my application as I navigate this career

transition journey alongside my role as a dedicated mother. I am

excited about the prospect of contributing to your organization and

am looking forward to the opportunity to discuss how my unique

background can add value to your team.

I can be reached at [Your Phone Number] or [Your Email Address].

Warm regards,

[Your Name]
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Sample 3 - for Mother Returning to Workplace:

Dear [Hiring Manager],

I am excited to apply for the [Position Title] position at [Company

Name]. As a dedicated mother who is now returning to the workforce

after a career gap, I am eager to bring my skills and experience to

contribute to your team.

In my previous role as [Job Title] at [Company Name], I gained

extensive experience in [Related Industry/Job Function]. Although I

took time away from my career to focus on raising my family, I am

proud of the skills I developed during that time, including [Specific

Job Responsibilities]. These experiences have allowed me to develop

a strong skillset in [Related Skills].

Despite my career gap, I have remained committed to personal and

professional growth. I have actively pursued opportunities to enhance

my knowledge and stay updated with industry trends and

advancements. I am confident that my dedication, adaptability, and

passion for learning will enable me to quickly integrate into a new

work environment.

Furthermore, I am highly proficient in [Related Tools/Software], and I

am confident in my ability to quickly adapt to any new software or

tools required for this position. I am genuinely thrilled about the

opportunity to apply my skills and experience to this role, and I look

forward to the possibility of working with your team.

Please feel free to contact me at [Your Phone Number] or [Your Email

Address]. Thank you for considering my application.

Sincerely,

[Your Name]
13



05USING AI IN JOB SEARCH 
AND CAREER TRANSITION



In today's fast-paced world, technology plays a crucial

role in various aspects of our lives, including the job

search and career transition processes. As mothers

navigate their way back into the workplace, AI can be a

valuable tool to enhance efficiency and effectiveness. 

 

When it comes to job search, AI-powered platforms can

help mothers find relevant job opportunities by

analyzing their skills, experience, and preferences.

These platforms provide personalized

recommendations, saving time and effort in the search

process. Additionally, AI can assist in resume writing,

application writing, and introduction letter writing. By

leveraging AI tools, mothers can receive automated

feedback and suggestions to enhance their

documents, ensuring they stand out to potential

employers.

 

Another area where AI can be beneficial is in recording

video introductions. AI-powered interview platforms

can guide mothers through the video creation process,

providing tips on body language, tone, and content.

This helps create a compelling introduction that

showcases their skills and personality effectively.

 

Furthermore, AI can support mothers in their overall

career transition and back-to-workplace preparation.

AI-based career coaching platforms can provide

personalized guidance, offering insights into industry

trends, skill development opportunities, and

networking strategies. These platforms can help

mothers identify areas for improvement and suggest

relevant training programs to enhance their skill set.
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By incorporating AI in these areas, mothers can

optimize their chances of success and confidently

pursue their professional goals.

 

Here are some commonly used AI platforms:

ChatGPT: Assists with conversational practice,

resume modifications, and programming. 

（https://chatgpt.com/）
KIMI (Chinese version): Capable of long-text

reading and analysis.（https://kimi.moonshot.cn/）
 

These platforms offer various functionalities to support

job searching and skill development.
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06ADDITIONAL TIPS ON 
BUILDING A PROFESSIONAL PRESENCE



You can create a strong professional online presence

that showcases your skills, expertise, and

achievements to potential employers and clients.

 

LinkedIn Profile:

Complete your profile: Make sure your profile is

100% complete, including a professional profile

picture, header image, and background image.

Use keywords: Use relevant keywords from the job

description in your profile, especially in your

summary, skills, and experience sections.

Summary section: Write a compelling summary

that showcases your career achievements, skills,

and interests.

Experience section: Highlight your achievements

and responsibilities in each role, using bullet points

and specific numbers to demonstrate impact.

Skills section: Add relevant skills to showcase your

expertise, and make sure to include soft skills like

communication, teamwork, and problem-solving.

Recommendations: Request recommendations

from previous colleagues, managers, or clients to

build credibility and trust.

Keep it up-to-date: Regularly update your profile

to reflect changes in your career, skills, and

experience.
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Other Professional Online Profiles:

 

Personal website or blog: Create a personal

website or blog to showcase your skills, projects,

and expertise.

GitHub (for developers): If you're a developer or

programmer, create a GitHub profile to showcase

your coding projects and collaborate with others.

Twitter (for thought leaders): If you're a thought

leader or industry expert, create a Twitter profile to

share your insights, opinions, and expertise.

Facebook (for professionals): While Facebook is

primarily a social network, you can create a

professional profile by connecting with colleagues,

joining industry groups, and sharing relevant

content.
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07INTERVIEW PREPARATION



Preparing for a job interview requires careful

consideration and preparation. Here are key steps to

follow:

Update your resume to highlight skills gained as a

full-time mom, such as time management and

problem-solving. 

Research the company and job, understanding

their culture and objectives.

Practice answering common interview questions,

emphasizing how your experiences as a mom relate

to the role.

Prepare questions to ask the interviewer about the

company, growth opportunities, and job fit.

Dress professionally and present yourself

confidently.

Mention how you plan to balance family and work

appropriately during the interview. Feel free to ask

if the company offers flexible working hours or

remote work possibility.

Show promptness for onboarding trainings and

internships if offered. 
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Highlighting the Skills of a Stay-at-Home Mom in an

Interview

 

First, emphasize your exceptional organizational and

time management abilities. As a stay-at-home mom,

you've developed these skills by juggling multiple

responsibilities, prioritizing tasks, and managing

schedules. Share specific examples of how you've

achieved efficiency in your daily routines and managed

competing demands.

 

Secondly, highlight your communication and

interpersonal skills. Raising children requires constant

interaction and negotiation, which have likely

strengthened your ability to communicate effectively

with others. Discuss how you've built strong

relationships with family members, teachers, and other

important figures in your child's life.

 

Thirdly, showcase your adaptability and flexibility. As a

stay-at-home mom, you've likely had to adapt to

changing schedules and unexpected situations. This

ability to pivot and adjust on the fly is a valuable asset

in any workplace. Talk about how you've navigated

through challenging situations and emerged stronger

and more resilient.

 

Finally, don't forget to mention any professional skills

or qualifications you've gained during your time as a

stay-at-home mom. This could include completing

courses, obtaining certifications, or even volunteer

work that's relevant to the job you're applying for.

These experiences demonstrate your commitment to

personal growth and your ability to take initiative.
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08INTERVIEW FOLLOW-UP



Within a week:

Reflect on the Interview: After the interview, take

time to reflect on the key points discussed. Write

down the main topics, questions, and your

responses. Evaluate what worked well and what

didn't, which questions you answered well, and

which you could improve on.

Follow-up with a Thank-you Note: Send a

personalized thank-you email to each interviewer,

expressing gratitude for the opportunity to discuss

the role and demonstrating your enthusiasm for the

position. You can also mention a specific

discussion point that was meaningful to you.

 

For example:

"Dear [Interviewer's Name], I wanted to express my

sincere gratitude for the chance to discuss [specific

role] with [Company Name]. Our conversation about

[specific topic] truly highlighted the exciting

opportunities that come with this position. I'm excited

about the possibility of joining your team and

contributing to the company's success."
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Connect on LinkedIn: If you haven't already,

connect with the interviewers on LinkedIn or other

hiring platforms. Send a personalized connection

request that references your recent interview and

reinforces a point of shared interest from the

interview.

If You Haven't Heard Back: If you haven't heard

back after a few days, it's normal not to hear

immediately. Use this time to continue your job

search, keeping your options open and potentially

gaining additional interview practice. Consider

sending a brief, polite follow-up email to reiterate

your interest and inquire about any updates.

If You Receive a Call from HR: If you receive a call

from HR, thank them for the update, regardless of

its content. If it's positive news, express your

enthusiasm for the opportunity. If it's a rejection,

politely ask for feedback and express your interest

in future opportunities.

 

Remember to stay professional, polite, and positive

throughout each interaction.
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Within three weeks:

Inquire about the Status: If you haven't received any feedback

after a few days, it's reasonable to send a brief follow-up email to

inquire about the status of your application. Keep your message

concise, professional, and reiterate your interest in the position.

Expand Your Network: Use this time to expand your network by

attending events, meeting new people, and engaging in new

activities. This can help you stay in a state of active thinking,

which will aid in your next interview, and also provide new insights

and potential job leads.

Seek Feedback: If you're notified that you haven't been selected,

it's appropriate to ask for feedback. This can be valuable

information for your future interviews and help you grow

professionally.

 

For example:

"Thank you for considering me for the position. I would greatly

appreciate any feedback you could provide to help me grow

professionally."

 

Self-Improvement: Use this time to work on any skill gaps

identified during your interview process. Consider taking online

courses or working on personal projects related to your field.

After an Offer is Pending: If an offer is pending, continue to

demonstrate your interest by engaging with the company on

social media or through industry events. However, maintain your

job search as it's important not to put all your hopes on one

outcome.
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09 NEGOTIATING THE JOB OFFER



Congratulations on receiving a job offer! 

As a mother juggling multiple responsibilities, it's

important to negotiate the offer in a way that aligns

with your needs and priorities. Here are some tips on

how to navigate the negotiation process effectively:

 

How to Respond to the Offer:

Express gratitude for the offer and enthusiasm

about the opportunity.

Request some time to carefully review the details of

the offer before providing a response. This allows

you to consider the terms and prepare for

negotiation.

 

What to Ask:

Clarify all aspects of the offer, including salary,

insurance, paid leave, work hours, and potential for

flexibility. Ensure you have a clear understanding of

what is being proposed before moving forward.

Inquire about any additional perks or support that

could benefit you as a working mother, such as

childcare assistance, remote work options, financial

subsidy for childcare, or flexible scheduling.

If you’re a new mom, ask for an onboarding

programs that allow parents to gradually transition

back to a full-time workweek.
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Advocating for Yourself as a Working Mother

 

As a working mother, you have a unique

perspective to bring to the negotiating table. Here

are some tips to help you effectively advocate for

your needs and secure a job offer that supports

your career goals and personal responsibilities:

Work-Life Balance:

Clearly communicate your needs regarding work-

life balance, such as flexible hours, remote work

options, or accommodations for family

responsibilities.

Emphasize how these arrangements will benefit the

organization, such as increased productivity,

reduced turnover, and improved job satisfaction.

Value Proposition:

Highlight your strengths and the value you bring to

the role, including your skills, experience, and

achievements.

Explain how your skills and experience can

positively impact the organization and drive results.

Be prepared to provide concrete examples of how

you can deliver the same results as your colleagues

who do not have children.
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Salary and Benefits:

Discuss salary considerations that reflect your

expertise and the market value of your skills.

Make a business case for childcare benefits, such

as increased employee retention, improved

productivity, and enhanced employer reputation.

 

Childcare Benefits:

Highlight the value of supporting employees as

they grow their families, which can lead to

increased job loyalty and commitment.

If your employer expresses concerns about the cost

of offering childcare benefits, you can counter by

highlighting the potential long-term benefits to the

company. For example:
 

"Offering childcare benefits may seem expensive upfront, but not

providing them can be even more costly in the long run. As a company,

we value our employees' contributions and well-being, and childcare

benefits can help retain and attract top talent. Parents are a vital part of

our teams and departments, and their work has a direct impact on

everyone else. Additionally, offering childcare benefits demonstrates

our commitment to supporting employees as they grow their families,

which can lead to increased job satisfaction, reduced turnover, and

improved productivity. By investing in our employees' families, we're

investing in our company's future."
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This response emphasizes the benefits of childcare

benefits, such as retaining and attracting top talent,

while also highlighting the potential negative impacts

of not providing them.

 

Negotiation Strategy:

Approach the negotiation with confidence,

professionalism, and a clear understanding of your

worth as a working mother.

Remember that negotiation is a two-way

conversation aimed at finding a mutually beneficial

agreement.

Be prepared to listen to the employer's concerns

and be open to finding creative solutions.

 

By following these tips, you can effectively advocate

for yourself and secure a job offer that supports your

career goals and personal responsibilities.
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10DECLINING THE JOB OFFER



If you have reservations about the job or company culture, it's

important to trust your instincts. Listen to your gut feeling and

consider if the role aligns with your career goals and values. Reflect

on whether the job truly matches your skills, experience, and

aspirations. If you feel that the position may not be the right fit for you

in the long term, it's okay to decline the offer. You can do it with

grace, confidence, and professionalism.

 

Remember that it's important to prioritize your own career goals and

well-being when making decisions about your professional future.

 

Communicate graciously: When declining a job offer, it's

essential to express your gratitude for the opportunity. Politely

thank the hiring manager for the offer and acknowledge the time

and effort they have invested in the recruitment process.

Be honest but tactful: Provide a brief and honest explanation for

declining the offer. You can mention that after careful

consideration, you have decided to pursue other opportunities

that better align with your career goals.

Maintain professionalism: Even if you are declining the offer, it's

crucial to maintain a professional and courteous tone in your

communication. Remember that networking and building

relationships in the industry are valuable for your career growth.

Keep the door open: Express your openness to future

opportunities with the company. Politely mention that you

appreciate their consideration and would welcome the chance to

potentially work together in the future.
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11RESPOND TO REJECTION



If you're not successful in your job application and

receive a rejection or decline message, here's how to

respond professionally:

 

Phone or In-Person Interview Follow-Up:

Thank the hiring manager for letting you know their

decision and express your gratitude for their time

and consideration.

Express your appreciation for the opportunity to

learn about the company and its culture.

 

Written Response:

Send a thank-you email to the recruitment agent or

prospective employer, using their name and title.

Start with a polite and professional greeting,

addressing them by name.

Express your gratitude for the opportunity to

interview for the position and acknowledge their

decision not to move forward with your application.

Close the email by thanking them again for their

time and consideration, and reiterating your

appreciation for the opportunity to learn about the

company.
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Example Email:

 

Dear [Hiring Manager's Name],

 

Thank you for letting me know about your decision

regarding my application for the [Position] role. I want

to express my gratitude for the opportunity to interview

with your team and learn more about your company.

Although I am disappointed to learn that I was not

selected, I appreciate the time and consideration you

extended to me throughout the hiring process.

 

Thank you again for your time, and I wish the company

all the best in finding the right candidate.

Best regards,

[Your Name]

 

By responding professionally and graciously, you can

maintain a positive relationship with the employer and

potentially open up future opportunities.
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12AT A NEW WORKPLACE



First Week at Work

 

Seek Out Your Boss's Expectations: Take the initiative

to connect with your boss and understand what they

expect from you. Learn how they prefer to

communicate and what traits they value in an

employee. This insight will be invaluable in your early

days at the organization.

 

Avoid Impulsive Decisions: Don’t let excitement cloud

your judgment. Seek out your boss and stay focused

on your goals. Understand your role and

responsibilities to deliver results.

 

Introduce Yourself and Build Relationships: Take the

time to introduce yourself to your colleagues, even if

your boss has already done so. This helps build

relationships and get to know your colleagues.

 

Be Cautious with Colleagues: Don’t rush to form close

relationships with colleagues. Give them time to reveal

their true nature, and avoid associating with negative

or unproductive individuals.

 

Avoid Office Politics and Gossip: Steer clear of office

gossip and politics. Stay focused on your work and

avoid getting drawn into unnecessary drama.
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Maintain Professional Boundaries: Keep your

personal life separate from your work life. Avoid

oversharing and stay professional, especially during

the initial period.

 

Learn the Office Norms: Pay attention to office

routines and norms. Avoid being late or leaving early,

and respect your colleagues' work styles.

 

Dress Professionally: Make a good impression by

dressing professionally. You were hired for a reason, so

show that you're taking your job seriously.

 

Send a Status Update: Finish the week by sending a

status update to your boss, even if they haven't

requested one. This demonstrates your

professionalism, commitment, and dedication to your

job.
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What NOT to Do:

 

Avoid being late: Plan to arrive early to make a

good impression and get settled in.

Don't assume: Ask questions and follow

established procedures to avoid mistakes.

Don't overwhelm yourself: Pace yourself and

prioritize important tasks to stay focused.

Avoid gossiping: Maintain a professional attitude

and focus on the positive aspects of your new job.

Don't neglect your appearance: Dress

professionally to reflect your attitude and

professionalism.
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After One Month - Delivering on Expectations:

 

By now, you should have a clear understanding of your

role and responsibilities, and you should be actively

working to deliver on these expectations. You should

also have established connections with colleagues and

supervisors who share your passion for the industry

and profession.

 

To make a positive impression, it's essential to

demonstrate your expertise and enthusiasm for the

industry. This can be achieved by:

Staying up-to-date with the latest developments

and trends.

Participating in relevant discussions and debates.

Sharing knowledge and insights with colleagues.

Showing a genuine interest in the work and goals

of the organization.
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By forming strong relationships with colleagues and

supervisors, you can build trust and foster a sense of

collaboration. This can be achieved by:

Being approachable and open-minded.

Showing willingness to learn and adapt.

Offering support and assistance to others.

Celebrating successes and acknowledging

challenges.

 

To demonstrate your value to your boss and

organization, it's essential to:

Clearly understand your role and responsibilities

Deliver high-quality work and meet deadlines

Communicate effectively with colleagues and

supervisors

Continuously seek feedback and opportunities for

growth
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Contact

Jobs4Moms Project Team

www.globalmomsinitiative.com/
jobs4moms
info@globalmomsinitiative.com
LinkedIn and Facebook
@GlobalMoms®️ Initiative

We thank you
for your

continued
support in our

efforts to close
gender gap for

moms in the
workplace.

Project Lead and Editor 

Mari Sharashidze
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GlobalMoms®️ Initiative
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