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Get on the Boss’s A List 

  
Every boss wants employees who do their jobs well. Here are 10 tips for making sure you're on 

the boss's A-list:  

1. Communicate, communicate, communicate. When either you or the boss is new to 

the job, ask questions and volunteer helpful information. Don't keep up constant 

communication, though, unless your boss likes it. It's best to ask directly whether you're 

giving the boss enough information or too much.  

2. Acknowledge what the boss says. When your boss asks you to do something or 

suggests ways for you to improve your work, let her know you heard. Bosses like to 

know you’re listening.  

3. Collaborate. When your boss has a new idea, respond to it in a positive way instead of 

throwing up roadblocks. Offer your own ideas if they appear to be wanted, but make 

sure you don’t sound like a know-it-all.  

4. Build relationships. You'll make your boss look good if you establish a good rapport 

with customers. Bring back what you learn about ways to offer better customer service.  

5. Understand how you fit in. Is your boss detail-oriented, or someone who keeps his 

head in the clouds? Knowing your boss’s personality is extremely important.  

6. Learn the boss's pet peeves. If your manager has said repeatedly that he hates 

certain things, make sure you don’t do them. Why invite trouble for yourself?  

7. Anticipate the boss's needs. Once you have worked with your boss for a while, you 

should be able to guess what information she will want. If you provide it ahead of time, 

that’s a gold star.  

8. Think one level up. When managers consider who deserves a promotion, they look for 

people who understand the issues that their bosses face. While thinking up, you need to 

contine to do your job, of course.  

9. Open yourself to new ways of doing things. When your boss comes to you with a 

new idea, don't simply dismiss it. If you don't think it will work, offer to discuss it further 

in a mature, responsible, adult-like way.  

10. Be engaged in your work. The manager would like to see an engaged individual. That 

means both showing enthusiasm for your work and speaking up when you see room for 

improvement.  

Adapted from an article by Margaret Steen, for Yahoo! HotJobs  

******  

Career Headlines is a complimentary, weekly update on career-related topics from Career 

Solutions Publishing. Visit us at www.careersolutionspublishing.com or call 888-299-2784. 

This message was sent from Career Solutions Publishing to dabrew@henry.k12.ga.us. It was sent 
from: Career Solutions Publishing, 1199 Lancaster Avenue, Berwyn, PA 19312. You can 
modify/update your subscription via the link below. 

Email Marketing by 

  
 

 


