Phew. I’ve had a great (and pretty exhausting) first few
months in my new job. It’s flown by, and I’ve already got
some impressive achievements under my belt.
Being successful in your first 100 days can be tough, so here are
some tips to help you get settled in and start making an impact
in your new role as quickly as possible.

In your first week
Get an induction plan so you know
what to expect
There are enough surprises in a new job without
having to worry about what your induction will entail.
Make sure you have a clear plan so you know what
to expect over the coming weeks.

Do some lunches
Once you’ve made first contact with your colleagues,
use social lunches to learn more about your new
workplace, and what it can offer you. Lunches are
a great chance to get to know your peers on a
personal level, and discuss the social opportunities
and events that’ll have a chance to take part in.

Get to know your direct contacts
The faster you’ll get to know the people you’ll
be working with, the more support you’ll have as
you learn the ropes. When you meet your managers,
request catch ups with them over the coming weeks
so you can let them know how you’ve found the
onboarding experience.
Get yourself setup with a buddy or mentor
If your manager doesn’t set you up with a designated
buddy or mentor, request one. Having someone to
guide you through the basics can be a huge help,
and make you feel comfortable in the job as quickly
as possible.

Find out what success and failure look like
While talking with your colleagues and peers, find
out what success and failure look like in your role.
Ask about past projects that have been either been
extremely successful or catastrophic failures. Then,
start thinking about what you can do to encourage
the good, and prevent the bad.
Complete required onboarding paperwork
and activities
Recorded onboarding activities such as compliance
checks can seem boring, but its best to get them
out the way before your diary starts filling up. By
completing them early you can also quickly discover
whether the promises set out in your interview
process are real and likely to be delivered on.

In your first month

In your first 100 days

Set and understand your long-term goals

Start branching out into the wider organisation

With the formalities of your first week out of the
way, it’s time to start thinking long-term. Continue
conversations about your personal goals that began
during your interview, and plan check-ins with your
manager to set achievable goals aligned with your
personal objectives, and those of the business.

By now you should be accustomed to working with
your direct colleagues, so it’s time to start branching
out and getting to know important people across
your organisation. That doesn’t just mean meeting
senior executives, you need to seek the people with
real influence across the business.

Ask for check ins after a week, at 3 weeks, and
at the end of your first month. And make sure that
your manager puts them into their diary so that
they don’t slip.
Formalise your learning
You’ll learn a lot in the early days of your new
job, but it’s important to start your formal learning
as quickly as possible. Start accessing online
learning resources if they’re available, and work
with HR and your manager to build a learning plan
that’s aligned with your new goals.
Get to grips with the working culture
Be perceptive and sensitive to the culture around
you, and observe what is different than you’re used
to. Look out for language, acronyms and terminology
that may be new to you and be prepared to note
them down for future reference.
Get involved in an after-work social activity

Give your employer some feedback
A great onboarding experience isn’t just in your
interest – it’s in your employer’s interest too. Let
them know what’s been good for you, and what
was missing from your first days, and help improve
the experience for the next person that joins.
Set your sights higher
Now that you’re into the swing of your job and
you’ve started developing in your role, it’s time
to find out where that development could take you.
Work with your manager and HR team to discuss
development and progression opportunities and
plan your path to future success.
Take time out to reflect
Look back on the time you’ve spent in the job so far.
Have you achieved everything you wanted to? If not,
why not? Reflecting on your experiences is key to
ensuring you’re constantly improving.

By now you should have heard about some of
the social events happening around the office, so
it’s time to get involved with something that suits
you. Whether it’s a sports club or just after work
drinks, being social will help you build stronger
relationships with colleagues and immerse
yourself in the company culture.

Six bonus tips for a successful first 100 days
1.

Reach out to others and don’t always expect
people to come to you

4. Don’t worry about forgetting things—you’re
learning so much, not everything will stick

2. Be willing to ask, listen and clarify—and listen
more than you talk

5. Be sure to thank the people that help you,
so they’ll help you again

3. Spend time with other new joiners and share
your experiences with them

6. Make sure that you stick to any commitments
that you make, as it will have a huge impact on
people’s first impressions of you
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