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A MONTHLY NEWSLETTER FOR OUR EMPLOYEES AND FRIENDS

“I'm running late...I can’t make it in...] need to leave early.”

Attendance & Work Habit Reminders

Good Attendance Habits

We value your time and we are
grateful that you do so well in
your efforts to be to work on
time and be there everyday.
Here are some helpful hints to
keep up those great work habits!

e Appearing for work prior to
the start of your shift

e Being at your work station
and ready to work by the
start of your shift

e Taking only the time nor-
mally allowed for breaks

e Remaining at work during
your entire shift, unless
excused by your supervisor

e Callingin and “personally”
notifying your supervisor if

you are going to be either
absent or late to work

We understand that there will be
occasions when you cannot make
it to work or you need to arrive
late or leave early. If you cannot
report to work for any reason, it is
your responsibility to (1) call your
supervisor and (2) call us. If you
are calling during hours we are
closed, please leave a message.
Masiello  Employment provides
you with the telephone number
for your assigned company as well
as our phone number. It is recom-
mended that when you start a
new job, to ask for your supervi-
sor's extension if it is not already
provided. If you find yourself in an

Managing your time is part
of your job!

emergency situation, ask a fam-
ily member or friend to call for
you.

We are here to help in any way
we can. Let us know if you have
any questions or concerns and
we will be happy to assist!

EXCITING NEWS FOR OUR
KEENE LOCATION!!!

WE HAVE
MOVED!
00 00™0

As of this week, our Keene
office is at our new
location:

294 West Street
Keene, NH

In the CVS Plaza next to Panera

We are very excited for a
change of scenery after 20
years on Emerald St.

We look forward to all of
you seeing our new digs!

Phone: 603-358-1000

On The Job Audition

Greenfield Community
College

www.gcc.mass.edu
VT Community College
www.ccv.edu
Keene State College
www.keene.edu

Though unemployment re-
mains high, temporary work is
seeing an uptick as companies
are hesitant to commit to full
time employees and higher
benefit costs. But when they
eventually do start hiring full
time workers, employers will
likely turn to those already do-
ing the job. Tips for turning a
temporary assignment into a
full time gig:

¥ Let staffing firms and poten-
tial empl oyers
ultimately looking for a full time
job so they can place you in a
role more likely to lead to a
full time position.

F Take a long term approach.
Bring the same intensity to the
temporary job as you would to
a full time position and adapt
gui ckly to
corporate culture.

F Remember that employers
will assess how well you han-
dle constructive criticism, set-
backs and other job related
challenges as part of your
overall performance evalua-
tion.

F Observe the written and
unwritten rules. Follow proto-
col, ask questions and seek
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feedback so you can improve
your role. For guidance, watch
how top managers respond to
certain situations and model

your behavior on theirs, as s

appropriate.

E Let your personality shine.
Employers want to see how
wel | youodl l
Actively participate in meetings
and join colleagues in offsite
events where possible.
Expanding your connections
within the company will work in
your favor, so be sure to build
rapport with other employees.
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.~ resource for women. If you are
1 entering the work force or re-

Where can |
find work &
interview
clothing?

nda®©s Cl oset
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* turning, and need some help
¥ with your wardrobe, Linda's

| Closet can help you achieve

tions.

ANNOUNCEMENTS

The Brattleboro number remains in service and is automatically directed to
Keene. Feel free to call 802 -254-5431 or 603 -358-1000 as you have ques-

Effective Friday, February 19, 2010, the Keene office will close at 5:00pm.
Please contact our office to make other arrangements if you are unable to
pick up your check by 5:00pm on Fridays.

We had TWO employees complete their temp & to- hire! Each will receive a
$10 gift card. Congratulations on your new job!
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Safety Corner

COMPUTER WORKSTATIONS

Millions of people work with
computers every day. This
illustrates simple, inexpensive
principles that will help you
create a safe and comfortable
computer workstation. There
is no single

or arrangement of compo-
nents that will fit everyone.
However, there are basic de-
sign goals to consider when
setting up a computer work-
station or performing com-
puter-related tasks.
Consider your workstation as
you read through each

section and see if you can
identify areas for improve-
ment in posture, component
placement, or work environ-
ment. Here are some sugges-
tions to minimize or eliminate
identified problems, and al-
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"custom-fit" computer work-
station.

Follow these tips:

1. Top of monitor at or just
below eye level

Head and neck balanced
and in line with torso

3.
4,

5.

7.

Shoulders relaxed

Elbows close to body and
supported

Lower back supported

Wrists and hands in line
with forearms

Adequate room for the key-
board and mouse

Feet flat on the floor

Source: www.osha.gov

. your job and career goals. The

| Closet offers clothing for job

| interviews, or office or manu-

¥ facturing jobs and stocks all .
| sizes in up-to-date styles. All of &
4 the clothing is clean and ready

! to wear.

nda®©s Cl oset

Our Two Locations to Serve Y(

294 West Street
Keene, NH 03431
(P) 6033581000
(F) 6033520435

21 Mohawk Trail
Greenfield, MA 01301
(P) 4137750296
(F) 4137726740

1-8006397021
WWW.MASEMP.COM

Find us on

Facebook

Masiello Employment Servic

: You can visit Linda's Closet at 29 §
J Center Street in Keene, NH. -
L i
{ pm - 8 pm on Wednesday eve-
" nings and 9 am - 12 noon on

- Saturdays. Call 357-1015 or visit
4 www.lindascloset.org.
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