




The duties you are expected to carry out are very important to your employer’s customer and it is important that you understand them fully. 

Carrying out your duties as instructed

Ask yourself:

· Why your work schedules are important and why you have to keep to them
· How you can contribute to the work of your organisation

· How you can carry out tasks that you would normally be given
· Who you can ask if you need to clarify something, or ask questions about work
· How you should talk to and work with others to work efficiently, without adversely affecting your own work
· What the limits of your responsibility and authority are.

You may receive instructions orally or in writing

Tasks may have to be carried out on your own, in a group or team, or, in training situations

People you have to deal with may include supervisory staff; members of your team; contractor or client’s management staff; customers; visitors; emergency services; any other relevant persons

Carrying out your duties as instructed

You must know:

· Your work schedules 

· How to contribute to the work of your organisation

· How to carry out tasks that you would normally be given

· Who to ask if you need to clarify something, or ask questions about your work
· How to talk to and work with others to work efficiently, without adversely affecting your own work

· The limits of your responsibility and authority.

If you are in any doubt ask your supervisor
