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Employee Code of Conduct
Welcome to CareerForce!
We are committed to providing high quality services
designed to meet the needs of our job seekers and employers.
As an employee of CareerForce, I agree to:
[bookmark: _GoBack]Act Professional and with Integrity
· Act and appear professional at all times.
· Treat all people with respect.
· Develop and maintain positive, effective working relationships with staff and customers.
· Handle all situations honestly and with integrity.
· Take responsibility for our actions.
· Maintain confidences.
· Share credit with coworkers.
Provide Customer Service
· Greet customers with a smile and a positive attitude.
· Provide timely assistance in a courteous, knowledgeable, and professional manner. 
· Communicate clearly and concisely with customers and co-workers.
· Actively listen to others and respond with empathy. 
· Do what we can to ensure customer satisfaction.
· Ask customers for feedback on services provided.
Actively Contribute to Organizational Goals
· Adjust positively to multiple demands of the changing workplace. 
· Accept change as a healthy and normal part of growth. 
· Actively support organizational goals and group decisions.
· Identify areas of opportunity and monitor self-development goals.
CareerForce Career Lab Employee Pledge
Customers deserve the very best service I can give them. I will do everything I can to meet or exceed 
my customers’ expectations, not just today but every day.
Customer focus means I treat each customer as an individual who has special circumstances and 
needs. Before I make a decision or take an action, I will determine if it aligns with our Employee Code 
of Conduct and consider how it will impact our customers. 
By giving caring, personal attention, and showing concern for my customers at every opportunity, I do 
my part to keep our customers satisfied. Customer satisfaction is my personal priority and my pledge.
This material is available in alternative formats for individuals with disabilities.
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