Your First 90 Days — Intern / Entry Level

Learn fast, be reliable, and make people glad they hired you.

BEFORE YOU START
Define how you want to show up

Before you think about tasks or projects, get clear on this: how do you want to be seen? The perception you create in your first few
days sets fast and is hard to change.

PROMPT 1
What do I want people to say about me when I'm not in the room?

L
PROMPT 2
What three words should describe my presence in this organization?

L
PROMPT 3
What impression do I want to make in my first week?

UNIVERSAL PRINCIPLES
These apply no matter your title

e Map your relationships early. Know who your manager is, who your key peers are, and who the informal influencers are.
e Learn how work actually moves. Not the org chart version — the real version.

e Match the communication norms. Read the room before you try to change it.

e Ask for feedback before you think you need it. Do this in week two, not month three.

e Document what you learn. Map the systems, the people, the workflows.
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DAYS 1-30

Learn & Absorb

|:| Meet everyone you can. Introduce yourself, ask what they do, ask what they wish someone had told them when they started.

Understand the basics cold. Tools, systems, processes — learn them faster than expected.
Set up recurring check-ins with your manager. Even 15 minutes weekly.

Watch how the best people operate. Who gets listened to in meetings? Study what they do differently.

O O o o

Be on time, be prepared, follow through. Reliability at this stage is your #1 differentiator.

NOTES
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DAYS 31-60

Contribute & Show Up

|:| Own something small and deliver it well. Anything with a clear deliverable — complete it thoroughly and on time.

|:| Start sharing observations. "I noticed X — is that intentional?" Not "you should change this."
|:| Build your internal network beyond your team. The relationships you build now compound.

|:| Ask for specific feedback. Not "how am | doing?" but "I handled X this way — was that the right approach?"

|:| Start a wins log. Track what you did, the result, and any positive feedback you received.

NOTES
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DAYS 61-90

Deliver & Set Up What’s Next

|:| Take on more responsibility. Volunteer for something slightly outside your comfort zone.

|:| Share what you'’ve learned. Present informally: what you've observed, contributed, and want to focus on next.

|:| Identify one process you can improve. Even small — improving a process shows you think like an owner.
|:| Have a career conversation with your manager. "What does great look like over the next 6 months?"

|:| Thank the people who helped you. The people who made your first 90 days easier will remember that you noticed.

NOTES
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90-Day Self-Check

Before your 90-day mark, run through this.

|:| Can | clearly describe how | want to be perceived — and is that what's happening?
|:| Do | know the key relationships that matter most to my success here?

|:| Have | delivered at least one visible win that people can point to?

|:| Am | getting regular feedback from my manager (not just waiting for a review)?

[ ] Haveldocumented what I've learned and the impact I've made?

[ ] Dol have a plan for the next 6 months that connects to business goals?

|:| Am | building relationships beyond my immediate team?

|:| Would someone describe my work the way | want to be described?

Your reputation starts on day one. Be intentional about it.

More resources at erintran.com/resources
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