Your First 90 Days — Mid-Level

Prove you can deliver impact quickly — and that you make the people around you better.

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 the Landscape

|:| Map the stakeholder ecosystem. Who are the decision-makers? Who influences priorities? Who controls resources?

Understand the strategic context. What are the company’s top 3 priorities this quarter?
Audit the current state. What's working? What’s broken? Where are the quick wins and the landmines?

Build trust with your manager fast. "What does success look like for me at 30/60/90 days?"

O O o o

Listen more than you talk. Earn the right to have opinions by showing you understand the landscape first.

NOTES

erintran.com | © 2026 Erin Tran | First 90 Days Checklist



DAYS 31-60
Deliver Quick Wins

|:| Own a project with visible impact. Pick something with a clear before/after.
|:| Document your impact. Before/after metrics. Time saved. Quality improved. Revenue influenced.
|:| Build cross-functional relationships. Invest in those relationships before you need something from them.

|:| Share a perspective. Bring an insight to your manager: "Here’s what I've observed, here’s what | think we could do.'

|:| Calibrate your pace. Ask for feedback on speed, priorities, and communication level of detail.

NOTES
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DAYS 61-90
Expand Your Influence

|:| Propose a 6-month plan. Outline where you want to take your work, aligned to business goals.
|:| Become the go-to for something. When people think of that thing, they should think of you.
|:| Mentor or support someone. This positions you as a multiplier, not just a contributor.

|:| Build your visibility. Share a win in a team meeting. Present a finding. Write a brief.
[]

Have a growth conversation. Plant the seed without making it transactional.

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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