Scenario: Janis Collier is a new employee at the main office of Quest Specialty Travel in San Diego, California. She is starting as an administrative assistant in the corporate travel department. Her job involves entering and editing accounting information, such as expenditures and receipts. She wants to advance her career at Quest Specialty Travel, and is observing people in jobs she might qualify for after gaining some experience and training. For example, she could become an accounting assistant or sales assistant. In the corporate travel department, these employees generally wear suits or other conservative outfits, especially when they attend meetings with corporate clients.

Before starting her new job, Janis asked Andrea Leeman, the human resources director, how new employees should dress at Quest Specialty Travel. Andrea said that employees in the corporate travel department dressed more conservatively than in other departments. She advised Janis to wear clothes “a little more formal than the rest of the company.” During the first week on the job, Janis wears a conservative suit with low-heeled shoes, a pastel blouse and below-the-knee skirt, a navy-blue dress, and a pair of black slacks with a blazer. 

Instructions: List the appropriate elements of Janis’ actions and dress.

[Student Name]
Actions
· Clarified expectations before starting: Janis asked the human resources director about the dress code at Quest Specialty Travel and learned the practical expectations for someone in her position. 

· Learned about her department: When talking to the human resources director, Janis learned that her department (the corporate travel department) has different standards from the rest of the company.
Dress

· Dressed more formally during her first week: Janis followed Andrea’s advice to wear clothes on the formal side of business casual. Her outfits during the first week were conservative and businesslike.
· Dressed to match the positions she would like to have: Janis would like to move up in the corporate travel department, so she is dressing the way that accounting assistants and sales assistants do at Quest Specialty Travel.
