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1) Introduction

Welcome to the career review workbook. It is designed to help you navigate more successfully in an increasingly turbulent world. It will pose more questions than give answers as it is designed to help you think more deeply about your work and life, not to tell you what to do. Only you can come to the conclusions which are right for you. Only you can make any decisions that need to be made. It is designed to help you analyse in more depth your current stage in your career.

.

Any company seeks to support staff as much as it is able in developing their skills and achieving their ambitions. It is however unrealistic to believe that the organisation can satisfy everyone. The primary responsibility for your development has therefore to be yours. This booklet is intended to help you think more deeply about your job and your life.

I hope that this will help you in making more considered choices about your future.

2) First things first

2.1)
Who is in control?

When we join an organisation it is natural to assume that ‘they’ will take care of your career. However as a result of the forces of increasing change some of the biggest corporations in the world now find that they cannot plan careers in the way that they have done in the past. In the future therefore, each of us individually has to take control of our career and our life.

A concept called ‘locus of control’ helps us to consider for a moment our attitude to controlling our life. An external locus of control results in us being powerless. An internal locus of control results in us taking more active control of our lives. Typical statements that illustrate how we feel are:

External







‘The things that happen in my life are caused by other people’

‘I am unable to change from my current position’

‘It’s the way I am made, I cannot do anything about it’

‘I had bad luck’, ‘it’s fate’

‘If I had done… then it would be OK’

Internal

‘I know what I want to do and I am going to get there’

‘If you set your mind to something, you can do anything’

‘I have only myself to blame’

‘You make your own luck’

‘What’s happened is history, lets get on with life’

Typically we are somewhere between these two positions and it may move depending on many factors. This workbook assumes that we want to take a more active and so internal control of our lives.

2.2)
How to use this book

The exercises and questions on the following pages will help you to see yourself more objectively and to review your areas of interest, talents, values, personal style and achievements. Getting to know and understand yourself is the best way to build confidence.  Self-knowledge develops a positive and confident frame of mind which will provide a firm foundation for the future.

Your reward will reflect your own degree of effort.  This may be the first opportunity that you have really had to consider your own career and plan for the future, taking into account your skills, needs and values.

Gathering as much information as you can about yourself will help you to create more options for you to consider.  This should eventually lead to a more successful outcome in obtaining your objective.  

Throughout this book it is essential that the information you collect and use is firmly based on reality.  One resource that is important at this stage is the use of assessment indicators which help to provide another viewpoint. Please do not be put off by the formats.  These exercises are just tools to help you get to know more about yourself.  They are not examinations; there are no right or wrong answers.  They are just paper and pencil exercises to help you gain more knowledge and understanding about yourself.  Not all of them might be relevant to you. Only do those which seem to be useful.

The best way to approach these exercises is to be spontaneous and answer honestly.  Work through the exercises in a quiet place, at your own speed, following the instructions carefully.  Try to listen to yourself. You are trying to discover your vocation – meaning literally ‘your voice in the world’ – which sums up those talents that are recognised by others, and your avocation – meaning literally ‘your calling’ – which sums up where you will be most fulfilled.  This is your book and you can keep it entirely confidential if you wish. 

The process might be described as working round the triangle below:

I want (What is my vision of the future and my ideal job and life?)



Reality (What is practical in  



I am able (What am         my circumstances?)




I capable of doing?)

Finally…

One word of caution. This workbook will not give you answers, it will only pose questions. Only you can provide the answers.

2.3)
Where to get help

By the end of this workbook you may feel that there are so many more questions than answers. This is natural. You may want to talk to your line manager or Human Resources. You may also want to talk to family and friends. Talking your ideas and options through with someone else (as long as they are a good listener!) often helps to get things in a clearer focus. 

3) The present - taking stock

During the following pages, there will be various exercises to try to help you answer some of the questions below. You may like to start by briefly considering these questions.

1.
What has caused you to use this workbook now?

2.
Are there family or personal factors that are especially significant in setting your career or life goals right now?

3.
What immediate concerns would you like to resolve that would help you in moving ahead with your career?

4
What activities do you like to pursue outside of work?

5.
Are there any subjects that you have developed an interest in as an adult?  What subjects hold particular interest for you?

6.
During the past year, which work-related activities did you like the best?

7.
In reviewing your past history, when and where did you find the greatest satisfaction, interest, or fulfilment?

3.1)
My education and training

The next part of the workbook prompts you to gather together basic information about you. By writing it down in a structured way, it is intended to remind you of the skills and experience you have that you can draw upon in the future.

Identify all the courses and subjects you have studied. Include those outside your work.

1.
Educational history


University/College


Major subjects

      Degree/Year


School 




Examinations taken and passed      Dates

2.
Professional Qualifications & Training.

3.
Information about military/voluntary/other service training.

4.
List present and past memberships in professional or civic organisations.  Have you or do you now occupy any offices or responsibilities?

5. 
Any courses or interests you have studied outside work.

3.2)
My experience

A good way of starting to review your experience is by preparing a curriculum vitae. The format is unimportant for this purpose (though if you apply for a job internally or externally then it will be). The important aspect of this exercise is to gather together all the information about your experience. Below is a template:

EMPLOYMENT HISTORY
Please outline your work history on these pages, giving job title, organisation, location, dates of employment and a statement of your major responsibilities.  In addition, you will find it useful to note how you got the job and what influenced your choice, as well as remembering the reaction of family and friends and eventually why you left.

1.
Organisation:  




From:



To:


Title:


Location:


Statement of major responsibilities:


How did you get the job?


What or who attracted you to the job?


What was the reaction of your family and friends?


What aspects of the job did you find easy?


What aspects did you find hard?

Why did you leave?


In summary, what was good and what was bad about the job and organisation?

2.
Organisation:





From:


To:


Title:


Location:


Statement of major responsibilities


How did you get the job?


What or who attracted you to the job?


What was the reaction of your family and friends?


What aspects of the job did you find easy?


What aspects did you find hard?

Why did you leave?


In summary, what was good and what was bad about the job and organisation?

3.
Organisation:





From:


To:


Job Title:


Location:


Statement of major responsibilities:


How did you get the job?


What or who attracted you to the job?


What was the reaction of your family and friends?


What aspects of the job did you find easy?


What aspects did you find hard?

Why did you leave?


In summary, what was good and what was bad about the job and organisation?

4.
Organisation:





From:


To:


Job Title:


Location:


Statement of major responsibilities


How did you get the job?


What or who attracted you to the job?


What was the reaction of your family and friends?


What aspects of the job did you find easy?


What aspects did you find hard?

Why did you leave?


In summary, what was good and what was bad about the job and organisation?

5.
Organisation:





From:


To:


Job Title:


Location:


Statement of major responsibilities:


How did you get the job?


What or who attracted you to the job?


What was the reaction of your family and friends?


What aspects of the job did you find easy?


What aspects did you find hard?

Why did you leave?


In summary, what was good and what was bad about the job and organisation?

3.3)
My achievements

When we look at the pattern of people’s lives, we often see that where there is a combination of interest and aptitude, then significantly more is achieved.  These times tend also to be more satisfying. This next section aims to increase your self-awareness about the pattern of abilities and interests that you have developed. 

SELF-AWARENESS
Briefly answer the following questions about yourself.
One thing I like about myself is

One thing others like about me is

One thing I do very well is

A recent problem I've handled very well is

When I'm at my best I

I'm glad that I 

Those who know me are glad that I

A compliment that has been paid to me recently is 

A value that I try hard to practise is

An example of my caring about others is

People can count on me to

They said I did a good job when I

Something I'm handling better this year than last is

One thing that I've overcome is

A good example of my ability to manage my life is

I'm best with people when 

One goal I'm presently working towards is

A recent temptation that I managed to overcome was

I pleasantly surprised myself when I

I think that I have the guts to

If I had to say one good thing about myself I'd say that I

One way I successfully control my emotions is

One way in which I am very dependable is

One important thing I intend to do within two months is

ACHIEVEMENTS

Most of us are brought up to believe that modesty is a virtue, and we tend to carry that notion into adulthood.  As a result, when asked to describe our achievements we play them down for fear of being regarded as boastful.  That is a pity because how we have performed in the past, whether at work or in some other sphere of our lives can often give valuable insights into what we might be able to achieve in the future.

Identifying and expressing these is vitally important, in order to:


-
build self-confidence, a key to success


-
develop a clear idea of what you can use in your next career step


-
communicate effectively in interviews and meetings

An achievement is an activity which gave you pleasure, fulfilment and a feeling of success.  It can be large or small in scope; it can be routine or extraordinary; frequent or something you have done only once; work related or personal either on your own or in conjunction with other people.  The key is how YOU felt.  These achievements represent you functioning at your best, sometimes overcoming difficulties, and believing in yourself and your ideas.

Reviewing what you have done in your life, list on the next page 8 achievements that come to mind.  At least some should be from your work experience.  One or two should be examples from outside work.  Now write down the details on the “Achievement Sheets”.  When doing so try to reflect your contribution to each of the achievements in action terms, such as, conceived, designed, planned, wrote, created, developed, implemented, led, etc. Consider for each:


How did you get involved?


What specific tasks did you perform?


What problems did you have to overcome?


How did you address these problems?


What new skills did you acquire?

What was it about those particular achievements that made you select them?

When you have finished the exercise, read through the “Achievement Sheets” again.  Then consider whether there are any common themes that run through the examples that you chose.  If so what are they? 

You may find that the achievements draw upon some common skills you have, or play to a particular interest. Use the “Achievement Theme Sheet” to record them.

ACHIEVEMENTS

Achievement Date



Achievement



What was it about this achievement that gave you the greatest satisfaction?



Achievement Date



Achievement



What was it about this achievement that gave you the greatest satisfaction?



ACHIEVEMENTS

Achievement Date



Achievement



What was it about this achievement that gave you the greatest satisfaction?



Achievement Date



Achievement



What was it about this achievement that gave you the greatest satisfaction?



ACHIEVEMENTS

Achievement Date



Achievement



What was it about this achievement that gave you the greatest satisfaction?



Achievement Date



Achievement



What was it about this achievement that gave you the greatest satisfaction?



ACHIEVEMENTS

Achievement Date



Achievement



What was it about this achievement that gave you the greatest satisfaction?



Achievement Date



Achievement



What was it about this achievement that gave you the greatest satisfaction?



ACHIEVEMENTS

THEMES

3.4)
My skills and abilities

The ability analysis grid on the following page will help you to analyse your achievements and identify your areas of ability.

Please follow the directions carefully:

1) Start by analysing the first achievement in its entirety.

2) To determine the strengths that you demonstrated in this achievement, work your way down through the list of descriptors to see which of them applied to this achievement. If any descriptor applies, consider the whole category applicable and mark the corresponding box under achievement 1 as follows:



3) Then go through all the boxes you have marked for this achievement and select the three strongest capabilities that were demonstrated and mark them as follows:


4) Then select from among these stronger capabilities the one strongest capability that was demonstrated, and mark as follows:


5) Go back and repeat steps 2,3 and 4 above for each of the other achievements you selected.

6) When all the achievements have been analysed, add up the total markings across for each descriptor category: assigning scores as follows:

             

                 =1                            =2                         =3

Note: It is normal that some categories will not score at all


ABILITIES


DESCRIPTIONS

                      ACHIEVEMENTS





TOTALS

1
2
3
4
5
6
7
      8


ANALYSIS

Research
Research, observe, investigate


study, sense, perceive, test


measure, explore, inspect

Analysis
Analyse, compare, extract


correlate, derive, evaluate


differentiate, identify


Interpretation
Interpret, explain, attribute


understand, portray, represent


Problem solving
Solve, trouble-shoot, improve


critique, re-direct, design


MANAGEMENT

Systematising
Systematise, co-ordinate, 

organise, develop procedures


Planning
Plan, forecast, strategize,


Design, set goals, schedule


Administration
Administer, control, supervise, 


Direct, manage, delegate


budget


Leadership
Lead, show, advise, assert


Judge, govern, decide


Follow-through
Persist, persevere, bring to 


Closure, obtain results 


ABILITIES


DESCRIPTIONS

                      ACHIEVEMENTS





TOTALS

1
2
3
4
5
6
7
      8

CREATIVITY

Innovation
Innovate, invent, adapt,


Develop, devise


Imagination


Imagine, visualise, conceptualise




Synthesis
Synthesise, bring together


With imagination


Artistry
Create, draw, sculpt, write,


Perform with originality


COMMUNICATION

Sympathy


Console, help others, 





Friendly, attentive


Empathy


Empathises, listen and counsel





Help constructively


Presentation


Write, publicise, communicate





effectively


Persuasion


Persuade, convince, teach,





Inspire, influence, motivate


Arbitration


Arbitrate, mediate, negotiate





Intervene, resolve

ABILITIES


DESCRIPTIONS

                      ACHIEVEMENTS





TOTALS

1
2
3
4
5
6
7
      8


ACTION

Ordering


Order, allocate, count, record,





File, compile


Making


Make, build, fabricate, prepare





Fashion, assemble


Installing


Install, fit, tailor, finish, adapt





test


Operating


Operate, run, tend, control,





utilise


Maintaining


Maintain, repair, fix, rebuild


Serving


Serve, care for, assist, provide





treat


Performing


Perform, play, act, dance





sport

Now apply common sense to the numbers above. Does this seem right? Does this reflect your instincts, interests and preferences?

If not note here any differences.

3.4.1) So what have I learnt about my abilities?

3.5)
My interests

This section is designed to help you identify your interests. It is based on the work of John Holland and it will give you a fuller picture of your pattern of interests. 

This is a summary analysis and is completed by allocating 100 points between the 6 categories below: What does this tell you about your current work choice?

Investigative

People with investigative interests like to observe, 

learn, analyse, evaluate or solve problems. These 

are typically people with an interest in the physical sciences.


Realistic

People with realistic interests have athletic or mechanical 

abilities and prefer to work with objects, machines, tools, 

plants or animals. They often like to be outdoors and use 

their hands to fix things

Artistic

People with artistic interests like to work in unstructured 

situations where they are free to use imagination and   

creativity


Social

People with social interests like to work with other 

people – guiding, enlightening, informing, training, 

helping, developing or curing them. These people 

are communicators


Enterprising

People with enterprising interests also like to work with 

other people. However their focus is different from that of 

people with social interests. These individuals like to 

influence, persuade, and manage people for organisational 

goals or economic gains. They like to be in leadership roles.

Conventional

People with conventional interests like to work with data or 

numbers. They have numerical or clerical abilities. These 

people like to work in a structured environment and are good 

at working with detail and following through.

3.6)
My values

Reflect on your life to date, your career and your achievements. Look at the list below and tick the ones that catch your attention for positive reasons and a cross for negative reasons:

Harmony

Excitement


Socially aware

Security

Stimulation


Risk

Respect

Independence


Team spirit

Ambition

Vision



Attention to detail

Structure

Routine


Good working conditions

Professional 

Respect for environment
Loyalty

Fun


Principles


Competition

Innovation

Work alone


Integrity

Creativity

controlling people

Contact with others

Family


Fairness


Money

Power


Recognition


Being an expert

Travel


Accountability


Friendship

Balance

Change


Reputation

Benefits

Right location


Status

Physical challenge
Deadlines


Master new skills

3.7)
So what motivates me?

Most people are motivated by a combination of factors that occur in the work itself, the environment in which it takes place and the way it is recognised. Below is a list of possible factors. Tick the ones that are most important to you.

Work types, interests
Environment and opportunity

Recognition

Observing
challenging

helpful

appreciation

Analysing

changing

intimate
money

Interpretation

familiar

cheerful
acknowledgement

Problem solving
secure


sincere

goal fulfilment

Systematising

stable


caring

privileges

Creating

varied


honest

personal satisfaction

Leading

large


natural

vindication

Learning

comfortable

luxurious
record setting

Innovating

personal

travel

new friendships

Imagining

limited


pastoral
name recognition

Planning

new


international
result recognition

Craftsmanship

important

small

Administering

urban


open

Empathising

free


novel

Managing

mixed


uncomplicated

Presenting

adventure

fun

Synthesising

unfamiliar

physical

Making

useful


restful

Artistry

friendly

Performing

difficult

Exploring

unusual

Maintaining

inspirational

Arbitrating

Spartan

Counselling

sophisticated

Operating

competitive

Installing

aggressive

Serving

gracious

Hands-on

fair

Growing

belonging

dynamic

3.7.1) Where is the centre of my life?

(from Seven Habits of Highly Effective People by Stephen R Covey)

Consider the centre in your life. It might be one of the following in the list below.

Consider for each where is your security, what guides you, what do you see as the wisest area to focus your time and attention and where is your source of power? You  can often tell by looking at where you spend most time and especially thinking time.

Now assess the relative strength of each for you (1 – weak, 5 – strong). Then assess where you would like it to be. What could help to close the gap?

Example: Spouse – security 3 / 1 

i.e. you assess that your security lies more in your spouse (3) than you would like it to be (1).




Security, 
Guidance, 
Wisdom, 
Power

Spouse


Family


Friend


Enemy


Church


Self


Money


Work


Possession


Pleasure

Centre
Security
Guidance
Wisdom
Power

If you are…

Spouse Centred

If you are…

Family Centred


· Your feelings of security are based on the way your spouse treats you.

· You are highly vulnerable to the moods and feelings of your spouse.

· There is deep disappointment resulting in withdrawal or conflict when your spouse disagrees with you or does not meet your expectations.

· Anything that may impinge on the relationship is perceived as a threat

· Your security is founded on family acceptance and fulfilling family expectations.

· Your sense of personal security is as volatile as the family.

· Your feelings of self worth are based on the family reputation.


· Your direction comes from your own needs and wants and from those of your spouse.

· Your decision making criterion is limited to what you think is best for your marriage or your mate, or to the preferences or opinions of your spouse.

· Family scripting is your source of correct attitudes and behaviours.

· Your decision making criterion is what is good for the family, or what family members want.
· Your life perspective surrounds things which may positively or negatively influence your spouse or your relationship.

· You interpret all of life in terms of your family, creating a partial understanding and family narcissism.
· Your power to act is limited by weaknesses in your spouse and in yourself.

· Your actions are limited by family models and traditions.

Centre
Security
Guidance
Wisdom
Power

If you are…

Friend Centred

If you are…

Enemy Centred

If you are…

Church Centred


· Your security is a function of the social mirror.

· You are high dependent on the opinions of others.

· Your security is volatile based on the movements of your enemy.

· You are always wondering what he is up to.

· You seek self justification and validation from the like-minded.

· Your security is based on church activity and on the esteem in which you are held by those in authority or influence in the church.

· You find identity and security in religious labels and comparisons.


· Your decision making criterion is "What will they think?".

· You are easily embarrassed.

· You are counter-dependently guided by your enemy's actions. 

· You make your decisions based on what will thwart your enemy.

· You are guided by how others will evaluate your actions in the context of church teachings and expectations.


· You see the world through a social lens.

· Your judgement is narrow and distorted.

· You are defensive, over-reactive, and often paranoid.

· You see the world in terms of "believers" and  "nonbelievers", "belongers" and "non-belongers."
· You are limited by your social comfort zone.

· Your actions are as fickle as opinion.

· The little power you do have comes from anger, envy, resentment and vengeance - negative energy that shrivels and destroys, leaving energy for little else.

· Perceived power comes from your church position or role.



Centre
Security
Guidance
Wisdom
· Power

If you are…

Self Centred

If you are…

Money Centred

If you are…

Work Centred

If you are…

Possession Centred


· Your security constantly changing and shifting..

· Your personal worth is determined by your net worth.

· You are vulnerable to anything that threatens your economic security.

· You tend to define yourself by your occupational role.

· You are only comfortable when you are working.

· Your security is based on your reputation, your social status, or the tangible things you possess.

· You tend to compare what you have to what others have.
· Your judgement criteria are:

· "If it feels good…."

· "What I want."

· "What I need."

· "What's in it for me?"

· Profit is your decision making criteria.

· You make your decisions based on the needs and expectations of your work.

· You make your decisions based on what will protect, increase, or better display your possessions.
· You view the world by how decisions, events, circumstances will affect you.

· Money-making is the lens through which life is seen and understood, creating imbalanced judgement.

· You tend to be limited to your work role.

· You see your work as your life.

· You see the world in terms of comparative economic and social relationships.
· Your ability to act is limited to your own resources, without the benefits of interdependency.

· You are restricted to what you can accomplish with your money and your limited vision.

· Your actions are limited by work role models, occupational opportunities, organisational constraints, your boss's perceptions, and your possible inability at some point in your life to do that particular work.

· You function within the limits of what you can buy or the social prominence you can achieve.



Centre
Security
Guidance
Wisdom
Power

If you are…

Pleasure Centred


· You feel secure only when you're on a pleasure "high."

· Your security is short-lived, anaesthetising, and dependent on your environment.


· You make your decisions based on what will give you the most pleasure.


· You see the world in terms of what's in it for you.

.
· Your power is almost negligible.



3.8) How do others see me?

We all see ourselves to some extent in the way that we would like to be seen. Yet if we are to make a realistic assessment, then we need some other perspectives as well as our own. 

You may like to ask your partner, a friend or a work colleague to answer the questions below:

What are your strengths?  

What has been your greatest success?

What are your weaknesses?

In what circumstances do you give of your best?

In your opinion what situations should you avoid?

Regardless of practicality, what would be an ideal job for you?

If you gave these questions to your severest critic, how would they answer them?

3.9) So where am I now?

At this point summarise your feelings about this exercise:

3.9.1) Summarising my interests, abilities and strengths

Your strengths are a combination of interests (the things I like to do) and abilities (the things I do well).


                                Interests            Abilities

                                            Strengths

What are my 6 key interests?

1

2

3

4

5

6

What are my 6 key abilities?

1

2

3

4

5

6

What are my strengths?

3.9.2) Should I change?

If I make no change




If I make a change

Any dangers? 






Any dangers?

Any opportunities? 





Any opportunities?

The advantages





The advantages

The disadvantages





The disadvantages

Any conclusions?

4) The future – my vision

4.1)
What do I want to be said about me?

Imagine you are at a party. As you enter you see all your friends and family, work colleagues and acquaintances. It is a party for you. They are there to celebrate your contribution to their lives. What would you like them to say?  Imagine that four have decided to speak. The first is from your family – maybe your partner or children. The second is from your work – maybe a boss or a subordinate, the third is from your community, church or other organisation in which you have served. The fourth is from your friends.

What kind of person will they say you are?

What contribution will you have made in your work and your community?

What difference did you make to their lives?

4.2)
My perfect working day

Imagine that you could construct a perfect working day. What would it be like?

Start by imagining yourself getting up – where would you be? What time is it? Where would you be going to work? Imagine yourself starting work. What would you be doing? With whom? In what environment? What is going on? Picture all the activities in a day that would give you satisfaction.

If this has been helpful, you may want to contrast it with a terrible day – one that you would like to avoid at all costs.

What did you learn form this? Are you clearer about what the ingredients are in any future job? Make some notes below:

4.3)
My ideal job

4.3.1) Activities

4.3.2) Information and knowledge

4.3.3) Physical location and setting

4.3.4) People to work with

4.3.5) Style of working

4.3.6) Financial and other benefits

A questionnaire is in the appendix called ‘Career Orientations Inventory’ for those who would like to explore this area more fully.

4.4) My needs

There are other considerations apart from work in thinking about the future. Any important personal decision must take into account not only objective circumstances, but also your own needs and values. Because each of us has different needs and priorities, there is never one decision that is best for everyone.

The following exercise will enable you and if applicable your partner to identify those needs that are most important for you to meet.

Put a tick by those which are most important to you:

Physical


Emotional / moral

Intellectual

Comfort


sincerity


learning

Health



honesty


performing

Physical activity
caring



creating

Physical appearance

sharing



teaching

Working conditions

cheerfulness


artistic endeavour

Living conditions

intimacy


achievement

Energy level


flexibility


music

Recreation


helpfulness


drama

Money



accomplishment

financial

Standard of living

recognition


abstract thinking

Surroundings


power



problem solving

Nature



belonging


freedom

Things



motivation


autonomy

Possessions


freedom


equality

Sports



choice



ability

Working with hands

feelings


education

Working with animals

security


verbal fluency

Clothes






innovation

Cooking

Travel

Summarise the 3-6 most important ones for you.


Need
How is this currently being met?
How can this be met more? 

fully in the future?







4.5) My personal goals

What would you like to happen in the short term (up to a year)?

Looking further ahead what would you like to happen?

What will be important to you, when considering:

a) your career  

b) other aspects of your life?

Look through each item in the list below and identify in the left-hand box the approximate amount of time you spend on it now.  Then use the right hand box to show how much time, ideally, you would like to spend on that activity.


% now
% ideal



Yourself
- needs growth, learning, development





People
- family, friends, others





Body
- looks, physique, fitness, health





Money
- wealth, possessions, power, security, home





Travel

- cultures, countries





Politics
- influence, power, ideologies, values





Interest
- natural world, practical, conceptual





Religion
- spiritual, after world, inner peace





Work
- planning, organising, managing, controlling, selling





Other
- (specify)





Total

100%
100%

5) Reality

5.1)
Practical possibilities

Now identify some options for you:

1

2

3

5.2)
Evaluating options

Option 1 

Positive and negative forces affecting this option

What will help me achieve this option?
What are the likely obstacles?

Option 2 

Positive and negative forces affecting this option

What will help me achieve this option?
What are the likely obstacles?

Option 3 

Positive and negative forces affecting this option

What will help me achieve this option?
What are the likely obstacles?

6) Closing the gap – my action plan

Overcoming the obstacles:

Option 1

Option 2

Option 3

6.1)
Things I need to learn

One feature of jobs today is that they are demanding new skills and knowledge which keep changing. We have to keep learning just to stay where we are let alone to move to new jobs.

From the review of your abilities and the gaps between where you are and where you want to go, what do you need to learn?

Identify the 3 major training and development needs you have and the actions required:


Development area
Actions required

Target date

Resources required


1


2


3

6.1.1)
Gaining access to training and education

If you have concluded that you need to retrain in some new area or pursue a course of further 

education, discuss this with the company.

6.2)
Things I need to work on

1.)

2.)

3.)

6.3)
Managing my time

ACTION PLAN 1

Time Goals and Objectives

Action planning involves identifying the objectives you need to set in order to achieve your overall goals and setting aside time to make it happen.  Use the action plan below to identify:

· your time goal for the coming period

· the objectives needed to achieve that goal.

At the end of the period make a note of the action taken with each objective.

Time goal:

Objective:
Action

1.

2.

3.

4.

5.

ACTION PLAN 2

Procrastination

Use the space below to identify clearly when you are most vulnerable to procrastination and the steps you will take to help you to stop it.

I tend to procrastinate when I have to:

The steps I will take to help me to stop procrastinating are:

Step 
----------------------------------------------------------------------------------------------------


----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------
Step 2
----------------------------------------------------------------------------------------------------


----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------
Step 3
----------------------------------------------------------------------------------------------------


---------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------
Step 4
----------------------------------------------------------------------------------------------------


----------------------------------------------------------------------------------------------------


----------------------------------------------------------------------------------------------------
Step 5
 ---------------------------------------------------------------------------------------------------


----------------------------------------------------------------------------------------------------


----------------------------------------------------------------------------------------------------
ACTION PLAN 3

PRIORITISING

Use the grid below to help you with prioritising.

Eisenhower Grid

                               +
-
Urgency
                            +  

Importance

                                -
                       Importance         

Urgency


6.4) People I need to talk to

6.4.1) My boss

Agenda would be:

6.4.2) HR

Clarify policy

Seek career counselling

Interpret my exercises

6.4.3) My partner / family



What are our life priorities?

6.5) Research I need to do

6.6) Activities I need to undertake

6.7) Getting my work and life in balance

“No one ever said on their deathbed – I wish I had spent more time at the office”

In considering your future career plans, it is important to recognise how your job fits in with the rest of your life, your relationships and personal responsibilities, your outside interests and your personal well being.  There is much evidence to suggest that balance your work and your home responsibilities effectively is the key to being successful in both.

The following is a simple questionnaire designed to enable you to consider the broader context, set some goals  for the next 12 months, and then to use this information as you consider your future.  Add in any other factors that are important to you in the spare rows.

When you have completed the “What is it that I  want?” column, list the top 3 priorities, and remember to refer to these as you build your career plans, to ensure they are consistent with each other.

Aspects of your whole life
Questions to answer
My current level of interest is? (how much does it matter to me today?)
Is this activity important to me in the next 12 months?
My level of commitment to achieving what I want is?  (taking the “yes” answers from previous column)
What is it that I want to do?

(look at “high” or “whatever it takes” from previous column)

Self and Wellbeing
Putting more fun and joy into my life?
None/moderate/high
Yes/No
Moderate/high/whatever it takes



Buying something special for me?
None/moderate/high
Yes/No
Moderate/high/whatever it takes



Having time to myself?
None/moderate/high
Yes/No
Moderate/high/whatever it takes



Keeping fit?
None/moderate/high
Yes/No
Moderate/high/whatever it takes



Being healthy?
None/moderate/high
Yes/No
Moderate/high/whatever it takes



Playing sport?
None/moderate/high
Yes/No
Moderate/high/whatever it takes



Travelling/more holidays?
None/moderate/high
Yes/No
Moderate/high/whatever it takes



Developing my natural talents?
None/moderate/high
Yes/No
Moderate/high/whatever it takes



Exploring spirituality?
None/moderate/high
Yes/No
Moderate/high/whatever it takes



Working on my self-development?
None/moderate/high
Yes/No
Moderate/high/whatever it takes










Increasing my circle of friends?


None/moderate/high
Yes/No
Moderate/high/whatever it takes


Career and business
Putting more fun and enjoyment in my working life?
None/moderate/high
Yes/No
Moderate/high/whatever it takes



Increasing my income?
None/moderate/high
Yes/No
Moderate/high/whatever it takes



Learning new skills?
None/moderate/high
Yes/No
Moderate/high/whatever it takes



Gaining qualifications?
None/moderate/high
Yes/No
Moderate/high/whatever it takes



Expanding my job or business opportunities?
None/moderate/high
Yes/No
Moderate/high/whatever it takes



Starting a new job or business?
None/moderate/high
Yes/No
Moderate/high/whatever it takes



Achieving promotion?
None/moderate/high
Yes/No
Moderate/high/whatever it takes










Seeking new staff/partners?
None/moderate/high
Yes/No
Moderate/high/whatever it takes




Home and family
Bringing more fun and enjoyment in my home life?
None/moderate/high
Yes/No
Moderate/high/whatever it takes



Moving house?
None/moderate/high
Yes/No
Moderate/high/whatever it takes



Making home improvements?
None/moderate/high
Yes/No
Moderate/high/whatever it takes



Buying something special?
None/moderate/high
Yes/No
Moderate/high/whatever it takes



Being open to a new relationship?
None/moderate/high
Yes/No
Moderate/high/whatever it takes



Spending quality time with children?  
None/moderate/high
Yes/No
Moderate/high/whatever it takes



Enhancing my relationship with my partner?
None/moderate/high
Yes/No
Moderate/high/whatever it takes



Taking family holidays?
None/moderate/high
Yes/No
Moderate/high/whatever it takes



Seeking to resolve family issues?
None/moderate/high
Yes/No
Moderate/high/whatever it takes



Ensuring financial security for my family?


None/moderate/high
Yes/No
Moderate/high/whatever it takes











Community work
Being more active in my local community?
None/moderate/high
Yes/No
Moderate/high/whatever it takes



Becoming involved in environmental issues?
None/moderate/high
Yes/No
Moderate/high/whatever it takes



Becoming politically active?
None/moderate/high
Yes/No
Moderate/high/whatever it takes



Being religiously active?
None/moderate/high
Yes/No
Moderate/high/whatever it takes



Becoming involved in school activities/charities?
None/moderate/high
Yes/No
Moderate/high/whatever it takes



Taking up fund raising for charity?
None/moderate/high
Yes/No
Moderate/high/whatever it takes



Becoming a voluntary worker for a charity?
None/moderate/high
Yes/No
Moderate/high/whatever it takes



Participating in youth groups?
None/moderate/high
Yes/No
Moderate/high/whatever it takes


7) Conclusions

7.1)
What now?

What steps do I now want to take?

7.2) Future career control

The process you have been through will need to become a way of life for many as the world of work continues to change and we can no longer assume that our jobs will continue in a safe and secure way in to the future. So in the future:

1) Periodically take stock

Review your CV; examine your needs, values, motivations and interests. What is important to you will change as will your vision of an ideal future. Review this workbook periodically.

2) Invest in your career

Keep up to date in your subject area. Use some of the ideas for self-development in the appendix. Make sure you know what is changing in your area of expertise and particularly the new ideas.

3) Understand your job market

Are your skills in demand or becoming obsolete? What organisations need your expertise?

4) Maintain your network of contacts. 

Appendices

1) Ways of self-development

We all learn in different ways. There are principally 4 different styles.

1) The Activist likes to learn by doing. They are those who are happiest when trying something and easily get frustrated with too much theory.

2) The Theorist on the other hand needs to know the principles first and can feel very uncertain if pushed into doing something before they feel they have well understood what is required.

3) The reflector likes to watch others first and think about things before testing the water

4) The pragmatist learns by what ever means will get them to the end point as quickly as possible.

Think for a moment, which seems most like you. It will give you a deeper insight into how you learn.

The following list shows a few ways that you can work on your own development. It recognises the fact that the pressures of working life can be very intense and that work and learning (i.e. development) are best integrated. Learning through and from work experience ensures that it remains wholly relevant to a person’s needs and that it is grounded in reality.

1) Reviewing learning experiences in day-to-day activity.

Many of the things we normally do in our jobs can be good learning experiences if we only pause for a moment and reflect and then consciously try to apply the learning next time.



                        Having an experience


Planning the next step                                    Reviewing the experience



                             Concluding from the experience

2) Sharing problem solving

Working through a problem with a colleague allows you to:


See how someone else would handle a particular issue


Test your ideas against theirs


Use them as a sounding board for proposals you may wish to make elsewhere

3) Modelling

Studying the performance of others and identifying how an admired performer achieves his or her ends can create insight. However one must be careful not merely to copy, as the circumstances might be different.

4) Project work

Working on a project outside your normal work can be useful in developing new skills, gaining new knowledge and insight

5) Reading

This will appeal to the theorist learner more than the activist. There are a huge number of books and periodicals and a growing amount of material the Internet for study.

6) Debate and discussion

Talking about ideas with colleagues can develop your own ideas as well as allow you to learn from others

7) Mentoring

Mentoring is a relationship with another individual in which the mentor plays an active role in listening to the ideas and concerns of the person being mentored and challenging and encouraging their development. It is essential that there is trust and confidentiality between the two and need not necessarily be within the organisation. You might also try being a mentor to someone else. 

8) Teaching others.

After going on a training course, teaching others reinforces learning and improves communication within the work group

9) External activities

Apart from attending specific courses, involvement in professional institutes and bodies, secondment to charities and voluntary groups to develop different skills, benchmarking with other organisations to discover best practices, all helps to build a greater understanding.

10) Distance and open learning

Using materials – such as audio and videotapes, computer based training, self-instruction guides (like this one) can all be done at the desktop. But, it requires discipline!

11) Spend a day with your customers

A customer is anyone who receives your work. The aim is to find out what they really need and whether you work more effectively together. A variation is to follow a process – like an invoice – through the organisation and talk to all the people it affects.

2) Ways of personal decision-making

Remember  - all career decisions require some degree of courage to step out into the unknown and once made, persistence to see them through to successful conclusion. They rely upon judgement which has an emotional component - not to be ignored. Does a decision feel right as well as measure up to more objective criteria?

Some ways to make decisions:

1) Flip a coin!

2) Make the decision and sleep on it. Then see how you feel about it in the morning. Try making the alternative decision and see if you sleep any easier.

3) The balance sheet - list the pros and cons.  Keep the sheet in a prominent position (on the fridge door?) for a few days and add to it as you think of things.  Invite others who know you well to add to it.

4) Argue your case - imagine you had to argue with someone who was sceptical. You may find that some options are easier to support. 

5) Balaam's ass. In the fable the donkey starved because it could not decide between two equally attractive bales of straw. Try to argue against each option highlighting all the unattractive features. Which option comes out most unscathed?

6) Describe first the ideal solution and then compare each option against it - look at the solution which has the least gaps.

7) Use the matrix below for each option in a column. Use words, ticks or crosses or a numerical weighting system to fill in the column. If you do not like the outcome, try to work out why; you may have discovered some deeper factor that is affecting your career choice and one that needs to be explored further.


DECIDING BETWEEN COMPETING CAREER OPTIONS












DECIDING FACTORS


OPTIONS






Current 
Retrain
Downshift
New job






job


a
b
etc.


Salary









Location









Training









Prospects









Culture









Language









Enjoyment








Values









People









Skills used








Interest









Development








Family









etc.





























3) Career Orientations Inventory

Based on Career Anchors by Edgar H Schein

The purpose of this questionnaire is to stimulate your thoughts about your own areas of competence, your motives, and your values.  This questionnaire alone will not reveal your career anchor because it is too easy to bias your answers.  However, it will activate your thinking and prepare you for the discussion with your counsellor.

Try to answer the questions as honestly as you can and work quickly.  Avoid extreme ratings except in situations in which you clearly have strong feelings in one direction or the other.

HOW TO RATE THE ITEMS

For each of the next forty items, rate how true that item is for you in general by assigning a number from 1 to 6.  The higher the number, the more that item is true for you.  For example, if the item says “I dream of being the president of a company,” you would rate that as follows:


“1” if the statement is never true for you


“2” or “3” if the statement is occasionally true for you


“4” or “5” if the statement is often true for you


“6” if the statement is always true for you

Please turn the page and begin your self-report by writing the appropriate rating in the space to the left of each item.

CAREER ORIENTATIONS INVENTORY

Use the following scale to rate how true each of the items is for you:

Never True
         Occasionally True
        Often True
  Always True

For Me

                  for Me


for Me


for Me

1
2
3
4
5
6

1. ……… 
I dream of being so good at what I do that my expert advice will be sought continually.

2. ………
I am most fulfilled in my work when I have been able to integrate and manage the efforts of others.

3. ………
I dream of having a career that will allow me the freedom to do a job my own way and on my own schedule.

4. ………
Security and stability are more important to me than freedom to do a job my own way and on my own schedule.

5. ………
I am always on the lookout for ideas that would permit me to start my own enterprise.

6. ………
I will feel successful in my career only if I have a feeling of having made a real contribution to the welfare of society.

7. ………
I dream of a career in which I can solve problems or win out in situations that are extremely challenging.

8. ………
I would rather leave my organisation than to be put into a job that would compromise my ability to pursue personal and family concerns.

9. ………
I will feel successful in my career only if I can develop my technical or functional skills to a very high level of competence.

10. ………
I dream of being in charge of a complex organisation and making decisions that affect many people.

11. ………
I am most fulfilled in my work when I am completely free to define my own tasks, schedules and procedures.

12. ………
I would rather leave my organisation altogether than accept an assignment that would jeopardize my security in that organisation.

13. ………..
Building my own business is more important to me than achieving a high-level managerial position in someone else’s organisation.

14. ……….
I am most fulfilled in my career when I have been able to use my talents in the service of others.

15. ………
I will feel successful in my career only if I face and overcome very difficult challenges.

16. ………
I dream of a career that will permit me to integrate my personal, family, and work needs.

17. ………
Becoming a senior functional manager in my area of expertise is more attractive to me than becoming a general manager.

18. ………
I will feel successful in my career only if I become a general manager in some organisation.

19. ………
I will feel successful in my career only if I achieve complete autonomy and freedom.

20. ………
I seek jobs in organisations that will give me a sense of security and stability.

21. ………
I am most fulfilled in my career when I have been able to build something that is entirely the result of my own ideas and efforts.

22. ………
Using my skills to make the world a better place to live and work is more important to me than achieving a high-level managerial position.

23. ………
I have been most fulfilled in my career when I have solved seemingly unsolvable problems or won out over seemingly impossible odds.

24. ……….
I feel successful in life only if I have been able to balance my personal, family and career requirements.

25. ……….
I would rather leave my organisation than accept a rotational assignment that would take me out of my area of expertise.

26. ……….
Becoming a general manager is more attractive to me than becoming a senior functional manager in my current area of expertise.

27. ………
The chance to do a job my own way, free of rules and constraints, is more important to me than security.

28. ……… 
I am most fulfilled in my work when I feel that I have complete financial and employment security.

29. ……… 
I will feel successful in my career only if I have succeeded in creating or building something that is entirely my own product or idea.

30. ………
I dream of having a career that makes a real contribution to humanity and society.

31. ………
I seek out work opportunities that strongly challenge my problem solving and/or competitive skills.

32. ………
Balancing the demands of personal and professional life is more important to me than achieving a high-level managerial position.

33. ………
I am most fulfilled in my work when I have been able to use my special skills and talents.

34. ………
I would rather leave my organisation than accept a job that would take me away from the general managerial track.

35. ………
I would rather leave my organisation than accept a job that would reduce my autonomy and freedom.

36. ………
I dream of having a career that will allow me to feel a sense of security and stability.

37. ……
I dream of starting up and building my own business.

38. ………
I would rather leave my organisation than accept an assignment that would undermine my ability to be of service to others.

39. ………
Working on problems that are almost unsolvable is more important to me than achieving a high-level managerial position.

40. ……….
I have always sought out work opportunities that would minimise interference with personal or family concerns.

At this point look over your answers and locate all of the items that you rated highest.  Pick out the THREE items that seem most true to you and give each of those items an additional FOUR points.  You can now score your questionnaire.

SCORING INTRUCTIONS

In the next section you will find blank spaces for each of the forty items, arranged in order so that you can easily transfer the numbers from your rating sheets onto the scoring sheet.  After you have transferred all the numbers, add up the columns and divide by five (the number of items) to get your average score for each of the eight career anchor dimensions.  Do not forget to add the extra four points for each of your three key items before you total and average your scores.

SCORING SHEET

The following spaces represent the items you have just rated.  Transfer your answers from the preceding pages to these spaces.  Do not forget to add the four points for the three items that were most true for you.  Total the numbers in each column, and then divide that total by the number of items in the column (five).  The resulting average is your self-assessment of how true the items in that scale are for you.

TF    GM 
 AU 
SE 
  EC    SV     CH 
    LS

1-                2-                 3-               4-              5-              6-             7-               8-

9-                10-               11-             12-            13-            14-           15-             16-

17-              18-               19-             20-             21-           22-           23-             24-

25-              26-                27-            28-             29-           30-           31-             32-

33-              34-                35-            36-             37-           38-           39-             40-

TOTAL


Average

IDENTIFYING YOUR CAREER ANCHOR

Technical/Functional Competence

TF

If your career anchor is competence in some technical or functional area, what you would not give up is the opportunity to apply your skills to an ever higher level.  You derive your sense of identity from the exercise of your skills and are most happy when your work permits you to be challenged in those areas.  You may be willing to manage others in your technical or functional area, but you are not interested in management for its own sake and would avoid general management because you would have to leave your own area of expertise.  Your inventory score in this area is in the first column of the scoring sheet under TF.

General Managerial Competence 

GM

If your career anchor is general managerial competence, what you would not give up is the opportunity to climb to a level high enough in an organisation to enable you to integrate the efforts of others across functions and to be responsible for the output of a particular unit of the organisation.  You want to be responsible and accountable for total results and you identify your own work with the success of the organisation for which you work.  If you are presently in a technical or functional area, you view that as a necessary learning experience; however your ambition is to get to a generalist job as soon as possible.  Being at a high managerial level in a function does not interest you.  Your inventory score in this area is in the second column of the scoring sheet under GM.

Autonomy / Independence 


AU

If your career anchor is autonomy / independence, what you would not give up is the opportunity to define your own work in your own way.  If you are in an organisation, you want to remain in jobs that allow you flexibility regarding when and how you work. If you cannot stand organisational rules and restrictions to any degree, you will seek occupations in which you will have the freedom you want such as teaching or consulting. You turn down opportunities for promotion or advancement in order to retain autonomy. You may even seek to have a business of your own in order to achieve a sense of autonomy; however, this motive is not the same as the entrepreneurial creativity described later. Your inventory score on this dimension is in the third column of the scoring sheet under the letters AU.

Security / Stability




SE

If your career anchor is security / stability, what you would not give up is employment security or tenure in a job or organisation. Your main concern is to achieve a sense of having succeeded so that you can relax. The anchor shows up in a concern for financial security (such as pension and retirement plans) or employment security.  Such stability may involve trading loyalty and willingness to do whatever the employer wants from you for some promise of job tenure. You are less concerned with the content of your work and the rank you achieve in the organisation, although you may achieve a high level if your talents permit. As with autonomy, everyone has certain needs for security and stability, especially at times when financial burdens may be heavy or when one is facing retirement. People anchored in this way, however are always concerned with these issues and build their self-image around the management of security and stability. Your inventory score on this dimension is in the fourth column of the scoring sheet under the letters SE.

Entrepreneurial Creativity



EC

If your career anchor is entrepreneurial creativity what you would not give up is the opportunity to create an organisation or enterprise of your own, built on your own abilities and your willingness to take risks and to overcome obstacles. You want to prove to the world that you can create an enterprise that is the result of your own effort. You may be working for others in an organisation while you are learning and assessing future opportunities, but you will go out on your own as soon as you feel you can manage it. You want your enterprise to be financially successful as proof of your abilities. Your inventory score on this dimension is in the fifth column of the scoring sheet under the letters EC.

Service / Dedication to a Cause


SV

If your career anchor is service / dedication to a cause, what you would not give up is the opportunity to pursue work that achieves something of value, such as making the world a better place to live, solving environmental problems, improving harmony among people, helping others, improving people’s safety, curing diseases through new products, and so on. You pursue such opportunities even if it means changing organisations, and you do not accept transfers or promotions that would take you out of work that fulfils those values. Your inventory score is in the sixth column of the scoring sheet under the letters SV.

Pure Challenge  

  



CH

If your career anchor is pure challenge, what you would not give up is the opportunity to work on solutions to seemingly unsolvable problems, to win out over tough opponents, or to overcome difficult obstacles.  For you the only meaningful reason for pursuing a job or career is that it permits you to win out over the impossible.  Some people find such pure challenge in intellectual kinds of work, such as the engineer who is only interested in impossibly difficult designs; some find the challenge in complex multifaceted situations, such as the strategy consultant who is only interested in clients who are about to go bankrupt and have exhausted all other resources; some find it in interpersonal competition, such as the professional athlete or the salesperson who defines every sale as either a win or a loss.  Novelty, variety, and difficulty become ends in themselves, and if something is easy it becomes immediately boring.  Your inventory score on this dimension is in the seventh column of the scoring sheet under the letters CH.

Lifestyle







LS

If your career anchor is lifestyle, what you would not give up is a situation that permits you to balance and integrate your personal needs, your family needs, and the requirements of your career.  You want to make all of the major sectors of your life work together toward an integrated whole, and you therefore need a career situation that provides enough flexibility to achieve such integration.  You may have to sacrifice some aspects of the career (for example, a geographical move that would be a promotion but would upset your total life situation), and you define success in terms broader than just career success.  You feel that your identity is more tied up with how you live your life, where you settle, how you deal with your family situation, and how you develop yourself than with any particular job or organisation.  Your inventory score on this dimension is in the eighth column of the scoring sheet under the letters LS.
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