career development workbook

Introduction

Career development is a complex and continuous problem-solving process by which you equip yourself to make informed decisions about your work life. 

The career development process allows you to:
· Develop a greater awareness of yourself and your work environment,

· Gather relevant information through career exploration, 

· Set realistic career goals, 

· Develop and implement career strategies to achieve your goals, and 

· Appraise the effectiveness of your efforts. 

You are the driving force behind your career.  Actively engaging in the development of your career will give you an opportunity to discover and understand where you currently fit within your organization.  More importantly, it allows you to see where you can go in the future if you take the initiative to develop a realistic strategic career plan and acquire the essential competencies.  

This workbook will provide you with some tools and resources that will help you to:

· Become aware of who you are and the type of work environment you prefer, 

· Explore different career options and set realistic career goals, and 

· Develop a good strategic career plan. 

The success of your career is dependent upon you.  Although your manager/supervisor and others in your organization will provide assistance, you are ultimately responsible for your professional growth and for managing your career.  

Assessments
The most important step in the career development process is self-assessment.  The understanding of your values, preferences and personality traits is the key to discovering the kind of work that will bring you personal fulfillment.

Conducting a self-assessment will allow you to collect and evaluate your preferences, experiences, values, needs, skills and other personal traits.  This process will lay the foundation that will help you identify or create the most suitable work.  It will help you  find the best job or occupation.

Each individual has distinct personality traits and specific abilities.  Those personality traits and abilities should be matched to an appropriate career path.  When all three are in sync, there is a higher degree of success in a particular job or occupation and the result is greater fulfillment and happiness because the individual is doing what he/she is meant to do in life.  Therefore, it is important for you to have a full grasp of who you are and what makes you unique.

The assessments in this workbook will help you re-affirm what you already know about yourself and help you discover new things.  The assessments will provide you with a framework within which you will be able to effectively strategize your career.

Exploration

Career exploration is most effective once self-assessments have been conducted.  You will have a clearer picture of what jobs/occupations best suit you and have a better idea of how to manage your career.  Your goal is to gather information in order to decide how best to build your career at any given time.

Through the exploration process you will be able to identify other jobs requiring your values, skills and interests.  The process will help you clarify your career aspirations and help you determine if they are realistic.  You are also able to validate the growth potential of your current job, and determine other things you can do and other places you can go.  

Career exploration allows you to explore different resources to discover information you need to create a career path that best suits your skills and desires.  Establishing your own career path gives you an opportunity to visualize different alternatives and think of career development not only as upward movement, but as lateral movement, downward movement, job enrichment, job enlargement and job rotation. 

VALUES
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Values are standards or principles considered essentially desirable or worthwhile.  They give meaning and purpose to what we do.  We develop our values during childhood, as we are instructed on ways to behave or not to behave.  As we mature, our values are modified if we decide our underlying convictions no longer support the value or hold true.  

Values motivate, fulfill and influence our work and personal lives.  They can be work-related or personal.  Our value system is defined by how we rank our values in terms of their importance to us.

In organizational settings, values are important because they lay the groundwork for attitudes and motivation, which partly determines how we behave in a given setting.  Values are our core beliefs. 
If you are creating a career development plan, it is important that you understand your own values, especially in relation to organizational values.  In order to achieve a good organizational “fit,” there should be significant overlap between your values and the organization’s values.  You are most likely to thrive and be comfortable in work and an environment that is compatible with your values. 

values self-assessment
To get a sense of your own value system, place a check mark in the appropriate column to the right of the value.  Trust your instincts, and don’t spend too much time thinking about your values.  Your results will be more accurate if you respond quickly.

	VALUE
	Always Valued
	Often

Valued
	Sometimes

Valued
	Seldom

Valued
	Never

Valued

	Advancement
	
	
	
	
	

	Authority/Power
	
	
	
	
	

	Challenge
	
	
	
	
	

	Change and Variety
	
	
	
	
	

	Community
	
	
	
	
	

	Competence
	
	
	
	
	

	Creativity
	
	
	
	
	

	Decision Making
	
	
	
	
	

	Family
	
	
	
	
	

	Group Affiliations
	
	
	
	
	

	Freedom/Independence
	
	
	
	
	

	Friendships
	
	
	
	
	

	Helping Others
	
	
	
	
	


	VALUE
	Always Valued
	Often

Valued
	Sometimes

Valued
	Seldom

Valued
	Never

Valued

	Influencing People
	
	
	
	
	

	Job Security
	
	
	
	
	

	Knowledge
	
	
	
	
	

	Moral Standards
	
	
	
	
	

	Personal Security
	
	
	
	
	

	Public Contact
	
	
	
	
	

	Recognition
	
	
	
	
	

	Religious Beliefs
	
	
	
	
	

	Salary Level
	
	
	
	
	

	Stability
	
	
	
	
	

	Status
	
	
	
	
	

	Supervision
	
	
	
	
	

	Working Alone
	
	
	
	
	

	Working under Pressure
	
	
	
	
	

	Working with People
	
	
	
	
	


 From Developing Employee Capital, Kalamas, David & Joan Berry, HRD Press, 2004

Look at the values you checked off in the Always Valued and Often Valued columns.  Those are the things that are most important to you. 

You should try to find a career path that will allow you to incorporate those values.

List them below.  Refer back to them when you are exploring job possibilities and when you are developing your career plan.

	ALWAYS VALUED
	OFTEN VALUED

	
	

	
	

	ALWAYS VALUED
	OFTEN VALUED

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Interests
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Interests are those things you are willing to give special attention to because you have a strong feeling about the subject matter, or you enjoy the way it makes you feel when you are engaged with it.  

If you are interested in your work, you will find it more enjoyable, be more motivated to learn about it, develop relevant skills, work hard and persist through difficult challenges.  All of these things will increase your chances of success and job satisfaction.

Determining your primary interests is usually relatively easy.  However, most people find it difficult to match their interests to work.  Most people will separate the two because they believe they will not be able to fulfill their interests through work. 

People who are most satisfied with their careers have found a way to match their personal interests more closely to their work.  Use the Work Preference Assessment below to help you match your personal interests with your work life.  

Work preference assessment

This assessment helps you identify what you like or dislike about the job tasks you are currently performing and those you have performed.

step 1:  
List the jobs you have held (past and present) and the different aspects of the work that you liked or disliked and the reasons why.
	Job
	Like / Reasons Why
	Dislike / Reasons Why

	
	
	

	
	
	



Compendium of Questionnaires and Inventories Volume 2, Cook, Sarah, HRD Press, Inc., 2007

Step 2:  
Now look back at the list and ask yourself the following questions:

	What are the common factors about the work I like?

	


	What are the common factors about the work I dislike?

	

	Does my current job allow me to do the work I like, or the work I show an interest in?

	

	What changes do I have to make to do the work I like to do?

	


Step 3:  
If the job you are currently performing, does not allow you to do the things you would like to do or are interested in, do a career search and determine a career path. The web sites on the next page will help you find valuable information about different jobs and occupations that can help you establish a strategic career path.  The information contained in the web sites can help you find the type of work that best suits your interest, values and skills.
Web site resources
Dept. of Labor (DOL) Occupational Outlook: http://www.bls.gov/oco/
DOL Employment and Training Administration: http://www.doleta.gov/
State job postings

Kentucky State Government career opportunities: https://careers.ky.gov/Pages/default.aspx
Compensation Information:
https://personnel.ky.gov/Pages/Documentsindemand.aspx
Keep track!

Use the chart on the next page to keep track of any jobs or occupations of interest, or any other information you think may be helpful in assisting you in establishing your career goals.  The information you enter in the chart will be important in the development of your career plan.  The information will help you establish your short and long-term goals, and your developmental activities.  Think of the chart as a guide to help you establish the best career growth strategy.

	Position Title
	

	Position Requirements

	

	

	

	Do I currently have the skills required?   
	YES
	NO

	Are any of these positions open?
	YES
	               When

NO

	Are any of these positions available in my agency or department?
	YES
	NO

	Do I need to apply?
	                  Date

YES
	NO

	If the positions are not available, what do I need to do? 
	


	Position Title
	

	Position Requirements

	

	

	

	Do I currently have the skills required?   
	YES
	NO

	Are any of these positions open?
	YES
	               When

NO

	Are any of these positions available in my agency or department?
	YES
	NO

	Do I need to apply?
	                  Date

YES
	NO

	If the positions are not available, what do I need to do? 
	


Adapted from Developing Employee Capital, Kalamas, David & Joan Berry, HRD Press, 2004

Career SWOT
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The following assessments will help you think about your career from a strategic point of view.  They will help you identify your career priorities, (SWOT) strengths, weaknesses, opportunities and threats.  Completing a SWOT analysis will help you be better positioned in deciding what changes you can or cannot make and what changes you should or should not make.
Career priorities assessment
	Rank the items in the list below, using the scale of 1 to 10 (1 is the most important consideration and 10 is the least important consideration).   Remember, you can have only one number 1.



	
	Salary
(What you now earn)

	
	Potential
(Your probability for advancement or increase in earnings)

	
	Hours
(Scheduled number of hours you work)

	
	Kinds of Tasks
(Doing what you like to do; task variety; using your skills)

	
	Working Conditions

(Work setting, facilities, your work environment)

	
	Interpersonal Relations
(The quality of your interactions with your superior, co-workers, subordinates)

	
	Degree of Responsibility

(Level of decision making; amount of supervision you receive and give to others)

	
	Benefits
(Your benefits package)

	
	Location
(Location, including distance from your home to the job)

	
	Flexibility

(The flexibility you have in setting your own job hours and job tasks)


Developing Employee Captial, Kalamas, David J & Kalamas, Joan Berry, HRD Press, 2004

Career risks assessment
	1. Check the areas below for which you could be at risk within the next 12 months.  By assessing your career risks, you will be better able to face change.

	
	Layoffs

	
	Rumored layoffs

	
	Some of your skills will become obsolete

	
	Personality conflicts with superiors, subordinates, or peers

	
	Conflict between your values and those of the organization

	
	Your age (being perceived as too young, too old, or having been with the organization too long)

	
	Health risks

	
	Unmanaged stress/burnout

	2.  Check the statements that best describe your career and work life.

	
	My current job consumes and dominates my life.  I often feel overwhelmed.  I need to find time to build by career potential.

	
	I have an alternate source of income that I can fall back on if my current career becomes untenable.

	
	I can find fulfillment by doing volunteer work.

	
	I regularly engage in self-development activities through training, self-directed study, and continuing education.

	
	I possess skills, knowledge, and abilities that I don’t use in my current career.


(continued on the next page)

	3. To assess your career strategic assets (which at times can be employed to minimize or eliminate career risks), describe the following:

	My career strengths:



	My career opportunities:



	My career threats:




Developing Employee Capital, Kalamas, David J & Kalamas, Joan Berry, HRD Press, 2004

Notes:
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Thinking outside of the box:        when upward movement is limited

Most of the time individuals usually focus on career development as upward movement within an agency or department.  They fail to see the opportunities available to them in their current jobs.  If you are currently in a job you enjoy and upward movement is limited or non-existent, there may be alternative ways to help you develop a satisfying career.  You will have to think creatively and look at career development from a non-traditional view.  The strategies below can help you do that.  

	CAREER STRATEGY
	HOW TO INCORPORATE IN YOUR PLAN

	Job Enrichment: 

Job enrichment involves vertically expanding your job.  Assignments are expanded so that new and different tasks can be learned.  You have the capability of expanding your responsibilities or changing your roles to develop new competencies.  Job enrichment enables you to not only master new and important skills but to build more productive relationships with people inside and outside of your organization.  If you feel you have become stagnant or complacent in your job, job enrichment can help to revitalize your interest in your work by enabling you to exercise greater responsibility and autonomy.
	· List the skills that would make you a more valued contributor in your current job.  Concentrate on two or three.  

· Identify and write down one or two task(s) or project(s) in which you will be able to develop the skills listed above.

· Identify and write down an organizational need or opportunity consistent with the skills and your career development interests.

· Develop a realistic written plan to address the need and how expanding your job will benefit the organization.

· Discuss with your supervisor/manager and others in the organization who can give you support and help you put your plan into action.  




	Lateral Movement:
Lateral movement involves changing jobs but not necessarily a change in status, pay or level of responsible.  The movement is sideward instead of upward.  Such a move can broaden your base of knowledge and skills and help you develop new competencies.  Lateral movement can also allow you an opportunity to build your marketable skills and personal network connections as well as an opportunity to do work you enjoy more, or perhaps, leave a difficult boss.  Sometimes, in lateral movement, you may have to make a geographical move to accomplish your career goals.  
	· List your skills that are most transferable. Choose the ones you would like to concentrate on.

· Research and identify jobs these skills can transfer to.  The jobs you choose should allow you the ability to increase your knowledge and skills and develop new competencies.  

· Develop a realistic written plan.

· To help you validate your plan, discuss with a trusted colleague the ways your lateral move could reposition you for the future.  Make adjustments if needed.

· Develop a strategy to put your plan into action.



	DOWNWARD MOVEMENT AND REALIGNMENT:
Downward movement means you are moving from a higher position to a lower one.  Downward movement can be positive.  There may be times when the best path to accomplishing a career goal involves moving downwards, in order to better position yourself for the next move.  Downward movement can help you acquire critical competencies and experiences for redirecting the long-term direction of your career.  You may choose downward movement for other reasons as well.  Other reasons may include:  learning the tasks in a new field involving a period of apprenticeship; integrating the demands of a job with other priorities, such as education, family responsibilities, and health needs; moving from a managerial position back to a hands-on position; and riding the bumps and curves in a career path.  


	· Consult with someone who has made a downward move to discover the benefits.

· List the benefits of a downward move that your current position does not provide.

· Develop a realistic written plan.

· Discuss your plan with your supervisor/manager or others in the organization that can help you develop the appropriate strategies to put your plan into action.

· If downward movement is a strategy you have chosen to help you reach your career goals, keep in mind that downward movement does not have the same stigma as it once did, as more people are confronting the necessity to change the focus of their careers over time.


	JOB ENLARGEMENT:
Job enlargement involves expanding your job horizontally.  That means you increase the number of job tasks you perform.  The idea behind job enlargement is to increase job diversity.  As you learn and perform your assigned tasks accurately, new tasks are added on.  


	· Assess your current job.  What job tasks can be added to the ones you are currently performing?

· List the tasks that you would like to add.

· Develop a realistic written plan and discuss with your manager/supervisor how and what you need to do to start performing the tasks.

· Develop a realistic written plan how and when the tasks will be added and what training you will need.  

· Discuss and verify your plan with your manager/supervisor.

· Research to learn about the most desirable new skills in your profession.  Try to incorporate those tasks that will help you build those skills.

	JOB ROTATION:
Job rotation is the movement between different jobs.  This career strategy allows you to temporarily move laterally into other positions to broaden your knowledge of other functions and departments in your organization.  Job rotation allows you the opportunity to learn new skills and enables you to function in many different jobs.


	· Discuss with your manager/supervisor if job rotation is possible and how it can be incorporated into your career goals.

· Work with your manager/supervisor and others in your department or agency to develop a realistic written plan.
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If upward movement is an option

Even if employees can no longer assume that “up” is the natural progression of career growth, it would be wrong not to consider vertical advancement.  Upward career growth is still a viable path for some positions.
	CAREER STRATEGY
	HOW TO INCORPORATE IN YOUR PLAN

	Vertical Movement
Vertical movement is upward movement within an organization.  Usually employees, who have developed skills and abilities matched to the needs of the organization’s strategic goals, are able to take advantage of the organization’s promotional system.  Employees should study their organization’s strategic direction and seek assignments that will prepare them for impending changes.
	· Find a higher-level employee for a mentor and discuss the learning requirements for his/her job.

· Volunteer for projects that offer opportunities to learn and showcase your skills, abilities and knowledge.

· Identify future trends that could help or hinder your promotional opportunities.

· Develop a realistic written plan and discuss your plan with your manage/supervisor.


Adapted from Up is Not the Only Way, Kaye & Farren, Training & Development, ASTD.
Developing a career plan
Career plans are road maps that take you from choosing a career strategy to achieving your career goals.  They are your individualized career action plans based upon the results of your self-assessments and career explorations.  Career plans are important because they serve as blueprints to help you develop the abilities, skills and competencies needed to move you towards your goals.

At this point, you should be ready to make sound decisions about: 

· Which jobs/occupations are the best match for you, 

· Your current career perspectives,  

· Your career and work-life goals (short- and long-term),

· Needed educational and developmental activities, 

· Possible career barriers and obstacles,

· Alternative paths for reaching your goals, and  

· Organizational support and constraints.

Your career plan should reflect goals that are:

· Specific:  Specifically and clearly stated,

· Achievable:  Difficult, but can still be attainable,

· Measurable:  Lend themselves to measurement, if possible,

· Realistic:  Achievable, given your skills, knowledge, and abilities, 

· Timed:  Time limits for completion should accompany goals, and

· Organizational:  Tied into your organization’s strategic goals and objectives.

The career planning process is ongoing and bi-directional, meaning you refer to the plan often to record your progress and make updates and adjustments as needed.  

Discussions about your career plan with your manager/supervisor, mentor or career coach are important.  The discussions will help you make sure your career plan is realistic and will help you get the support and information on resources, training, networks, etc. that you will need to succeed.

career planner
Date:  ________________

Short Term Goals (1 – 5 years):

	Goal #1:



	Obstacles:


	Solutions:



	Current Resources & Personal Strengths

 (To help achieve goal)


	Needed Resources & Personal Strengths



	Action Steps:



	Developmental Assignments: 

	Career Strategies (Refer to pages 18-20)


	Cross Training

	Training & Education 


	Conferences

	Organizational Memberships


	Other (include projects and other assignments)

	Target Date for Completion:  __________
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          Completed            Not Completed

    
	Reason for non-completion:                         




	Goal #1:



	Obstacles:


	Solutions:



	Current Resources & Personal Strengths

 (To help achieve goal)


	Needed Resources & Personal Strengths



	Action Steps:



	Developmental Assignments: 

	Career Strategies (Refer to pages 18-20)


	Cross Training

	Training & Education 


	Conferences

	Organizational Memberships


	Other (include projects and other assignments)

	Target Date for Completion:  __________

 

          Completed            Not Completed

    
	Reason for non-completion:                         




	Goal #1:



	Obstacles:


	Solutions:



	Current Resources & Personal Strengths

 (To help achieve goal)


	Needed Resources & Personal Strengths



	Action Steps:



	Developmental Assignments: 

	Career Strategies (Refer to pages 18-20)


	Cross Training

	Training & Education 


	Conferences

	Organizational Memberships


	Other (include projects and other assignments)

	Target Date for Completion:  __________

 

          Completed            Not Completed

    
	Reason for non-completion:                         




Long Term Goals (5 – 10 years):

	Goal #1:



	Obstacles:


	Solutions:



	Current Resources & Personal Strengths

(To help achieve goal)

	Needed Resources & Personal Strengths



	Action Steps:



	Developmental Assignments: 

	Career Strategies (Refer to pages 18-20)

	Cross Training

	Training  & Education 


	Conferences

	Organizational Memberships


	Other (include projects and other assignments)

	Target Date for Completion:  __________

 

           Completed             Not Completed


	Reason for non-completion:                         




	Goal #2:



	Obstacles:


	Solutions:



	Current Resources & Personal Strengths

(To help achieve goal)

	Needed Resources & Personal Strengths



	Action Steps:



	Developmental Assignments: 

	Career Strategies (Refer to pages 18-20)

	Cross Training

	Training  & Education 


	Conferences

	Organizational Memberships


	Other (include projects and other assignments)

	Target Date for Completion:  __________

 

           Completed             Not Completed

    
	Reason for non-completion:                         




	Goal #3:



	Obstacles:


	Solutions:



	Current Resources & Personal Strengths

(To help achieve goal)

	Needed Resources & Personal Strengths



	Action Steps:



	Developmental Assignments: 

	Career Strategies (Refer to pages 18-20)

	Cross Training

	Training  & Education 


	Conferences

	Organizational Memberships


	Other (include projects and other assignments)

	Target Date for Completion:  __________

 

           Completed             Not Completed

    
	Reason for non-completion:                         




Career discussions
Now that you gone through the assessment, exploration, goal setting and planning processes, your are ready to have discussions about your career.  Speak with your manager/supervisor about setting aside uninterrupted time the two of you can meet to discuss your career.  Make sure the two of you agree on a set date, time and location.  

Be prepared!

· Complete your career planner.

· Be clear on your goals, action steps and planned strategies.

· Be prepared to discuss any concerns you have regarding your career or professional development.

· Determine the objectives for the meeting and what outcomes you are seeking.

· Ask questions and provide information when needed.

· Always set up a time for the next meeting or follow up activity.

· After the meeting, enter it on the Career Discussions Log.

· If you are meeting with someone other than your manager/supervisor, follow the same guidelines.

Keep in mind that when it comes to career development, you are responsible for your professional growth and development.  Your supervisor’s responsibility (to the extent he/she can) is to provide the tools, guidance and resources to help you reach your goals.

career discussions log
	Person I Met With: 
	Position or Title:

	Career Goal or Strategy Discussed:

	

	

	Contact Date
	Activity Code
	Discussion Points (next steps, etc.)
	Next Meeting Date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


CAREER discussions log
	Person I Met With: 
	Position or Title:

	Career Goal or Strategy Discussed:

	

	

	Contact Date
	Activity Code
	Discussion Points (next steps, etc.)
	Next Meeting Date
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