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Book Descriptions:

career planning manual

You finish and then they tell you “just finish NYSC” and some start to disappear from there. Then it
dawns on you that you have been played. But what can you do as a graduate. This is where you need
to draw up a plan. This is a career plan. Career planning is an ongoing process that can help you
manage your learning and development. I used ongoing because career planning is a continuous
process and should be evaluated on a yearly basis. There are 4 critical steps in planning your career
as a beginner; Step 1 Self Evaluation and Reflection Step 2 Exploration Step 3 Decision Making and
Goal Setting Step 4 Taking Action and Implementing So lets take a deep dive into the 4 critical steps
in planning your career S elf Evaluation and Reflection The first step in career planning should be to
gather information about yourself to assist in making a decision about a career choice. Thinking
about where you are now, where you want to be and how you’re going to get there. Once you have
thought about where you are at now and where you want to be, you can work on getting to know
your skills, interests and values. Start by asking yourself the following questions What am I
interested in. What are my strengths. What are my weaknesses. Where am I at now Where do I want
to be. What do I want out of a job or career. What is important to me. What are the opportunities
open to me. What are the threats to those opportunities. At the end of this step you will have a
clearer idea of your work or learning goal and your individual preferences. To help you do this here
is a template of a Personal Development Plan “A” you can use. E xploration The second step in
career planning is to explore and research your options. Exploring takes your selfassessment a step
further by looking at your personal interests, skills, values, and worklife needs and narrowing down
areas of possibilities.http://ceramkgres.ru/userfiles/4-stroke-briggs-and-stratton-manual.xml
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Once you have some idea of your occupational preferences you can research the specific skills and
qualifications required for those occupations. Explore occupations that interest you and ask yourself
how do my skills and interests match up with these occupations. Where are the gaps What options
do I have to gain these skills or qualify for these occupations. What skills do I need. To help you do
this here is a template of a Personal Development Plan “B” you can use. D ecision Making and Goal
Setting After having completed your selfassessment and explored your options you should be ready
to make some career decisions. The question now is how you will decide. Start by comparing your
options, narrowing down your choices and thinking about what suits you best at this point in time.
Ask yourself What are my best training options. How do they match with my skills, interests and
values. How do they fit with my current situation and responsibilities. What are the advantages and
disadvantages of each option. What will help and what will hinder me. What can I do about it. By
doing this step you will have narrowed down your options and have more of an idea of what you
need to do next to help you achieve your career goals. T aking Action and Implementing Here you
plan the steps you need to take to put your plan into action. Use all you have learnt about your skills,
interests and values together with the information you have gathered about the world of work to
create your plan. Where can I get help. Who will support me. At the end of this step you will have a
plan to help you explore your options further eg work experience, work shadowing such as
internships, trainings, certifications or more research; or a plan which sets out the steps to help you
achieve your next learning or work goal. Decide which step is relevant for you right now and start
from there.You should also continue to evaluate your options and make adjustments as
needed.http://aduanaldelvalle.com/userfiles/4-stroke-manual-superbike.xml

The above steps helped me in planning my career and transitioning form a computer scientist to a
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human resource professional and now to a tech community manager. At every point, I did a SWOT
analysis of myself, sourced for roles that would enhance my strength and mirror my interests, drew
up a learning plan to acquire the skills I was lacking for each role before applying for any job. This
has helped me in getting jobs in organisations like Andela, Access Bank Plc and Phillips Consulting.
Hope you found the above helpful. Here is a Career planning tool we use at Andela Nigeria that can
help you. All the best in your career planning. Don’t forget to share with someone you know might
need this. Write The mission is simple; you write, we edit and share. Follow 2.2K 7 Thanks to Adeola
Alokolaro. More From Medium Why We Don’t Need Talent To Succeed Bebe Nicholson in The
Startup Finger Pointing Will Stunt Your Growth Russ W in The PostGrad Survival Guide Salary
Negotiation Done Right Yotam Kadishay in HackerNoon.com What Hiring Managers Get Wrong
When Recruiting Data Scientists The Data Standard Get hired at Uber, Google, Amazon, LinkedIn,
Microsoft, Facebook, etc. Chris Laffra in The Startup Technical Skills Are Overrated. Focus on Your
Attitude. Dave Anderson 11 Tips for Applying Kobe Bryant’s Mamba Mentality to Your Career
Kenneth Flakes 5 Interview Blunders to Avoid Leigh Fisher Discover Medium Welcome to a place
where words matter. On Medium, smart voices and original ideas take center stage with no ads in
sight. Watch Make Medium yours Follow all the topics you care about, and we’ll deliver the best
stories for you to your homepage and inbox. Explore Become a member Get unlimited access to the
best stories on Medium — and support writers while you’re at it. Ultimately, you will have more
career success and job satisfaction if you are an active participant in your career development. We
hope this plan serves as a guide for a successful and fulfilling journey. Help!

Everybody else seems so sure of their choice. Am I the only one who doesn’t know. A resume I’m
only a freshman, do I need one now What do you like What don’t you like. Use the Strong Interest
Inventory to identify your interests and their relevance to career choices. Get the password for this
assessment tool in the Office of Career and Professional Development. Strive for good grades your
very first semester. Your GPA can be used as a screening factor for employment in an internship or
fulltime job. Know how many credit hours are required to graduate and take responsibility to stay on
track. Can I still do that and graduate “on time”. My parents want to know if I can get a job in this
field.Should I start now Can I get academic credit for the job or internship I already have. I think I
know what I want to do, but how do I focus on specific job possibilities. Maybe I should consider
attending graduate school. How do I do that research Consider being an RA, a Peer Tutor, a PACK
Leder, or an Orientation Leader. Do this within the first month of the semester. When do I start
looking for a job. Do I need to practice for my job interviews. None of the companies that come to
campus or post jobs are looking for people in my major. How do I find out about other opportunities.
What if I don’t get accepted to graduate or professional school. Will the Office of Career and
Professional Development “place” me in a job Proofread several times. Update as needed. This helps
in negotiating your starting salary. Always have a Plan B. Be sure to select those who know you well
and can speak to your qualifications. We are here to teach you how to conduct your own search. Use
these services to learn the techniques to help you throughout your career. Career plans can help you
make decisions about what classes to take, and identify the extracurricular activities, research, and
internships that will make you a strong job candidate. Still have questions.

We are here to help set up an appointment with a Career Advisor to get started or review your plan.
Develop a refined list of career options by examining your interests, skills, and values through
selfassessment. Narrow your career options by reviewing career information, researching
companies, and talking to professionals in the field. You can further narrow your list when you take
part in experiences such as shadowing, volunteering, and internships. MIT students can log in to
access MyPlan, an online selfassessment tool offered through our office, can be a useful starting
point. You have to prioritize. What are your top skills. What interests you the most. Whats most
important to you. Whether its intellectually challenging work, familyfriendly benefits, the right
location or a big paycheck, it helps to know what matters to you and whats a dealbreaker. We



provide skills and values assessments set up an appointment with a Career Advisor to take
advantage of this service. You should consider factors beyond personal preferences. What is the
current demand for this field. If the demand is low or entry is difficult, are you comfortable with risk.
What qualifications are required to enter the field. Will it require additional education or training.
How will selecting this option affect you and others in your life. Gather advice from friends,
colleagues, and family members. Consider potential outcomes and barriers for each of your final
options. How many paths you choose depends upon your situation and comfort level. If you’re early
in your planning, then identifying multiple options may be best. You may want several paths to
increase the number of potential opportunities. Conversely, narrowing to one or two options may
better focus your job search or graduate school applications. Identify specific, timebound goals and
steps to accomplish your plan. Set shortterm goals to be achieved in one year or less and longterm
goals to be achieved in one to five years.

It’s important to be realistic about expectations and timelines. Write down specific action steps to
take to achieve your goals and help yourself stay organized. Check them off as you complete them,
but feel free to amend your career action plan as needed. Your goals and priorities may change, and
thats perfectly okay. Our advisors are here to help you make effective career decisions. Make an
appointment on Handshake to talk about your career options and concerns. One of the biggest
channels to introduce improvements in any organization is through change. There can be no
improvements without change. The same thing goes for the employee too. There can be no
improvement in an employee’s career if he isn’t open to change. This is the reason why most of the
organizations have selfdevelopment plans to help their employees improve their skill sets and
become at par with the best talent globally. This acquisition of new skills helps them in gaining
personal growth and successful longterm careers. The secret to career success has been
encapsulated in the simple words, be the person with the right skills in the right place at the right
time. Every organization wants its employees to grow in their professional life, so that they can mold
themselves to face the future. While this process might sound quite seamless, it does offer a lot of
challenges during the implementation. The biggest reason is the communication barrier that exists
between the management and employees in organizations. But at the same time, it should be well
within the limits of organizational compliance. In that sense, career planning should ideally start
before joining the company. These reviews help the employee to get a realistic idea of his chances at
career growth in the organization. Assessing will also give him a transparent picture of the skill sets
required for specific job descriptions and promotions. This reality checking also helps in finalizing
goals and setting aims for the future.

In this step, the candidate is supposed outline all the steps that he needs to follow to reach a specific
career. This involves taking stock of technical knowledge and whether it is sufficient to guarantee a
job opportunity. The candidate should search, if he has anyone in his contact who can offer an
opportunity to him, or facilitate the same. A working professional can utilize this step in making a
realistic assessment of his goals, if they are still achievable, and all the changes that happened in the
work place to influence his outlook. This is where candidates can give themselves a fair score and
prove to the management, where all they have contributed in the growth of the organization. In this
step, the candidate does research and informationgathering from multiple sources like friends,
colleagues, coworkers, etc.A similar situation is found inside the organization as well, where possible
options for a position are asked to brush up their skills. It is important for the candidate to keep
checking all his options for a viable future. In short, his goals should be specific, measured, set and
reachable, so that he can gauge his success in pursuing it. This step usually involves a lot of
communication with the senior employees working in different roles in the organization. As these
seniors are the individuals who can share information with the rest of the people and inform them
about the various dynamics in the working spheres. Evaluating one’s success helps people keep a
track of their progress and identify strengths and weaknesses in a career plan. Also, selfassessment



helps in getting knowledge on different functionalities in the working sphere. This restructuring and
merging of organizations have provided employees with a golden opportunity to make changes in
their career goals and achieve them. They have evolved into a business house that provides learning
opportunities to motivated people which makes them more marketable.

The major characteristics of these protean careers are Portable Skills, MultiCultural Working
Experience, Learning on the Job, and Constant Networking. Protean Careers consider the
interpersonal learning and changes in an organizational structure as the main factors for a career
change. This needs usage of subjective fields such as Designation, Salary and Longevity. These
factors entered the professional life for the need of a better worklife balance in the lives of the
employees. They now desire greater balance in their professional lives and want it to serve their
personal needs. They have understood the value of spending time with their families. Differing
attitudes and career goals are the main reasons of career changes. For example, a person who is
highly creative will always seek to develop his personal skills, so they will be more inclined to look
for crossfunctional career options. This was a dominant model of career growth till recent years. But
now, the changes in the external business environment have triggered the changes in the internal
working structure of the organizations as well. They say that organizations have now started opting
for a more networkoriented way of working, as compared to the silolike functioning of individual
departments earlier. If the organizational structure promotes venturing into new markets, then he
will certainly find success in learning new things. But at the same time, the changes that have come
in today’s workforce don’t allow the employees to be satisfied with just possessing technical skills.
Those employees who possess strong interpersonal skills and have a collaborative mindset will be
able to survive in an increasingly interdepartmental style of working. Career planners are flexible in
adapting the new working models in organizations, so that they can learn from different platforms
and bring in an overall career improvement. They are completely consistent and can be pursued
together.

Earlier, employers used to feel insecure if their employees start learning new things because that
used to make them apprehensive that the person might quit. But in today’s business scenario,
companies endorse that their employees keep working on new skills and be prepared to face any
sudden change. This has brought a lot of difference in the way people manage their careers
nowadays. While that is a crucial change in career planning, it is by no means the only change that
technology has brought in an employee’s life. Thanks to the advances in technology, employees can
now undertake a selfassessment of their skillsets through various online platforms and portals. It
reduces their dependence on employers and immediate supervisors to get a feedback on their
performance in the form of performance reviews. These employees also don’t need to rely upon
counsellors or on the human resources department to get their suggestions and to get their
questions answered. In addition to these, many organizations have started giving internal training
through online modules for employees to improve their efficiency during their convenient hours. The
employees can now easily get the response to their queries over mails and instant messengers, as
opposed to the earlier method of walking to the desk and getting questions asked. Instead of just one
mentor, now there are several ones who can help you out when you are in a fix. But, the downside is
that just by making the technology available without any instructor to moderate the training sessions
will lead to chaos and confusion. The fullyautomated or doityourself exercises available online
haven’t made any mark. This is because with the machines, there is always the option to skip the
evaluation stage. Whereas a live instructor will keep checking up with you to gauge your progress
and improvement. In such an environment, the linear growth of careers is extremely difficult to
achieve.

Hence, industry experts now advice a more Organic, Personal, and PreferenceDriven approach to
work. Job satisfaction is the new mantra for success. Employees often make the mistake of assuming



that their strengths are the absolute ones. However, even a little change in the working environment
could change their strengths into unrequired or irrelevant skills. So, it is very important to keep a
realitycheck on what new skills can be learnt, in tandem with the ones that an employee already
uses at work, so that the employee can be prepared for the future changes in the market. This is
especially in the fields of higher learning, creative thinking, innovative approaches and being
resilient to changes in business environment. These programs have resulted in more commitment
and a greater sense of satisfaction among the employees. Once they become employees, they will not
only use the organization as a place of learning but also to pursue personal development. These
people won’t find it difficult to locate alternative sources of employment if they perceive their
current company to be not focused towards development or growth. This is because no organization
can any longer claim to have a homogenous working environment that can ensure the candidates the
same job responsibilities for a long period of time. Organizations now depend on their board only for
the vision and mission of the organization. All the remaining crucial structures, like employee
management, have been given to the supervisors. This is done as such diverse cases can only be
handled by someone who has a history of working with these employees. This is in contrast to the
traditional setting where a group of people from the higher management used to take a central
decision, and growth opportunities were given to a promotionworthy candidate after making him
attend long meetings and managementrelated classes.

However, the supervisors themselves need to get trained on how to motivate employees and learn
interpersonal skills. It uses the method of providing informal guidance and encouragement to
promising talented people who themselves are not motivated enough to realize their true potential.
These mentors nurture these candidates under their observation and provide them with timely
advice. This one to one personal relationship builds trust and respect in the mind of the employees
and gives them confidence. They develop a sense of insight and understand the company’s vision
and goals. They also become aware of the different networks inside the organization. They feel like
getting new opportunities under the leadership of these veterans. They can also claim that they are
focused on career growth of their employees. Mentors benefit from their interpersonal skills and
technical knowledge improving from their interactions with the proteges. However, the truth is that
individuals who have gotten mentors at early stages of their employment are the most receptive in
their feedback sessions. They even have much more patience while dealing with new talent. This is
all because of the constant toandfro communication they had with their mentors through the queries
and opinionsharing. Generally, companies help the employees to cope up with these involuntary jobs
by providing outplacement counseling service. These services include job search training, skills
assessment, resume writing, and even salary negotiation services. It is important to give these
people timely and precise information related to their ongoing career prospects with leaner
organization. As per Wayne Casio’s Research, companies which produce new revenue by expanding
staff and other assets earn more profit than those who follow the layoff strategy. But, going for
temporary workers makes us question what is the best way to manage these employees career in
this 21 st century.

There are different benefits given by the companies like lower labor costs or increase in staffing
flexibility might be tricky if the temporary employees are not skilled enough or are less devoted
towards their work. When the skills to be used are not defined properly, it becomes difficult for an
employee to set personal development objectives for the desired skill acquisition. Researchers
Clanni and Wnuck proposed that the solution to this issue is to concentrate on genericbutimportant
comparative skills that working as a team may provide. During this decade, companies began to
cutdown permanent or to say core employees and replace them with temporary or parttime
employees. Things have changed now, today companies opt for sticking back with their core
employees and limiting the recruitment of people for some specific functions only. So, basically it
means there are fewer career choices in small companies and intercompany mobility is widely being



accepted as a form of career development. If we peek into history, we can see how some protected
groups managed to ensure equal employment opportunities and affirmative action legislation that
led to speed the hiring and development. However, some old stereotypes continue tagging
“appropriate” work roles for women and minorities, even among group members themselves,
because of which they have not been able to speed their movement into management. Even though
the reason behind this glass ceiling phenomenon is not completely understood, but what we do get
is, proper training and development for these individuals should take their special needs into
account. As all the candidates are well qualified, selection is often based on interpersonal skills and
comfort, especially with people at the top not willing to let others take hold of important
responsibilities. They are generally given tasks related to public relations or human resources
instead of positions in line production startups and entrepreneurial ventures.

While those who show a little bit of interest in office politics and chit chatting are always updated
regarding the upcoming promotion opportunities, which are not generally known till the employees
have been selected. The positive part here is, in every organization people try to change or
compromise with the existing organizations culture, which will make them feel supported and
encouraged. Companies which accept these types of behavior yields the most profit. It begins by
selecting existing career paths partition and then relatively rerouting high potentials via line
positions or progressive tasks that were previously assigned to majority candidates. When there is a
shortage of manpower, skills etc., firms include career development programs to their retention and
recruitment strategies. But, when the business goes in a loss, there is no recruitment. Large
companies are the first ones to avail the latest technology to internal staffing and career
development. Lot of convincing business care is required to maintain these programs during these
times. But even in the bad phase, the high potentials group receive career development attention,
the exciting part is the method to select the high potentials have been changed. The issues with this
approach became clearly visible in the highly competitive environment of 21 st century. Large
companies are the first ones to avail the latest technology to internal staffing and career
development. As the companies are now becoming more data centric, they check their own
databases first, mining internal HR data for potentials, before looking outside. Predeparture training
should focus on the cross cultural differenced in social life, political atmosphere, religion and
language along with technical expertise necessary. Having the big picture of where the migration
cycle will take you beyond the actual task is very important to success and can help get over the
feelings of abandonment.

This keeps the manager in touch with the company and helps in reentry. One way of doing this is by
drafting recent migrants as mentors or facilitating a forum for sharing their experience. This
training will help to learn the value of international experience and the ways it can be utilized within
the organization. This often results in migrant failures rate of up to 40% which have been reported,
and 20% employees leave their company after their overseas assignment. It is suggested that people
willing to opt for international experience should go through many selfevaluation and planning
steps, to ensure that international assignments will not have a negative impact on their overall
career objectives. However, there are some contradictions regarding the international careers. As
the demand for managers understanding business from more than one national perspective
increases, there has been a hesitance in sending U.S Citizens abroad because of the terrorist attacks
of 2001. This would eventually limit the overseas developmental projects for the future global
manager. People today, do not believe in the concept of retirement at 65, it may vary from 5075 or
even more, giving you little more time to plan for retirement. It is better if companies offer a flexible
work schedule to their employees, which will give them some time to discover their interests and
goals while maintaining their bond with their work. This will help them get over the transition stage.
It has been observed that many of the best performances are delivered by people during later stages
of their career. Just because an employee has crossed a certain age limit, it does not make them



eligible for retirement. Age limits a persons visual acuity, response time, or stamina, but gifts
abundant knowledge and experience. The problem arises because older workers have not been
offered proper training and development chances to keep them more engaged in their careers.

The objective behind establishing a preretirement program may vary, it maybe to freeup the
obstructed career channels for junior employees or managing a projected labor surplus or manage
labor cost savings. It is all about effective planning. The 13digit and 10digit formats both work.
Please try again.Please try again.Used GoodPRIME eligible. Hassle free returns and customer
service through Amazon. May contain some highlighting. Supplements such as access codes, CD’s
etc not guaranteed.Something we hope youll especially enjoy FBA items qualify for FREE Shipping
and Amazon Prime. Learn more about the program. Long described as the most complete,
motivating, and logical careerplanning book on the market, TAKING CHARGE OF YOUR CAREER
DIRECTION provides you with the information you need to evaluate various opportunities in the
world of work. With numerous personal inventories, core exercises, and reallife examples, this
activityoriented text helps you take stock of which career is right for you! Then you can start reading
Kindle books on your smartphone, tablet, or computer no Kindle device required. Show details.
Order it now. Sold by Lifestyle Order Fulfillment and ships from Amazon Fulfillment.In order to
navigate out of this carousel please use your heading shortcut key to navigate to the next or
previous heading. Register a free business account Two major strengths of the manuscript are that it
is totally up to date, and the exercises make it a participative book rather than just another
textbook.If you are a seller for this product, would you like to suggest updates through seller support
To calculate the overall star rating and percentage breakdown by star, we don’t use a simple
average. Instead, our system considers things like how recent a review is and if the reviewer bought
the item on Amazon. It also analyzes reviews to verify trustworthiness. Please try again later.
Emmanuel Nieves 5.


