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About
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ABOUT THIS GUIDE

Whichever way you look at it no person starts off on a journey without first
having some idea of where they are going, do they?

Why should it be any different with your career? After all, it is one of the
most significant journeys you will make through life. You need a plan of
action to secure the career YOU really want.

This guide will help you to create a Career Action Plan. It will help you

to think through where you want to go on your career journey and what
steps and resources you need to ensure you arrive relatively safely!

We say relatively safely because no guide is foolproof and every plan is
subject to unforeseen changes ahead. A plan is simply a guide to help
direct your footsteps, identify routes and help you create solutions to the
inevitable roadblocks you will encounter along the way. It helps you to
focus.

We will look at reasons why a Career Action Plan is useful and suggest
tips on how to use one. You will also find a template to help you to create
your own plan.

Once you have created your Career Action Plan you will stand in better
stead to make informed decisions about which jobs to go for, and what
you want to get out of each one while you are there.

Your plan will help you save time because you will be able to use it as the
basis of every job application you ever make.

Creating a Career Action Plan is part of a series from the Graduate Coach
Essential Career Guides, designed to help graduates and jobseekers
equip themselves with the full range of skills needed to get ahead in their
chosen careers.

Let’s start planning.
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WHY DO I NEED A CAREER
ACTION PLAN?

11

Those who fail to plan, plan to fail.
Without a vision the people perished.”

Imagine a journey with no plan. You set out in the morning and jump on
the first bus that comes along. You get off downtown and walk through
the local market. It takes you absolutely ages, because you find it hard
to resist the various market traders beckoning to you to buy their wares.
Besides, you're unsure whether or not you need to buy anything!
Eventually you pass a train station and jump on a train that is going North.
After sometime you get off the train and wait for interconnecting service.
You think you want to go Northwest, but you’re not sure. When that train
arrives it's so packed you can’t get on. It seems everyone and his aunty
wants to go Northwest these days.

You finally manage to board a later train, but this one takes you East.
Well, who knows what you will find there, so you go along! On the train
you strike up a conversation with a man. During the conversation he asks
where you are going. You are honest and tell him you have no idea. He
tells you about his dreams to open up a coffee shop and that he needs a
younger pair of hands, and since you have no idea where you are going,
suggests you join him...

...what’s the point of this pointless story? Life sometimes resembles this.
Meaningless, directionless and unfulfilling.

Many graduates find that they don’t really know what they want to do or
what type of job suits them. They run from one job advert to another and
end up feeling like they’re being tossed about in the wind.

If you feel like this you need to get focused, set a goal and set a plan in
place to reach that goal. You don’t want to end up in some coffee shop in
a market somewhere East! It is wise to know what you want to achieve
before you set off!
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WHAT IS A CAREER ACTION
PLAN?

A Career Action Plan helps you to answer the most crucial questions
about your career ahead — well before you fill in an application form or sit
in front of an interviewer. It helps you to work out how to get where you
want to go. It’s a working document, one that you will update as time goes
on. It should be updated as your experience, skills and interests develop.

Creating a Career Action Plan takes time but once you've done it you will
reap dividends all along the way. You will appear far more
knowledgeable and confident to potential employers, and so stand a
much greater chance of impressing them and winning the job.

10.
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HOW TO CREATE YOUR
CAREER ACTION PLAN

In the next section you will find a Career Action Plan Template which you
can use to get started on creating your own plan. First, let’s look at some
of the questions you need to consider and how you should attempt to
answer them.

What do you want to do to earn a living?

What do you enjoy doing? What gets your attention? One of the first
places people often begin is by looking at what they have done already.
Forget about that for a moment. Think about what you would like to do if
you could work in any area you wanted.

What skills and knowledge do you already possess to help you get there?

Often once you have answered the first question you will find there are
still some links to either the degree you studied, the experience you have
gained so far or your interest and hobbies. Gather your experience and
knowledge from all of these areas; they are all useful. When it comes to a
career plan your skills and knowledge are like the rungs of a ladder — they
are the leverage you use to climb in the direction you want to go.

What skills and knowledge do you need to acquire to get there?

What about the skills and knowledge you need to attain? It is best to think
in terms of a range of roles that will make use of your skills and
knowledge rather than become fixated on the role itself.

Learn more about what’s involved in the type of roles by looking at job
adverts, reading career guides, and by speaking to people doing a similar
job. Keep in mind the following points: your awareness of what you don’t
know will be limited; every job is a continuous on-the-job learning
experience — you don’t need to know everything.

How will you go about getting there?

This is a crucial part of your plan! This is where you map out the type of
work experience you might go for and what you want to achieve while you
are there. For example, if you know you need to develop your skills and
knowledge around planning events, then you would approach a potential
internship opportunity with this in mind.

12.



Internships should be a learning experience, so if yours is offering you
little more than the opportunity to make the tea it is probably not the right
internship for you.

Also remember, you might be able to develop the experience you need
through a past time or interest, so don’t ignore this area. Make a list and
then begin taking the steps you need to tick them off.

With a well-thought out, written plan in place you will find it a lot easier to
focus and also to use your plan as the basis to sell your skills on
application forms and during interviews.

13.
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WHY YOU NEED TO BE UNIQUE -
AND HOW TO CREATE YOUR USP

In the video® Creating a Career Action Plan, we see a group of graduates
taking steps toward creating their own career plans. The video focuses on
the group members attempting to answer the question ‘What makes me
unique?’

This is very important to keep in mind as you develop and put your plan
into action because it will make it easier for you to create a series of
experiences that help you stand out against other candidates.

S0, how can you make yourself distinctive?

As one of the graduates on the course discovered, it is how you build on
your degree and experience that makes you unique!

The video shows a recruiter explaining how, when looking for that some-
thing unique in a candidate, he tends to look for people who will fit the
role, rather than at the degree type. Some of those box-tickers might

include:

. Do you have the right personality and skills to do the job?

. Can you spot opportunities, build relationships, negotiate?

. Do you have good organisational skills and an eye for detail to
do the job?

Next he looks for evidence of the unique skills needed, and this might be:

“l sold stuff on eBay; | started an interest group or society; |
managed a budget for my community football team.”

It's those little extra things you do outside of your degree that make you
stand out. They demonstrate your leadership skills, that you work well
with people, that you are able to solve problems. They mark your path
as distinctive to everyone else’s and help you define your Unique Selling
Point (USP).

* The full version of this video can be found on DVD2 (Employer Expert
Tips), part of The Graduate Coach Step-by-step Guide to Landing Your
Dream Job.

15.
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CAREER ACTION PLANNING
TEMPLATE

14 Use this form to capture the information
needed for your Career Action Plan.

Please use the headings and space provided as a guideline for your
Career Action Planning. This will help you break down your goals and
provide you with insight to get exactly what you want to achieve in your
career.

My Personal Proflie:
(A short statement summarising your experience, USP and
career direction)
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1

2.

3.

4.

5.

My strengths:

Actions | will take to develop
my strengths:

1.

2.

3.

4.

5.

My weaknesses:

1.

2.

3.
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Actions | will take to tackle my

weaknesses:
1.

2.

3.

4.

5.

My Employability Skills:

1

2.

3.

4.

5.

My career direction:
(Note the types of jobs you are best suited to and interested
in, taking into account your strengths and weaknesses)
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Relevant experience | have gained so
far:
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My reasons for looking for jobs in my

chosen area of interest:
(This will greatly assist you in your ability to ask for the job!)

Transferable experience gained so far:
(Think about experience gained in other sectors and/or jobs
— whether paid or unpaid — as well as from hobbies and
personal interests)
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Type of internships/work experience |
am looking for that will help me achieve
the experience | need:
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