Tool 5 — Career action plan template

Instructions

This Career Action Plan is designed to collect the results of your Career
Journey in the one place.

Answer the questions by typing in your response in the areas provided.

Section 1 — What makes a job satisfying to me? Write in the job satisfaction
elements from Tool 3

Section 2 - What types of work do | enjoy? Write in your top 10 — 15
preferred skills from Tool 4

Section 3 - What departments and agencies hold most interest to me?
Investigate individual agency websites. See australia.gov.au
(http://australia.gov.au/directories/australian-government-
directories/portfolios-departments-and-agencies)

Section 4 - What job options might meet my goals? Write in your favourite
types of jobs from the Australian Public Service careers list.



http://australia.gov.au/directories/australian-government-directories/portfolios-departments-and-agencies
http://australia.gov.au/directories/australian-government-directories/portfolios-departments-and-agencies

Section 5 - My action to find available jobs in the APS. Choose the action
below that you need to take to find your ideal job. Highlight those that apply to
you and assign a priority and timeframe by typing into the column provided.

ACTION IDEAS PRIORITY | BY WHEN

e Search newspaper and
APSJobs.gov.au

e Put the word out to my network

e Arrange information interviews

¢ Register with employment
agencies

e Register with ReadyNow (if you
have previous APS experience)

e Register with preferred
departments/agencies (if they
have a non-ongoing employment
register)

e Attend a careers fair

e Visit my university employment
office

e Other (complete)......................




Section 6 - My action to develop my skills, knowledge and experience.
Choose the action below that you need to take to develop your skills,
knowledge and experience for that job. Highlight those that apply and assign
a priority and timeframe by typing into the column provided.

ACTION IDEAS PRIORITY | BY WHEN

e Apply for a university or TAFE
course or a single subject

e Seek work experience doing the
type of work

e Undertake volunteer work or
projects to get the required skills

e Undertake a reading program or
project to learn more

e Find a mentor or coach

e Seek assistance from JobAccess
to develop my skills

e Attend a Departmental/agency or
APSC training course (if already
employed in the APS)

e Attend a private course in the
relevant subject




Section 7 - My action to market myself. Choose the action below that you
need to take to market your skills to potential employers. Highlight those that
apply and assign a priority and timeframe by typing into the column provided.

ACTION IDEAS PRIORITY | BY WHEN

e Access a website or professional
to help to polish up my resume

e Research how to write up against
selection criteria

e Ask an experienced APS
employee (either a mentor, friend
or buddy) to give me some
practice interviews

e Read a book or attend a course
on interview skills (either through
the APS if already employed, or a
private course)

e Consult JobAccess for advice

e Practice speaking positively about
my experience

e Other.....




