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CAREER PLANNING

HOW TO MAKE A PLAN:

Career planning is a practical strategy that allows you to determine your skills and interests, outline your career goals and 
confirm what actions need to be taken to reach them. It’s an ongoing process that will change and shift the further you 
progress within your career. Its important to create a plan to avoid your career stalling or taking a step in the wrong direction. 
It can keep you focused how you can achieve career success, as these things don’t always automatically go the way we 
want.

WHO AM I?

Think about what you want to do and how your personality, 
values, likes and dislikes might impact you career. Write 
down your answers to each of these to form your personal 
‘wish list’:

• What is my personality type and lifestyle priorities?
• What do I like doing and what am I motivated by?
•  What do others see as strengths and weaknesses?
• What key things am I looking for in a job?

WHAT SKILLS DO I CURRENTLY HAVE?

Your current skillset can reveal a lot about where the next 
step in your career could be. Review your skills with these 
questions:

• What are my qualifications and experiences?
• What are my main achievements throughout my career?
•  List what are my key strengths, transferable skills and specific 

skills 
•  List what are my weaknesses and where there are opportunities 

for development

WHICH DIRECTION DO I WANT TO GO?

From the answers you can now start to formulate which 
direction you want to head in:

• Which industries appeal to me?
• What roles will suit me?
• How do these matches to my own preferences?
• Size of company 
• Team size
• Business reputation 
• Location – do you want to look further afield for opportunities?

WHEN DO I WANT TO ACHIEVE THIS BY?

Now that you have established where you want to go, how 
will you go about getting there? To help break down your 
goals to be more manageable for your career plan ask 
yourself the following questions:

•  What do I want to achieve by a certain date? Think about it 
quarterly, half yearly and annually.

•  What training and education is required to support the plan and 
when will this be complete by?

•  Do I need to expand my network? If so, how will I do this?
•  How will I gain the additional skills and experience I need and 

when will this be done by?
•  What training courses can I do to help ensure I achieve my 

goals?

REVIEW AND REFLECT:

Every few months, as required, it is important to monitor 
the progress of your career plan to ensure that you are 
meeting your goals now that you have a clear path for 
moving forward.

Remember you won’t necessarily find the perfect career 
path when you first sit down to create a plan which is 
why it is important to re-evaluate your career plan and 
goals to adjust to any changing economic and personal 
circumstances.

Creating a career plan is important 
because  it helps you make informed 
choices about your current job situation 
as well as future career moves.


