Session 10 Developing your career
Overview

During this session we focus on getting you to think about developing your career throughout your working life.  These days people rarely have one career for life and their career rarely follows a straightforward path.  People’s lives are affected by many external as well as internal factors and we need to be able to adapt to this constantly changing world in order to have successful and fulfilling working lives.  The materials in this package are focussed on helping you to prepare for life immediately after graduation.  However, as you will undoubtedly have to keep re-assessing yourself throughout your career, the materials can be re-used for this in the future.
What’s in this session?
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What you will learn:
· Understand the factors influencing the development of your career

· Think about where you see your career developing in the future

· How to find out where your career could progress to

· Understand the importance of attaining work-life balance

· Assess how effective you are at managing your career

Exercise 1
10 years on
Task

Your career thoughts are probably focussed at the moment on how to get your first graduate job, gaining a place on a further course of study or perhaps taking time out to work and travel.  You need to ask yourself – what happens after that?  Write down your answers to the following questions before completing the 10 years on self-test.

Question 1 How do you see your career progressing in the medium and long term?
--------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------
Question 2 How do you intend to equip yourself to cope with the constantly changing world 

                    of work?
----------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------------------------
Now look at the10 years on self-help exercise below and answer the questions: 

10 years on ………..

Most of this package gets you to focus on your immediate future.  But the material can be adapted to help you consider how you will find jobs in 5-10 years time – in other words how to develop your career.  This self-help test enables you to consider what adaptations to make to facilitate the lifelong development of your career.

In this case study you are asked to consider how your approach will be different when you are well into your career – i.e. at least 10 years into the future, compared with how you feel now.

First consider these two factors when answering the questions: 


Question 1 - Skills

Do you think employers will be looking for the same set of skills?

Your answer



Model answer 


Question 2 – Finding job vacancies

How will you find out about job vacancies?

Your answer

Model answer


Question 3 – Further study

What opportunities will be available for further study if you are wanting to retrain and change career?

Your answer



Model answer 

 

Question 4 – CV

What do you think your CV should look like?

Your answer



Model answer 


Question 5 – Interviews

How will you modify your approach to job interviews?

Your answer



Model answer 


Question 6 – Careers action plan

Will careers action planning still be important?

Your answer



Model answer 


Exercise 2
The Golden Ticket
Task

In this section you're going to imagine a typical day in your life - just as it might be in five years time. 

This will be your Golden Ticket to help you make that life become a reality. Just imagine yourself doing all the things you've always wanted to do, achieving more than you ever expected. You feel truly happy and fulfilled. You are actually living your dream - and more. 
Now follow the link to the Windmills Golden Ticket exercise: http://www.windmillsonline.co.uk/interactive/section_2/subsection_2/page1.html
Exercise 3
Getting the balance right
Task

Most of us are too busy rushing around to stop and ask ourselves why we are leading the life we are.  We rarely make time to step back and question the quality of the life we're leading. Yet if you're restless or unhappy, it's often because the whole balance of your life is wrong. You alone have the power to change this. 
This section will show you it can be much easier than you think.  Follow the link to the Windmills quiz Getting my life in balance.  This covers the four key areas: your working, learning, playing and what you give back in life (giving).  Click the link below to find out what kind of balance you’re currently achieving.

http://www.windmillsonline.co.uk/interactive/section_1/subsection_1/page2.html
Exercise 4
Me Plc

Task
This exercise will help you to summarise everything you have learned from completing this employability skills development package.  It aims to help you to find out how good you really are at managing your career and will give you helpful hints on how to improve on your weaker areas.  Complete the Me Plc questionnaire below, calculate your scores and use the guide to give you helpful hints on how you can improve in your weaker areas.
Me plc –  a personal career audit

The following exercise was devised by Dr Peter Hawkins, who is co-founder of the University of Liverpool’s Graduate into Employment Unit, and author of several books on career management for students, including The Art of Building Windmills in which Me plc appears.

Me plc helps you assess how good you currently are at managing your career.  It will provide you with a measure of where you are strong and where you need to develop if you are going to improve your career management performance.  The performance audit that follows is based on the principle that in our careers we are all a business of one – me plc.

It has five sections:

1  Where am I now?  

2  Where do I want to be?  
3  How do I get there? 


4  Getting there  

5  Review and improvement

Each section has 8 statements. Carefully read them and score yourself realistically on this basis:-

0. Feel that I’m weak at this, or under-developed, OR I don’t practise this at the moment.

1. This applies to me and I’m okay but still need to work on it

2. This applies to me and I’m generally good at this 

3. I’m confident I can say I’m excellent at this and can give clear evidence of it
Once you’ve completed each statement, total the scores for each section and refer to the ‘What Next?’ section for help with interpreting your result.  Remember, this exercise is deliberately designed to be challenging, to help develop the Employability Skills that will most help you so it won’t provide maximum benefit unless you are honest with yourself.

	1
	Where Am I Now?
	0

Weak
	1

Okay
	2

Good
	3

Excellent

	1.1
	I am fully aware of my skills, experience, knowledge and attributes that make me stand out in the employment market place
	
	
	
	

	1.2
	I have an up-to-date, well-organised, concise and accurate CV which clearly sells these strengths
	
	
	
	

	1.3
	I have comprehensive physical evidence which provides greater details of my achievements (e.g. Record of Achievement, learning logs/diaries, employer/client references, examples of achievements)
	
	
	
	

	1.4
	I regularly seek feedback from people at all levels regarding my performance, i.e. different people have given me objective feedback on my strengths and areas for development
	
	
	
	

	1.5
	I maintain regular contact with people who work in my chosen career area in order to know how relevant my skills are
	
	
	
	

	1.6
	I am clear about what motivates me in life, and these are matched to my future career plans
	
	
	
	

	1.7
	I know the ways in which I learn most effectively, and I make full use of the current learning opportunities open to me
	
	
	
	

	1.8
	I feel good about myself and have underlying self-confidence in my abilities
	
	
	
	


                                 
















          



      Sub-total (Max 24) ​​​​​​​​​​​​​​​​​​​​​​​ 

	2
	Where do I want to be?
	0

Weak
	1

Okay
	2

Good
	3

Excellent

	2.1
	I have made an informed decision on my future career based on a realistic assessment of my core strengths, motivations, experiences, opportunities and constraints
	
	
	
	

	2.2
	I know what I want to achieve in my career and have a clear picture of my ‘ideal job’
	
	
	
	

	2.3
	I know what I want to achieve in my personal life


	
	
	
	

	2.4
	I allow myself enough time to plan my future and regularly set short-term learning and personal development objectives
	
	
	
	

	2.5
	I have examined how my current portfolio of skills and experience could be applied to different career options
	
	
	
	

	2.6
	I have had ‘advisory discussions’ with people who do the sorts of jobs that I am interested in
	
	
	
	

	2.7
	I have a network of contacts for advice and guidance on future career plans and I make the most of it
	
	
	
	

	2.8
	I know where to obtain up-to-date information on the labour market 
	
	
	
	


                                 
















          

                     Sub-total (Max 24)             

	3.
	How do I get there?
	0

Weak
	1

Okay
	2

Good
	3

Excellent

	3.1
	I am prepared to be flexible and adaptable to achieve my long term goals
	
	
	
	

	3.2
	I have project management skills which I apply to managing my personal and learning development
	
	
	
	

	3.3
	I continually set myself goals in terms of my study, with specific timescales by which to achieve progress
	
	
	
	

	3.4
	I break these objectives into practical manageable steps


	
	
	
	

	3.5
	I have pinpointed individuals who can help me set my objectives and/or achieve them
	
	
	
	

	3.6
	I actively seek to learn from the successes and mistakes from others
	
	
	
	

	3.7
	I am aware that external factors, which are outside of my control, can help or hinder me in my plans
	
	
	
	

	3.8
	I believe that it will be necessary to go on learning throughout my career
	
	
	
	


                                 
















                                          Sub-total (Max 24)  

	4
	Getting there
	0

Weak
	1

Okay
	2

Good
	3

Excellent

	4.1
	I am confident at orally promoting the benefits I can bring to a job
	
	
	
	

	4.2
	I am able to clearly express my strengths through written or visual communication
	
	
	
	

	4.3
	I have high-level research skills which I can use to investigate and create new opportunities 
	
	
	
	

	4.4
	I am aware of my own ‘comfort zone’ and actively try to stretch beyond it by doing something new or challenging
	
	
	
	

	4.5
	I continue to develop a support network for advice and information
	
	
	
	

	4.6
	I regularly read journals, newspapers, books and websites both within my career/study field and in management and business in general
	
	
	
	

	4.7
	I manage my time effectively and efficiently, spending the greatest time doing things I am good at
	
	
	
	

	4.8
	I know what I want to get out of my relationship with an employer and what I need to put in, and am confident at negotiating the best deal for myself
	
	
	
	


                                 
















                               Sub-total (Max 24) ​​​​​​​​​​​​​​​​​​​​​​​_________

	5
	Review and improvement
	0

Weak
	1

Okay
	2

Good
	3

Excellent

	5.1
	I regularly review my progress against the objectives I set myself, and am able to adjust my goals in the light of changing circumstances
	
	
	
	

	5.2
	I regularly take time out to reflect deeply on what I have learnt or experienced
	
	
	
	

	5.3
	I am aware of when I reach a ‘plateau’ in my learning and then actively seek new opportunities
	
	
	
	

	5.4
	I assess the balance between my work/study and personal life
	
	
	
	

	5.5
	I continue to develop a balanced range of skills and expertise that includes personal or general skills as well as specialist ‘technical’ skills linked to my subject 
	
	
	
	

	5.6
	I am able to accept and learn from failure and critical feedback in a positive manner
	
	
	
	

	5.7
	I seek out feedback about my performance even when it is not a formal requirement, for instance an on-course assessment
	
	
	
	

	5.8
	I am able to maintain a feeling of self-worth even following failure
	
	
	
	


                                 
















          


Sub-total (Max 24) ​​​​​​​​​​​​​​​​​​​​​​​_________ 

GRAND TOTAL (Max 120) ​​​​___________              

What Next?

The following notes give you some interpretation of your score but remember, don’t dwell too much on your score and DON’T WORRY if your score on this audit is not as high as you would have hoped.  

The main thing to understand is that this package is designed to consolidate what you already do well and help you address the areas you think need attention.

For instance, look at three or four areas in your audit where you scored lowest and think “Are these activities which it is reasonable for you to be doing at this point?”  If so, think about how you might address these and whether there might be opportunity to tackle them via this module.  Work out how you could do this by looking at the teaching programme or talk to a tutor.

Your performance a rough guide

	Category A Total Score 96 – 120 

Comment:  You are very focused, aware of your strengths and opportunities, flexible in a changing world and a self-starter with all the hallmarks of a true lifelong learner.

Action: Keep going because career management is not a static process. Focus on continuing to make progress. Make sure your score is based on a REALISTIC assessment.  In particular be aware of making general assumptions which can’t be backed up with evidence.  



	Category B Total Score 71 – 95 

Comment:  You are well on your way to effective career management. 

Action:  Take another look at the low scores within your audit.  Ensure you are aware of where the gaps are and develop an action plan to address the areas for development.  Some suggestions are given in Category D below.

Make sure you are taking advantage of all the opportunities available to you to help manage your learning and career development.



	Category C Total Score 40 – 70 

Comment: You are doing well but are you making the most of the opportunities to manage your career and learning?

Action:  See Action for A and B above.  You may also wish to consider: How can I be more proactive?  Who can help me develop an Action Plan to do this?

 What are the obstacles to me taking greater control?  Are they linked to time, motivation, or ability?  Some further suggestions for possible action are given in Category D below.



	Category D Total Score Below 40 

Comment: You are obviously good in some areas, and can further develop the ability to manage your future career.  Remember, not all statements could be relevant to you at the moment.  Make sure you haven’t sold yourself short.  Think carefully about how you can be more proactive to take control of your career and future development

Action:  You may need to be consistent in your approach to planning and managing your future career.  Many of us only react in time of trouble, frustration or boredom when we are often ill-equipped to deal with the situation.  A good example is handling the situation of when we are finishing a course of study and need to plan what to do next.  Positive steps to take NOW could include: spending more time consciously thinking about the future; building your network of contacts; drafting a good CV, researching the options that will be open to you; reading widely around relevant career opportunities. 




You will have changed and will have acquired new skills, experience and knowledge





The world of work and political, social and economic  background will also have changed























You will be expected to have developed the skills outlined in session 6 What do employers want? further.  Some employers will use the same set of skills for recruitment of all posts but may emphasise certain ones such  as leadership.





























Although it is difficult to predict how vacancies will be advertised it is likely that the internet will play a key role with sophisticated interactive job-matching systems. However, the personal approach will still be necessary as will the need for effective networking in order to find out about opportunities

















Do you think students will still attend university in 10 years time or will all students study in the virtual learning environment? Also, with the changing demographics (i.e. less younger students studying) what will the student of the future look like?























Your CV needs to be updated regularly. As your career progresses your work experience section will grow in contrast with your extra-curricular activities section.   It should be easier for you to ‘target’ your CV/resume more effectively.  CVs of the future may well be in audio or video format as an internet attachment. 





























It is likely that interviews will still be mainly skills focussed and you will still need to prepare thoroughly for these.  There may be more remote interviewing via mobile phones and possibly panel interviews via video conferencing.  























This may be more important than it is now.  Your Student Affairs and Employability Service, if it  still exists, may well be totally virtual.  Some services are already operating partly in this way now. So, it will be down to you to maintain your careers action plan making sure you develop your career and remain employable by keeping your skills, knowledge and experience updated.








