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i.

Foreword

Module 1

There are critical times in our life when we either choose to or are forced to make changes. This is particularly true for women returning back to work after a pregnancy; women over 50 looking at renewing themselves; women who are struggling in an unfulﬁlling job or women that have been made redundant due to
restructuring, resizing or difﬁcult economic circumstances.
At such times, being able to answer questions such as ‘Which career opportunities are there?’, ‘How did I get
where I am?’, ‘How can I make the most of my talent?’ ‘Am I better off starting my own business? will put
you in a better position to plan your next move and to have a vision for your future. Taking a step back to
assess both your life and career is important not only for a better understanding of your own values, skills
and abilities but to avoid your career and life being shaped by accident, rather than by what you ‘really’
want.
With this in mind we have come up with a suite of products, designed speciﬁcally for women who are facing career challenges and may wish to take their future in their hands. The programme will help you with
exploring where you are with your life and career, with visioning a desired future and with turning that vision
into a reality. The exercises are entirely for your own beneﬁt; there are obviously no right or wrong answers.
Experience shows that it is very helpful to get your answers down on paper as it gives substance to your
thinking and as you will need to refer to your answers in later modules.

The responsibility for your career rests ultimately with yourself so, investing in yourself,
maintaining a positive attitude and being focused on your career goals are the keys to
your success.

Shine People & Places Ltd.
March 2012

ii.

Introduction

Module 1

This suite of five modules has been designed to assist you in clarifying your career aspirations and in identifying the appropriate steps to take in order to achieve them. They are lifelong tools which may be revisited
at different stages of your life and career. People are all so busy living their day-to-day life that they seldom
take time to reflect on where they have been and where they would like to go. It is only when they start to
feel run down, frustrated or unfulfilled that they feel the urge to take any steps in order to make the necessary changes.
The five modules have a logical sequence and build on each other.

Module 1: Discovering the Pieces: Understanding Yourself
• Gain a clearer understanding of all aspects of ‘you’, including how your career fits into your life
• Identify what you can specifically bring to any role or career
• Clarify what really motivates and inspires you
• Understand which skills, strengths and qualities you have developed which could be transferred to other work
roles
• Identify which conditions enable you to flourish and thrive in your career

Module 2: Making Sense of Your Discoveries
• Create a clear picture of ‘you’ by putting together the pieces from Module 1
• Paint a clear picture of who you are and what you have to offer
• Provide a platform from which to launch your career
• Gain an understanding of your key purpose
• Identify your career priorities

Module 3: Creating Your Vision
• Build on the insights from your past and present from Modules 1 and 2 and imagine how you would like
your future work and life to be
• Take an opportunity to design your ideal future
• Create a list of accomplishments and successes that you would like to achieve in your life

Module 4: Turning Your Vision Into Reality
• Based on your insights from Modules 1 and 2 and your vision from Module 3, generate and evaluate
a list of career options
• Identify what might help and hinder you from achieving your goals
• Understand how making changes in your career or job may affect you and how you can develop
good coping strategies
• Understanding how and when to take measured risks

Module 5: Making a Success of It
• Build on your insights from the first four modules to create action plans to achieve your career goals
• Identify how to manage your time in the most productive way
• Identify your ‘brand’ and which steps you need to take in order to market it
• Create strategies for getting the information you need and how to network effectively

iii.

Module 1

As the five modules follow a logical process, you will get most benefit from completing them in sequence. We
would suggest that you do one module every fortnight or so to give you adequate time to reflect. You should
complete all of the exercises however, you may find that one or more of the exercises may not be applicable
or difficult to complete, in which case you should either seek advice or leave it altogether. Do not worry if
there is some overlap or repetition as you will find that this reinforces the message in a powerful way. Some
exercises require you to use coloured pens and a notebook to record your insights.
The most effective way to use the modules is in conjunction with a career coach, trusted friend or colleague
whose listening, supporting and challenging skills you value. A career coach will help you to gain richer and
deeper insights as these exercises are designed as tools for discussion. A qualified career coach would be
instrumental in helping you to make sense of your discoveries and take the necessary steps to an enjoyable
and fulfilling career.
We wish you all the best in your journey!
Gilly and Jenny

iv.

Shine People & Places Ltd.
Shine People & Places Ltd is a talent management consultancy that has been advising companies and organisation on different aspects of talent management and development since its inception in 2004.
Our different expertise, together with our individual and team skills, lie at the heart of our success. We have
enlisted the help of some expert associates whose expertise ranges from communication skills, leadership,
organisational development, management training, to stress management, well-being, networking and career
coaching. We have worked with most of them for a number of years now and we think they are very good at
what they do. Our clients seem to think so too. Most of them are also qualified coaches and mentors.
Gilly’s and Jenny’s combined experience and background make them extremely qualified to write a booklet
on career development and on providing career coaching for women who find themselves at a crossroad.

Jenny Degnan Smith
Jenny has worked as a coach in the US and the UK for the past 14 years helping individuals to identify and
achieve their career goals. Her previous career was as a leader in a global finance company. She holds a
BA in Economics, an MA in Psychology. She is currently pursuing a PhD researching the success factors in
women’s career management. She is sought after as an expert in women’s career management and has
been interviewed on BBC radio and has presented at international conferences.

Gilly Freedman
Gilly has been a career and coach consultant for over 20 years providing career coaching training and supervision to over 200 HR and other professional staff. She has had a 15 year affiliation with CCS (Career Counselling Services) and in 2006 jointly won a national training award for career coaching training at the BBC. Gilly
has an M.Litt in language and Psychology and a Certificate in Solution Focus practice and for the last few years
has been applying her knowledge and expertise to working with senior women hitting the glass ceiling and
women returners.

v.

Module 1: Discovering the Pieces

Module 1

Understanding yourself

1

Module 1

Introduction
The reason we spend some time exploring who and where you are in the first two modules is that many
of us have a tendency to jump to conclusions about who we are, what is wrong with our work and life and
to seize on the first solution without reflecting on other possibilities and options. For women it can be
particularly hard to carve out some ‘Me’ time for stepping back and reflecting on our life and
career, when we are quite possibly trying to balance work, family, household and be a primary
carer for children or elderly parents.

‘It doesn’t happen all at once…You become. It takes a long time’
							
- Margery Williams
If we spend time getting to understand who we really are, and where we are in our life and work, preferably
exploring the results of the exercises with a career coach, we are far more likely to make decisions about
our future which are based on good information and are therefore likely to have consistency over time.

Module 1 consists of the following exercises:
i. Lifeline
ii. Achievements, strengths and skills
iii. In the zone
iv. What motivates and inspires you: your passions
v. What really matters to you: your values
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i. Lifeline
Objective:
To provide a graphic way of reviewing your career, education, qualifications, awards and
professional development to date.

Instructions:
1. Take a large sheet of paper and four coloured pens.
2. Draw a straight line horizontally across the bottom of the paper. Note down your current age at the right
end of the line. Divide the line into approximate periods of 5 years. Before you allocate events to the particular periods, brainstorm all career, education, qualifications, awards and professional development to date.
3. Now allocate the events to the periods using words or any other visual representation. You could colour
code them into education; career experience; professional development; awards and qualifications.
4. Finally note down any observations regarding themes or patterns at different stages of your life and any
threads between early on in your life and today.
Eg. Between the ages of 20 to 25 I had a great interest and energy for learning new skills
Eg. At 14 passed Duke of Edinburgh’s award setting up a small sales enterprise. Have continued interest in
sales today!

a.		

b.		

c.

d.

e.
a. Pass 11 plus

a. Studied
part-time

b. Kennedy
Grammer School

b. Passed
book-keeping
exams

c. 6 GCSE’s
a. Broxford
Primary
School

Ages 5-10

d. Duke of
Edinburgh’s
Silver Award

11-15		

a. Book-keeping
at Thompson’s

16-20		

c. New business
in travel sales

21-25		

a. sales down
in new firm

26-30 etc.
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Jot down three key reflections:

Key reflection 1:

Key reflection 2:

Key reflection 3:
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ii. Achievements, Strengths and Skills
Objective:
To identify your key achievements and, through their evaluation, identify your strengths and
skills. Identifying your achievements is a critical exercise for various aspects of a job search as
achievements form the basis of your CV and are valuable discussion points in an interview. With
skills it is important to understand your level of proficiency and enjoyment to help you make the
best career decisions.

Research shows that women are more likely to underestimate their skills and downplay their achievements. In
this exercise we would urge you to fill in the table as if you were your best friend or an impressed colleague!
Both professional and personal achievements may be used and should include successes that you have
achieved through your own actions of which you are proud. Take an objective view of your achievements as
we often take them for granted. Ask colleagues, managers, friends and family members for their input.

Instructions:
In the table on the next page, list your top 12 achievements (i.e. completed a project on time and in budget,
created a marketing brochure, won a piece of business, organised a major client event, learned a foreign
language, raised three children, etc.). These achievements may be recent or in the past, they may be major
or minor in your view and may be in work or out of work.
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Top 12 Achievements

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

12.

1. Circle your top three achievements.
2. Take each of these three top achievements, tell the story of what happened and brainstorm the key skills
and strengths that you possessed that helped you to achieve it. What were you particularly proud of? For
example: completed a complex project on time and in budget: brought together ten individuals from the UK
and the French offices from both the finance and marketing departments to complete a new product roll-out.
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Skills utilised: time management, prioritising, multi tasking, influencing, negotiating, planning, organising,
budgeting, speaking French, creativity, analytical skills, patience.
3. Pull together your skills and strengths from all three achievements to create a comprehensive list.

SKILLS

STRENGTHS

E.g. Planning

E.g. Creativity
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4. Now, compare your list to the following list of key skills, ticking off any that are on the list and adding any
that are not included at the end. As you identify your skills, also evaluate to what extent you are proficient
at using them and how much you enjoy using them. Also consider the skills that you did not identify in your
brainstorming.

Skills

Proficiency

Enjoyment

Writing: reports, articles or stories

High

Low

High

Low

Customer service: satisfying customers

High

Low

High

Low

High

Low

High

Low

Coordinating events

High

Low

High

Low

Budgeting

High

Low

High

Low

Counselling/coaching others

High

Low

High

Low

Implementing plans and ensuring follow-through happens

High

Low

High

Low

Analysing and solving problems

High

Low

High

Low

Working with a team

High

Low

High

Low

Supervising others

High

Low

High

Low

Creating long term strategies

High

Low

High

Low

Innovating new ideas

High

Low

High

Low

Mentoring others

High

Low

High

Low

Multi-tasking many projects at a time

High

Low

High

Low

Delegating tasks to others

High

Low

High

Low

Proofreading written work

High

Low

High

Low

Selling goods or services

High

Low

High

Low

Working with the public

High

Low

High

Low

Negotiating

High

Low

High

Low

Designing new programmes or products

High

Low

High

Low

Managing time: prioritising and scheduling tasks

High

Low

High

Low

Using software such as Microsoft Word, Excel and Powerpoint

High

Low

High

Low

Training/educating others to learn new skills

High

Low

High

Low

Presenting ideas

High

Low

High

Low

Networking with people

High

Low

High

Low

Operating equipment

High

Low

High

Low

Researching

High

Low

High

Low

Repairing

High

Low

High

Low

Coordinating a number of people or activities

High

Low

High

Low

Planning and organising

High

Low

High

Low

Mediating and resolving conflict

High

Low

High

Low

Interviewing

High

Low

High

Low

Working with numbers:
calculating, understanding quantitative problems
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Team building

High

Low

High

Low

Trouble shooting

High

Low

High

Low

Assembling

High

Low

High

Low

Building

High

Low

High

Low

Speak a foreign language

High

Low

High

Low

High

Low

High

Low

5. Categorise your skills by grouping them into one of four quadrants:
High Proficiency/ High Enjoyment

Low Proficiency/ High Enjoyment

High Proficiency/Low Enjoyment

Low Proficiency/Low Enjoyment

Key:
High Proficiency/High Enjoyment:
You should utilise these skills fully and try to ensure that your job entails utilising them to a large degree.
These are your transferable skills.
Low Proficiency/High Enjoyment:
These are skills for you to consider developing.
High Proficiency/Low Enjoyment:
These are skills that you may have ‘grown out’ of or may be getting bored of doing.
You may want to use them for only part of your role or move away from them completely.
Low Proficiency/Low Enjoyment:
These are the skills that you should avoid as much as possible.
9
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Jot down three key reflections:

Key reflection 1:

Key reflection 2:

Key reflection 3:
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iii. In the Zone
Objective:
To focus on three or four occasions, in and out of work, when you felt you were really in flow;
‘working on all four cylinders’ and truly sparkled, in your eyes and/or in the eyes of others. To
‘unpack’ these events and think about all the factors and conditions that enabled you to be ‘in the
zone’ and to analyse all the skills and strengths you were using. You may find that there is some
consistency with your achievements, skills and strengths identified in the previous exercise.

Instructions:
1. Think back over the last five years and try to focus on a time when you felt really ‘in the zone’. It could
have been a particular situation or a longer experience. You don’t need to have been performing brilliantly
but you do need to have felt you were living in the moment, engaged and alive. The important thing is that
you can think back to those situations or experiences and relive them in your mind.
2. Ask yourself these questions to try and bring the experience to life and visualise it:
• When was it?

• Where was it?

• What was the lead up to it?

• How was I feeling?

• What would a fly on the wall have noticed about me?

• When did I first notice I was ‘in the zone’?

• What other signs were there?

• How was I feeling as the situation continued?

• How do I feel now getting in touch with it again?
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3. Now, ask yourself what you were actually doing to be ‘in the zone’.
• What was I doing?

• What else?

• What else?

4. Now, ask yourself what enabled you to be ‘in the zone’
• What was the environment like?

• What were the special features of the environment?

• If there were people there, what were they like?

• What were they doing?

• What impact did that have on you?

• If there was a task, what was it like?

• What else contributed to you being ‘in the zone’?

• And what else?

12
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5. In the box below, in the left-hand column, make a summary of all the strengths you were using and, in
the right-hand column, everything that enabled you to be ‘in the zone’.
Everything you were doing: skills and strengths

Everything that enabled you to be ‘in the zone’

6. Try to repeat this exercise for two other occasions when you felt ‘in the zone’.
Everything you were doing: skills and strengths

Everything that enabled you to be ‘in the zone’

7. Finally, take a look at the four boxes:
• What do you notice about your strengths and skills? How do they relate to the skills and strengths identified
in the previous exercise?

• How true are they of you generally in life?

• What do you notice about everything that enabled you to be ‘in the zone?’

• How could you begin to replicate some of these conditions? (a few initial ideas)

Adapted from the ccs self assessment manual :career counselling services London 2007
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Jot down three key reflections:

Key reflection 1:

Key reflection 2:

Key reflection 3:
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iv. What Motivates and Inspires You: Your Passions
Objective:
To identify anything that ‘lights your fire’, that you feel really passionate about and to look at
what it is about these things that inspire you.
Instructions:
1. Try to answer the following thought-provoking questions to come up with examples of things
that motivate you.
• When you were a child, what ideas did you have about what you wanted to be when you grew up?

• What did you enjoy ‘playing’ when you were a child?

• When visiting a bookstore, what would be the first section that you would browse through?
Which sections would you not visit?

• If you could go on any type of holiday, where would it be? What would you do?

• If you could study any subject, what would it be?

15
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• How do you prefer to spend your free time?

• Who are the people that inspire you? What is it about them that you find inspiring?

• If you could choose any type of house, what would it be?

• What is your favourite type of shop?

2. What themes have you noticed emerging?
• How do they relate to what you know about yourself?

• Are there any themes that are particularly exciting to you?

• How much are these themes a part of your life at the moment?
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Jot down three key reflections:

Key reflection 1:

Key reflection 2:

Key reflection 3:
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v. What Really Matters to You: Your Values
Objective:
To understand and define your values and how they impact on your career decisions.

Some definitions of values are:
‘Beliefs of a person or social group in which they have an emotional investment
(either for or against something).’
‘General guiding principles that are to govern all activities.’
‘The social principles, goals or standards held as acceptable by an individual or group.’
As values are the guiding principles of our behaviours, it is important to clarify what your values are. If
someone is unhappy or stressed at work it is often due to a conflict of values between those of the person
and that of the job or organisation.
It is very easy to feel as though you should take on the values of those around you or those taught to you
when you were children, but it is important that you understand what are YOUR values. For example as girls
growing up we have often had instilled in us that it is important to care for and please others and
as recently as 10 years ago many more women than men went into the caring professions. Times
are changing with girls’ academic results exceeding boys and slogans such as ‘Girl power’ prevalent in society. However it is still easy to be influenced by parental and stereotypical ideas of what
matters as opposed to what matters to you! Therefore, when you are completing this exercise, make sure
that you are being honest about what your values are and not what you feel like they SHOULD be.
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1. Circle the importance of each of the following values to you: high, medium or low.
Value

Importance

Having the power and responsibility to make decisions

High

Medium

Low

Being creative and generating new ideas

High

Medium

Low

Travelling

High

Medium

Low

Having a physical challenge

High

Medium

Low

Being able to express ideas in writing

High

Medium

Low

Being recognised for your work

High

Medium

Low

Earning a large amount of money

High

Medium

Low

Having a large variety in your job

High

Medium

Low

Learning new things

High

Medium

Low

Being part of a team

High

Medium

Low

Presenting

High

Medium

Low

Being part of a well know organisation/institution

High

Medium

Low

Having friends at work

High

Medium

Low

Being artistic

High

Medium

Low

Competing against others

High

Medium

Low

Being stretched and challenged in my role

High

Medium

Low

Working under pressure

High

Medium

Low

Having complete autonomy

High

Medium

Low

Supervising or leading others

High

Medium

Low

Having contact with a lot of people

High

Medium

Low

Taking risks

High

Medium

Low

Being an expert at what you do

High

Medium

Low

Work that is routine and predictable

High

Medium

Low

Helping society

High

Medium

Low

Working on your own

High

Medium

Low

Working on difficult and complex problems

High

Medium

Low

Having clear direction and know what’s expected of you

HIgh

Medium

Low

Having a secure income

HIgh

Medium

Low

Having flexibility in my working hours

HIgh

Medium

Low

Work at a high pace

HIgh

Medium

Low

Having opportunities for promotion

High

Medium

Low

Influencing and persuading others

High

Medium

Low

Being able to balance work and home life

High

Medium

Low

Having status

High

Medium

Low

High

Medium

Low
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2. Choose your top 10 values and rank them 1-10, 1 being most important and 10 being least important. Then
define what you mean by each value. For instance, ‘travelling’ means travelling to Eastern Europe once
a month and South East Asia four times a year.
Rank

Value

Definition

Being Met Actions

1.

2.

3.

4.

5.

6.

7.

8.

9.

10

3. Rate how well each value is being met on a scale of 1-10. 1: not being met at all and 10: being met completely.
4. Identify some initial steps that you could take to ensure that your key values are better met. Keep in
mind that it is not realistic to think that all of your values will be met in any role; however there may be
some critical values that must be met. Are there actions that you can take to have your values better met?
For instance, can you ask to be put on a project that will require travel? Can you ask for flexible working arrangements to better meet your work-life balance?

Jot down three key reflections:
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Key reflection 1:

Key reflection 2:

Key reflection 3:

Summary
You should now have done a thorough self-analysis and self-exploration by completing all of the exercises
which are the ‘pieces’ that make up the jigsaw puzzle ‘understanding yourself’.
In Module 2, we give you the opportunity to look at the jigsaw puzzle as a whole and make sense of who
you are by seeing themes, connections, patterns and sometimes even conflicts.
By bringing all of the ‘pieces’ together you can begin to look at what to take forward into the future and develop and what you might want to leave behind. And therefore, what specifically you want from your career
and your life.
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Module 2:
Making Sense of Your Discoveries
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Introduction
You should now have done a thorough self-analysis and self-exploration by completing all of the exercises
which are the ‘pieces’ that make up the jigsaw puzzle ‘understanding yourself’.
In this module, you have the opportunity to look at the jigsaw puzzle as a whole and make sense of who you
are by seeing themes, connections, patterns and sometimes even conflicts.
By bringing all of the ‘pieces’ together you can begin to look at what to take forward into the future and develop
and what you might want to leave behind. And therefore, what specifically you want from your career and your life.
Module 2 consists of the following exercises:
i. Connecting the pieces
ii. Your annotated biography
iii. How I divide my time
iv.The flower of purpose
v. Career priorities

i. Connecting the Pieces
Objectives:
• To bring together the insights and information gained from the exercises in Module 1, to see
connections, themes, patterns, potential conflicts and to begin to form a complete picture of
yourself.
• To reflect on what you would like to take forward to develop in the future.

Instructions:
1. Go over each exercise in Module 1 and collate your key findings in the corresponding piece of the jigsaw
overleaf.
2. Take a few minutes to look at the jigsaw as a whole and jot down initial thoughts, including what is
striking in the completed jigsaw.
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Key Reflection 1:

Key Reflection 1:

Key Reflection 2:

Key Reflection 2:

Key Reflection 3:

Key Reflection 3:

Key Reflection 1:

Key Reflection 1:

Key Reflection 2:

Key Reflection 2:

Key Reflection 3:

Key Reflection 3:

Key Reflection 1:

Key Reflection 2:

Key Reflection 3:
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1. What are the key themes, patterns, connections between the different pieces?

2. What is all this saying about me?

3. Are there any potential conflicts?

4. Any initial thoughts for the future?
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ii. Your Annotated Biography
Objective:
To get a positive and realistic perspective on who you are and what you have achieved
through the eyes of a respected other.

Instructions:
1. Have someone that you respect view your completed jigsaw and comment on what strikes them and what
they are impressed by.
2. Now, viewing yourself through the eyes of a biographer who appreciates you and your experiences, write a
mini biography that encapsulates positive aspects and key learning experiences, with specific chapters as in
the example below. Go back to your lifeline from Module 1 to help you.

Chapter 1:
Education

High points
and key
learning
experiences

Chapter 3:
Key
What you
Accomplishments
have
accomplished

Chapter 2:
Career
History

High points
and key
learning
experiences

Chapter 4:
Who you
are and
what really
matters to
you
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NOTES:
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iii. How I Divide My Time
Objectives:
To identify how you are spending your time over a typical week; to look at which areas are
being covered and what might be missed out; to examine whether you are happy with the
relative investment of time in the various areas of your life; to look at how you might want to
change your focus.
Instructions:
1. Make a list of what you see are all the important categories in your life. Here are some examples:
• Work, career
• Home administration and improvement
• Garden
• Friends, partner, children
• Interests and leisure
• Health and keeping fit
• Holidays
• Personal development
• Spiritual side
2. Use the circle below to draw out roughly how much time is spent across the various important categories
you have listed. (We have blocked off 7 hours’ sleep a day but you might need more or less! So adjust the
chart accordingly.)

3. You may notice just how much you pack into a week so be ready to congratulate yourself!
4. You may also notice that no time is allocated to some of your important categories listed above.
5. Consider how happy you are with the allocation of time to each category.
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6. Draw another diagram showing how you would ideally like to divide up your time and what areas you would
like to include:

7. Discuss your thoughts and ideas with your career coach, friend or colleague.
8. Using the table on the next page, make a note under each category of:
a) What you will maintain
b) What you will do differently either to improve your investment of time and energy or adjust the
actual time spent
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Important Categories:
1.		
Maintain		
Do differently

2.
Maintain
Do differently

3.
Maintain
Do differently

4.
Maintain
Do differently

5.
Maintain
Do differently

6.
Maintain
Do differently

7.
Maintain
Do differently
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Jot down three key reflections:

Key reflection 1:

Key reflection 2:

Key reflection 3:
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iv. The Flower of Purpose
Objective:
This exercise is an opportunity to capture the essence of your discoveries from Module 1 and
to express it in terms of purpose in your work and life generally.
For example, some people believe they are in this universe to develop their full potential and
work as hard as possible. For others it is to have a family and to fit their work around family
life. For others again, it is to make the world a better place.
In order to maintain psychological health, you need to have different purposes in your life,
rather than relying on just one. This may lead to conflicts between your purposes.
This exercise is also to help you realise how well you are attaining your purpose and to begin to
think about what you might do differently in order to resolve or live with some of the conflict.

Develop full
potential,
work
as hard
as
possible

Have a
family, fit
work
around
family
life

Make the
world a
better
place

Instructions:
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1. On the flower fill in as many of the petals of purpose that feel appropriate for you. You can
always add more.
2. Put a tick against the purposes that you feel that you are achieving.
3. Put an asterisk against those that you do not feel that you are fully achieving and would like to do
something about in the future.
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v. Career Priorities
Objective:
To evaluate the career elements most important to you.
Instructions:
1. List below, in any order, those elements of work you must have in your current or future role. Be
specific. You could think of ‘tasks’ (what you will do), ‘people’ (who with), ‘environment’ (in what type of
organisation) and ‘rewards’ (pay, working conditions, etc.) You may also want to think about work life balance, particularly if you have a family to juggle with work. If you have completed a summary chart, you
may find it useful to refer to it.
Example:
• Increased leadership responsibility
• Using your creativity
• Doing something worthwhile
• Working with a variety of clients
• Working with intelligent, forward-looking people
• A well-established organisation
• Working in a dynamic team
Try and keep your list to 12 elements. Write them below:

Career Priorities
1.

7.

2.

8.

3.

9.

4.

10.

5.

11.

6.

12.
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2. Look again at the career priorities you have listed in the previous table. Answer the question: ‘Which is
more important to me: number 1 or 2?’ If you answer number 1, circle the figure ‘1’ in the first column.
Then proceed for every pair of career priorities (1-3, 1-4, 1-5 and so on) until 11-12. Work quickly. Some
priorities may overlap, but nevertheless make a choice.

1-2

2-3

3-4

4-5

5-6

6-7

7-8

8-9

9-10

10-11

1-3

2-4

3-5

4-6

5-7

6-8

7-9

8-10

9-11

10-12

1-4

2-5

3-6

4-7

5-8

6-9

7-10

8-11

9-12

1-5

2-6

3-7

4-8

5-9

6-10

7-11

8-12

1-6

2-7

3-8

4-9

5-10

6-11

7-12

1-7

2-8

3-9

4-10

5-11

6-12

1-8

2-9

3-10

4-11

5-12

1-9

2-10

3-11

4-12

1-10

2-11

3-12

1-11

2-12

11-12

1-12

3. Count up the number of circles for each career priority. This is your weighted score eg. If you have circled
the satisfier you wrote next to number 12, three times, then your weighted score for that satisfier is 3.
Write down the career satisfiers in order with the weighted scores next to each career priority.
4. Discuss this exercise with a friend or colleague.
5. List your three top career priorities:
My Top Career Priorities
1.

2.

3.
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6. Talk through your list with your career coach, friend or colleague and address the following questions:
• What does x.. priority mean in practice?

• Can I make x.. priority more specific?

• How important is that priority for me on a scale of 1 to 10?

• How well is it being met at the moment in my life and work?

• If there was one priority that was being very well met at the moment, which one would it be?

• If there was one priority that I would like to meet more fully at the moment, which one would it be?

Adapted from Career Counselling Services self assessment manual

Summary
Now that you have a complete picture of who you are it is valuable to invest time in creating a vision of how you
would like your future work and life to be. Module 3 will help you to create your future vision.
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Creating Your Vision
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Introduction
The visioning of an ideal future is often not considered, when a change is to be made, as it seems too far removed from current reality or too ‘wonderful but impossible’ to even contemplate! But as Kirkergaard said: ‘If
you can’t imagine the impossible, how can you achieve the possible?’
These four exercises invite you to visualise a great future for yourself by getting you to consider your vision
from two angles: firstly to imaginatively look forward in time: exercises i and iii; and secondly to imaginatively
look back over time: exercises ii and iv.

Module 3 consists of the following exercises:
i. Draw your life as you would like it to be
ii. Your retirement party speech
iii. Future lifeline
iv. Your annotated biography: future chapters.
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i. Your Life As You Would Like It To Be
Objective:
To imagine a vision of the best that your life could possibly be, three to five years from now.
Make this vision ideal but also connected to reality. Think of it in terms of all aspects of life
including work, family, interests, hobbies, travel, relationships.
Instructions:
1.Take a large sheet of paper (preferably flip chart paper) and a collection of coloured pens. (Avoid yellow as
it is less easy to see afterwards!)
2. Draw your world as you would like it to be, three to five years from now - your future vision. There are no
rules, except that you must not use words. Artistic merit is not important at all. You can use symbols, stick
figures or literal representations.
3. Now answer the following questions:
• Does anything surprise you when you look at your future vision?

• How balanced is your future vision in terms of what is important to you?

• What might your partner or a significant other say about your vision?

• What place does work have in your vision?

• How happy are you with the place work occupies?

• How desirable is your vision to you on the scale of 1-10?

• How easy is it for you to imagine yourself in your future vision?

• How well does your vision incorporate your key values, motivators, strengths and skills identified in
Module 2?

4. Talk through your picture with your career coach or a friend or colleague. Address the questions in 3 above.

Adapted from the ccs self assessment manual :career counselling services London 2007
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Jot down your three key reflections:

Key reflection 1:

Key reflection 2:

Key reflection 3:
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ii. Your Retirement Party Speech
Objectives:
To focus on how you would like to be remembered in terms of your achievements in career
and life as well as the qualities you have displayed to colleagues, friends and family.
Instructions:
Imagine your friends have put on a surprise retirement party for you. One of your greatest friends, who has
also been a colleague and has known you all your life, has prepared a speech detailing your achievements and
qualities. The speech has been divided into four sections. Complete each section imagining what your friend
and others would say positively about you:
1. What I admire and like best about you:

2. How I have seen you develop over the years that I have known you:

3. What your family and friends have appreciated about you over the years:

4.What dreams you have set out to achieve and how you achieved them:
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Jot down your three key reflections:

Key reflection 1:

Key reflection 2:

Key reflection 3:
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iii. Future Lifeline
Objectives:
To create your future lifeline, identifying key activities and achievements along the way.
Instructions
1. Take a large sheet of paper and two or three coloured pens.
2. Draw a horizontal line and plot your future from now until old age.
3. Highlight key accomplishments and activities along the way to ensure that you are drawing the most
positive and realistic lifeline that you can.
4. Now put your past lifeline (Module 1) next to your future lifeline and answer the following questions:
• What strikes you when you look at them together?

• How has your past supported your future?

• What new patterns have you created for your future?
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Jot down your three key reflections:

Key reflection 1:

Key reflection 2:

Key reflection 3:
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iv. Your Annotated Biography
Objective:
To write your future biography in order to identify the key achievements and experiences that
you would like to have in your lifetime.
Instructions:
Continue to write your biography from Module 2 by viewing yourself through the eyes of a biographer who appreciates you and your experiences. Use the lifeline that you have just created to help you. The chapters can
be divided in any way that makes sense to you. The following is one potential format:

Chapter 5:
Your 30s

Becoming a
mum and
working for
a large
organisation

Chapter 2:
Your 40s

Chapter 7:
Your 50s

Becoming a
grandmother
and starting
to play golf

Chapter 8:
Your 60s

Starting a
business

Summary
You have explored who you are in Module 1. In Module 2 you have brought together all your findings and
looked at key themes and patterns and considered, on the basis of your insights, what your career priorities
are. In this Module, you envisioned best possible ideal futures.
Now it is time to generate one or two practical and realistic ideas drawn from a wide list of options; to look at
best ways of finding information you need to evaluate your options and to set clear objectives and an action
plan for your journey. You will also asses how good you are at taking risks and learn techniques for pushing
yourself out of the comfort zone along with managing your time and establishing your brand. You will do this in
the next two modules Module 4 and Module 5.
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NOTES:
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Module 4:
Turning your vision into reality
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Introduction
You have explored who you are in Module 1. In Module 2 you have brought together all your findings, looked
at key themes and patterns and considered what your career priorities are. In Module 3 you envisioned your
best possible future.
In this module you will have the opportunity to generate one or two practical and realistic ideas drawn from a
wide list of options; to look at the best ways of finding all the information you need, and to set clear objectives
and an action plan for your journey.
Generating and evaluating career options can be visualised in a diamond shape (see Section i). At the bottom of
the diamond are what you are currently aware of in terms of career; friends, parent, family, colleagues. As you
begin to brainstorm and consider other options you move to the other sections of the diamond, till the top.
Module 4 consists of:
i. Generating ideas for your future destination
ii. Green lights, red lights
iii. Dealing effectively with change
iv. Being optimistic and optimising risk

i. Generating Ideas for Your Future Destination
Objective:
To come up with as many career ideas as possible for your future destination.
Instructions:
1. You are going to engage in a brainstorm and ideally invite one or two other people to take part. The ideas
may be as fanciful and ‘off the wall’ as you like as you are not committed to any idea at this first stage.
Refrain from making any evaluation of the ideas as this will come later.
Here are some ways of keeping your mind open to new ideas:
2. Keep a log of all the following ideas and asterisk those that are most appealing:
• Any ideas you had as a child or teenager
• Any career/role/business ideas that you hear or read about in the newspaper, magazines/your
company’s intranet/notice boards/TV/radio
• Any ideas from people you know about what they could see you doing
3. Consult one or two career websites, for example:
• The government website: www.connexions.co.uk
• London university website: www.careers.lon.ac.uk
4. Or a good careers guide:
• ‘The Penguin Careers Guide’, Penguin 2007.
5. Make sure you capture your ideas in a log, using the diamond shape overleaf.

Stage 1: Initial Personal Log of Ideas
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Note down the ideas you thought of on your own, using the bottom box in the diamond on the next page.
Stage 2: Brainstorm Log of Ideas
Now invite one or two people to join you in brainstorming more ideas for your future. Talk them through your
completed jigsaw and tell them what your key career priorities are from the exercises in Module 2. Also talk
them through your initial personal log of ideas.
Give them a title for the brainstorm such as: ‘I want a role that builds on what I am already doing but gives
me more responsibility’ or ‘I want to do something completely different where I can develop marketing skills’.
You may want to ask your ‘brainstormers’ what they appreciate and value in you so that, together, you can
come up with ideas based on what is positive about you.
Give yourself and your colleagues 10 minutes to come up with at least 10 ideas which you log in this stage.
Remember it doesn’t matter how impossible or unrealistic the ideas appear at this stage.
Stage 3: Initial Evaluation of Ideas
Now that you have completed the bottom part of the diamond, the next step is to start to evaluate the ideas
by moving to the upper part of the diamond to highlight favoured ideas. Finally, in Stage 4, you will narrow
down to your top two or three ideas at the apex.
This evaluation is a two-step process: The first step is to intuitively pick all those ideas that appeal to you in
any way and to highlight them. You are not committing yourself to anything here so do not spend any time
analysing the ideas. The second step requires some initial analysis in terms of:
• What seems realistic at this point
• Which options seem to best fit your top career priorities
Step one: underline all those ideas that initially appeal and record them in the third sectoin of the diamond.
Step two: take each underlined idea in turn and evaluate it on a scale of 1 to 10
(10 being most attractive, 1 being least attractive) using the following criteria:
i. How realistic it seems at this stage
ii. How well it fits your top career priorities
	Note each score in the space provided.
Stage 4: Record of Top Ideas
Record your top three ideas at the apex of the diamond.
Adapted from the ccs self assessment manual :career counselling services London 2007
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Stage 4:
Record of
top ideas

Stage 3: Initial Evaluation of ideas

Stage 2: Brainstorm Log of Ideas

Stage 1: Initial personal log
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ii. Green Lights; Red Lights
Objectives:
• To consider your key attributes and external features (green lights)
• To consider the key attributes and features that are lacking (red lights)
• To decide whether your ideas are worth pursuing and if so, how you might turn one or two
red lights to green.
Before embarking on goal setting and action planning, it is helpful to first reflect on what are your current resources and what are some of the potential obstacles you may face and to think about how you might address
some of them.
This exercise gets you to take the three top ideas you identified from the previous exercise and record:
• Green lights: all the positive attributes that you possess and the positive features in the environment
that could enable you to run with the idea.
• Red lights: all the attributes that are potentially lacking in you and the features potentially lacking in
the environment that would stop you from pursuing this idea.
‘The real voyage of discovery consists not in seeking new landscapes, but in having new eyes’. Marcel Proust.

Instructions:
1. Focus on one idea at a time.
2. Look at the categories listed in the table overleaf and identify those that are relevant to you. Write in
examples specific to you, as shown.
3. Decide whether each category is green light or red light (i.e. is it going to help or hinder you in achieving
your goals?). Mark the appropriate traffic light box.
4. Focus on red light elements and see if you can address these or reduce them in any way.
5. Reflect carefully on all the red and green light elements. If there are enough strong, green light elements to
proceed with the idea, retain the idea for the route mapping, the action planning and goal setting exercises.
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Internal

green

red

External

Skills
(E.g. presentation
skills, IT skills)

Money
(E.g. paid off mortgage)

Knowledge
(E.g. developing
tourism in W Africa)

Time
(E.g. already committed
to evening class)

Interest

Contacts

Experience

Family situation

Having a vision

Location

Motivation

Economic context

Confidence and self
esteem

Economic needs

Time management

Equal opportunities

Determination

Support

green

red
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iii. Dealing Effectively with Change
Objective:
To understand typical ways that people react to change, and women in particular; to think
about how you have reacted to change in the past, identifying some of the positive strategies
and behaviours you have utilised. Finally, to introduce some effective strategies for dealing
with change and to integrate these into a plan of action for the future.
‘It’s not so much that we’re afraid of change or so in love with the old ways, but it’s the place in between
that we fear… It’s like being between trapezes…. There is nothing to hold on to.’
-Marilyn Ferguson

Typically people are not comfortable with change as it can feel quite frightening, especially when anticipating the change or when in the ‘limbo’, in-between phase. Even if you choose change, rather than it being
imposed, it can still be quite shocking. Visualising the change is quite different from actually experiencing
the change. For example, even when choosing to leave a job or to get married, the initial relief or pleasure
is often combined with shock. Inevitably, with any choice, even a positive choice, there is some form of loss
which can be difficult to deal with.
Typical reactions to change are well researched and established. There is usually a progression from Shock
through to Commitment.

Commitment,
Integration

Denial

Shock

Anger
Resistance

Exploration

Depression
Instructions:
1. Think about some potential upcoming changes that you are facing as a result of the previous four modules.
• What are three emotions that you are feeling at the moment?

• Where would you place yourself on the change curve?
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2. Think about a change that you have made in the past.
• Did you experience the transition curve?

• What kind of things did you do? What helped you to cope with the change?

• What might you have done differently that would have helped you to cope better?

3. Reflect on the following list of coping strategies and asterisk the ones that might help you in the future.
Keep your overall vision in mind
Talk to people and get support
Be planned and organised
Find other people who have been through similar changes
Reward yourself after the accomplishment of each key action step
Remember that the newness will not last forever
Stay positive
Take care of yourself- exercise, eating well, etc.
Be prepared for setbacks, learning from them and appreciating they are temporary
Believe in yourself- revisit your completed jigsaw to remind yourself of your strengths
and accomplishments
Persevere- remember Rome wasn’t built in a day		
4. Combine the coping strategies that you have used in the past with the list provided and identify how you
will cope with your upcoming changes.
• Chart and review on a weekly basis how you are coping with the change

• What are you doing well?
(e.g. I am meeting with other colleagues who have made similar changes on a monthly basis)

• What should you do differently? (e.g. I should focus on what I have accomplished in my action
plan, rather than getting de-motivated by what I have not yet accomplished)

54

Module 4

iv. Being Optimistic and Optimising Risk
Objective:
To consider how optimistic you are and to identify steps to take to increase your optimism in
your career and ensure that you are pushing yourself to take appropriate risks.

Step 1: Being Optimistic
Optimists are generally more successful in their careers than pessimists. Research has shown that optimists
are generally healthier, live longer and are more successful in their careers and are more resilient.
An optimist believes that a defeat is only temporary and it isn’t their fault but due to outside influences and
people. Usually when confronted by a difficult situation, they perceive it as a challenge to be won. A pessimist, on the other hand, believes that bad events are their own fault and will last a long time. This is not
to say that optimists should deny all of the negatives; they need to have a healthy footing in reality as well.
A bit of pessimism keeps us from doing rash things.
‘A pessimist sees the difficulty in every opportunity, the optimist sees the opportunity in every difficulty’.
Winston Churchill
The great news is that your level of optimism can be increased by gaining awareness of your current thought
patterns and by changing them to a more positive ways of thinking.
Instructions:
1. Remember a time when you applied for a job and did not get it, or did not get a promotion. Write it down:

2. Now close your eyes and try to remember as much about the situation as you can and think about how
you reacted to the news. What did you think and what did you feel? Write them down:

Some typical reactions might be:
‘I am never going to find a job. My skills are not of value.’
‘I am worried that I won’t ever find a job. I am going to apply for jobs that are below my skill level.’
‘I am rubbish at interviewing. I will never do a good interview.’
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3. Now consider what a more realistic and effective reaction to the situation would be. Write them down.

‘I am disappointed that the job did not work out, however I have very relevant experience in the travel industry.
The other candidate got the job because she was better matched in terms of language skills.’
‘I will find a job that is good match to my skills and it may take a number of interviews before the fit is found.’
‘I answered some questions well in the interview and it has given me an opportunity to develop my interviewing skills. I will prepare more effectively for the next one.’
Pay attention to your thought processes on a daily basis. Note if they are helping you or hindering you in
your career success. Also identify how to change them to be more positive and realistic.

Step 2: Optimising Risk
Optimal risk-taking does not mean taking risks whenever possible or avoiding risk at every cost, but it involves
taking calculated risks to ensure that you are performing to your potential and achieving your career goals.
‘Only those risking going too far can possibly find out how far one can go.’ T.S. Eliot
There are levels of risk taking. The risk optimiser is not overly risk averse nor does she behave recklessly.

Risk Optimiser

Risk Avoider

Reckless
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a. Evaluate your approach to risk-taking
Current Risk Behaviour
How effective is your risk-taking in your career? (Mark the line with an x)

Very poor				

1

2		

3

4		

Adequate			

5

6		

Very good

7

8

9

10

Where would you put yourself on the above scale? Why?

What are you currently doing that is working?

Using the same graph, mark how effective you are in taking risks in other areas of your life? How does this
compare to how you take risks in your career?

Past Risk Behaviour
Provide examples of when you have taken risks in the past both personally and professionally.

What were the results of taking the risk?
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With hindsight, when would you like to have taken more risk?

What stopped you?

What are the messages that you have received about taking risks from parents and people within your organisation?

How have these messages impacted your risk taking behaviour?
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Module 5:
Making a Success of It
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Introduction
It is one thing to talk about the goals that we would like to achieve, but quite another to have the courage and
discipline to actually accomplish them!
In the last four modules we have looked at what you enjoy, evaluated your strengths, thought about your future vision and what might help or hinder you from getting there. We also encouraged you to stand outside the
process with two exercises, particularly useful to women: ‘Dealing effectively with Change’ and ‘Being optimistic and optimising risk’.
In this module we look at your personal effectiveness in managing your career. You are the most critical tool
in your career management toolkit. Your thoughts, feelings, attitudes and behaviours impact how you manage
your career. This section will provide you with very practical steps to take to ensure that you make a success
of it.
‘Those who let it happen. Those who make it happen. Those who wonder what happened.’
Anonymous

Module 5 consists of the following exercises:
i. Managing your time
ii. Defining and communicating your brand
iii. Networking route guide
iv. Other sources of information to get you there
v. Action planning and objectives
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i. Managing Your Time
Objective:
To help you to identify how to most effectively manage your time.
Managing time is particularly pertinent for women as they often find themselves, as well as working, being
responsible for more of the child and household arrangements than their partner. Sometimes it almost seems
that the busier we are the more important we feel. However, just because we are busy, doesn’t mean that we
are being productive or spending our time wisely. In order to achieve your professional and personal goals, it is
important to be very ruthless with how you spend your time.
“You will never find time for anything. If you want time you must make it.”
-Charles Buxton
Instructions:
1. Take the following quiz to start to think about how effective you are at managing your time.
I create daily ‘To Do’ lists prioritising what I need to do each day.

Always

Sometimes

Never

I am effective at saying “no” to tasks that aren’t important.

Always

Sometimes

Never

I procrastinate on things that are important.

Always

Sometimes

Never

I often feel overwhelmed that I have too much to do.

Always

Sometimes

Never

I create project plans that I stick to and complete.

Always

Sometimes

Never

I am often distracted from tasks by phone calls and emails.

Always

Sometimes

Never

I spend most of my time on things that are important to me.

Always

Sometimes

Never

I am a perfectionist and often spend too much time on tasks.

Always

Sometimes

Never

I delegate effectively to work colleagues.

Always

Sometimes

Never

I delegate effectively to partner or significant other at home.

Always

Sometimes

Never

I am achieving my work and life goals.

Always

Sometimes

Never
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2. Identify how you are currently spending your time. Keep track of activities for three days, or a week,
if possible. Note how much time you spend on each activity.

Time Log
Activity

Start time

End time

Total time spent

How much time are you spending on the goals that you identified in Module 4? How much of your time has
been spent on your priorities?
Think about how you SHOULD be spending your time given the goals that you identified in Module 4. Review
your time log and think about how you should ideally be spending your time (e.g. I should be spending 2
hours a week networking with other professionals, I should be spending 6 hours a month researching the requirements for starting up my own business). Note them down.
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3. In order to effectively utilize your time, you should plan your days with task lists, an example of one is below. Next to each task you can put and A, B or C. An A being high priority, a B lower priority and C being the
least important. You can also utilise numbers to indicate which should be done first i.e. A1, A2, A3 are done in
that order.
Monday

Tuesday

Wednesday

Thursday

Friday

AM

AM

AM

AM

Lunch

Lunch

Lunch

Lunch

PM

PM

PM

PM

AM Check emails (A1)
Write report (A2)
10:00 meeting with
marketing Review CVs (B)

Lunch
Lunch with manager for
monthly update

PM 2:00 meeting with HR
Call John (A3)
Call Sarah (B1)
Review Quarterly report (B2)
5:00 Pick children up (A)

Top Time Management Tips
a. Say no and prioritise
As mentioned earlier, it is very easy to be busy with unimportant tasks. The following grid is a good tool to use
to identify if you should take on a new task. If the task is urgent and important than do it immediately. If it is
urgent, but not important, do your best to say “no” which will generally include you giving a logical reason for
doing so. It the task is important, but not urgent, then build it into your schedule. It if is neither urgent nor
important than do not do it.
Urgent/Important matrix
Urgent

Non-Urgent

Important

Do immediately

Plan to do

Unimportant

Reject and explain

Do not do

Saying “no” is not always easy, but is often necessary. You can do it in a polite way giving reasons as to why
you are declining. Offer alternatives if you can.
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b. Beat procrastination
There are many reasons that people procrastinate including boredom with the task or possibly fear that they
cannot do the task well. Also, people also can feel overwhelmed with a large task or are perfectionists and
don’t want to do a task because they do not feel that they can do it perfectly.
The first step is to recognize that you are procrastinating.
Are you focusing on low priority tasks?
Are you easily distracted?
The second step is to ask yourself why you are procrastinating (i.e. fear of failure, feeling overwhelmed, boredom)
The third step is to get on with it! You can do this by setting yourself daily, weekly, monthly goals and follow
through on them. Set yourself small rewards for completing the task (i.e. a cup of coffee, going to the gym,
meeting friends for a drink). Ask someone to follow up with you and be your task master, break a large project into small manageable tasks. Be prepared to delegate both at work, when possible, and at home, if you
feel you are unfairly burdened with more of the household chores and you and your partner both work.
A very simple technique is to do the most difficult things first. If there is a task that you are dreading and it is
important to do, then get it done first thing in the day. There is often a sense of freedom and lightness after
getting rid of that heavy weight!!
c. Find flow
There are times when any task requires concentration and focus, can you remember a time when you were so
engrossed in your work that you lost track of time. It is very easy to get distracted with emails, blackberry’s,
phones, etc. To be more effective, there will be times when cutting out the “noise” will allow you to be more
productive and get on with the work.
d. Fit for purpose when good enough is good enough
Women can sometimes veer towards being perfectionists and can be overly conscientious in their desire to
please and do an excellent job. It is obviously important to be focused on quality, but sometimes we can do
ourselves a disservice by spending too much time on a task. Fit for purpose is a way of evaluation when
something is good enough. It is thinking about the quality that your “customer” would require. Are you meeting their standards? Are you far exceeding their standards which is also consuming a tremendous amount of
time?
e. Know your own preferences
Not everyone works effectively the same way. Think about what works best for you. Do you enjoy working
with others or on your own? Are you more effective in the morning or the afternoon. Try to manage your
schedule accordingly.
Create an action plan to improve your time management
Think about what you are currently doing that is working well for you in terms of time management (e.g.
keeping a daily task list). Now that you have reviewed a number of other time management tools, create a
plan that will help you to be more effective in your time management. Review it weekly to ensure that you are
being as effective as possible e.g.
Task

Frequency

Create a task list using ABC/123

Daily

Review reports in the morning

Daily

Turn off blackberry every Monday afternoon to focus on planning

Weekly

Utilise the urgent/important matrix before taking on new projects

Daily/ongoing

Take turns with partner to pick the children up so you can do two longer days
a week at work

weekly
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ii. Defining and Communicating Your Brand
Objective:
To think about your current brand and to identify a brand that will help you to achieve your
career goals and that accurately reflects who you are and your capabilities.
“A personal brand is a promise of performance that creates expectations in its audience. Done well, it clearly
communicates the values, personality and abilities of the person behind it.”
											
- Peter Montoya
Proactively managing your brand is an incredibly important part of career success and is often underestimated.
Women are particularly prone to doing a very good job, but not proactively communicating their accomplishments in a confident, not arrogant, way, so that unfortunately their successes can be overlooked. People
often make assumptions about abilities based on how you act and how you dress, so it is important to keep
this in mind.
Managing your brand is important in your day to day work and it is a critical part of any job search and should
be the basis of your CV, interviews and networking.
Think about how some celebrities have managed their brands (i.e. Posh and Becks, Madonna, Anita Roddick).
How have their brands helped or hindered their careers?
Exercise
Instructions:
Step 1: Identify your current brand
What are five words that your colleagues, manager would use to describe you
(e.g. conscientious, hard working, innovative, outgoing, etc.)
Who can influence your brand? (e.g. manager, team, etc)

Step 2: Understand yourself
Reflecting on the work that you did in Module 1, what 5 words would you use to describe yourself?

Step 3: Taking into consideration the goals that you identified in the last module, think about the
“brands” of successful people in those roles
(e.g. High energy, sharply dressed, empathic to others, innovative).

Step 4: Keeping steps 1-3 in mind, what do you want your brand to be?
My personal brand
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Step 5: How well are you living your brand on a scale of 1-10 1= not at all, 10=perfectly?
What are you currently doing to live your brand?

What else could you do to live your brand?

Do your dress, hairstyle, overall appearance reflect your brand?

Does your communication style reflect your brand? How?

Step 6: How can you get your brand out? List specific actions that you will take.
e.g. join committees/projects that will expose you to other departments, speak up more in meetings,
think carefully about my dress, etc.
How can you raise your profile?

Who can support you in this process?

Who are the key people with whom you need to build relationships?

Step 7: How will you know when it is working?
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iii. Networking Route Guide
Objective:
To use networking to take your idea forward and to start doing practical research into your
chosen field or company right now!
‘We get distracted by what is outside our control… (Success) begins by trying to make each day count… if you
sincerely try to make each day a masterpiece, angels can do no better.’
John Wooden, legendary basketball coach.
Now that you have identified where you want to go and what your resources are for the journey, the actual
task of gathering information for the route map can appear quite daunting. The key is to break down your
research into the four areas of networking, internet sites, books, adverts and agencies, and to keep all your
irons in the fire! Here we focus on networking.
Networking has been shown to be one of the most effective strategies both in terms of getting information and
getting a job.
a. Why networking?
b. The benefits of networking
c. Tips on how to do it
d. Who to network with
e. Key steps for a networking meeting
f. Online business networking

a. Why Networking?
Networking has been shown to have the greatest success both in terms of getting information and often in actually getting a job. It is claimed that 70% of jobs are found through networking! It is extremely effective because it addresses an important point: employers have to sift through hundreds of CVs and application forms
from ‘faceless’ applicants. If you come recommended, you make life easier for the employer.
Some people fight shy of networking. Women can find it hard to network because networking often happens
on typically male domains such as the golf course or the pub. Try this exercise. Pick the following statements
about networking that apply or have applied to you:

What is stopping you from networking?

√

It feels wrong, demeaning or exploitative
People think I am asking for a job
People are too busy and won’t want to talk to me
I might be rejected
I feel shy about asking for information
I wouldn’t know how to start
Most networking happens after work during male dominated activities

Networking is inevitably easier for some people than others.
If you are someone for whom networking sounds cold, predatory and brings up images of people cutting you
dead because someone more important or interesting has drifted into view, then you are not alone!
The good news is that networking requires a mindset and skills you can acquire, and if you allow networking to become a habit, you will have access to more information, more support, more advice, and ideas and opportunities.
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The question you might ask is: why would people want to network with you?
The answer is based on five facts about human relationships:
• People like to give advice
• People like to be helpful
• People like to talk about themselves
• People like recognition
• People find it easier to ask for help if they can offer you something in return
b. The Benefits of Networking
Instructions:
Look at the table below. Tick any of the benefits that could apply to you; put an asterisk against those that
you would like to start doing or do more of:

Networking enables you to:

Benefits

Activities to do
more of

Reveal roles and opportunities
Develop rapport and trust with a potential manager
Be proactive in managing your career
Receive useful feedback on how others see you
Share useful and interesting information about future trends in
your chosen function
Research roles and opportunities and evaluate them against your
‘Career wish list’
Get the inside story as to the nature of the role/function you are
interested in
Find others who are experiencing or who have experienced similar
career decisions
Networking is not:
• Begging for a job
• Exploiting people you know
• The old boy’s network
• Your last resort
• Going to put you in a bad light
• Only for those who are madly extrovert and love to sell themselves
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As a result of networking three positive outcomes can occur:
• You tap into the hidden job market
• If your contact likes and is impressed by you, they might create a role for you!
• If you make yourself memorable, your contact will be more predisposed to look out for roles and
contacts for you
c. Tips on How to Do It
Answer the following questions as best as you can:
How well do you network? (Mark the line with an x)
Very poorly				

1

2		

3

4		

Adequately				

5

6		

7

Very well

8

9

10

What could help you network more effectively?

Pick out the top three tips that you would like to develop and asterisk them:
Tips for Good Networking

Asterisk

Decide on goals for a networking meeting
Listen for the spoken and unspoken messages
Express yourself assertively and clearly
Be proactive in starting a conversation
Share information
Present yourself smartly and professionally
Always ask for the names of three new contacts
Prepare questions and do research into the company/work of the person you are meeting
Keep the conversation going when you know what your goal is
Good at talking about your skills and achievements in a positive way
Manage the agenda and the meeting and follow up with a thank you
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Networking Route Guide

Fred
Jones

Sarah

Eric Hardy

Neighbour;
knows
everyone in
the street

Best friend
with lots of
university
contacts

Sue’s
partner and
HR Director

Sue Hardy

ME

Work
colleague

Elisabeth

Ed Thomas

My sister

Work Boss

Joe Brown
Her General Manager at XYZ Corp.
Date Met: 3rd January 2007
Where: At a conference
Interests: Running, cricket
Other: His company is recruiting
Transfer this name
to a new chart
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d. Who to Network With
Most people are amazed at the vast range of potential sources of information they already possess in their
existing network – friends, colleagues, your manager, your HR representative, your peers in other countries,
former colleagues and school, university friends, other organisational colleagues, people you meet on training
courses.
One useful way of discovering your network is to map or chart your contacts. This mapping can be done in
several ways:
• Write a manual list of who you know and what they do
• Build an electronic database of contacts
• Keep a journal or dairy of who you meet, where and when
• Draw and keep updating a contacts map
A network map is often the most potentially revealing.
Instructions:
Start by putting your name in the middle of a page and draw a circle round it, as in the example overleaf.
Then begin to draw connecting lines to people you know, before drawing connecting lines from these people
to others that they know.
You can include details on your map such as:
• Where you met them
• When you met them
• Their interests
• Any other useful information
You can keep adding to your map of contacts. When one side or part of it gets too big, transfer a major hub
name to the centre of another chart and start to use all the new space you now have for extra contacts.
Use conferences, seminars, courses, events, exhibitions, meetings and parties to meet people.
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e. Online business networking
In today’s age of the ‘Net’ no one can afford to ignore online business networking. It provides an excellent opportunity to:
• ‘Brand yourself’ by allowing you to create and continually update the profile and photo that best
conveys your image to your network
• Extend your network on a regular bases by inviting people to join
• Impress other business contacts with the wide range of your current network
• Tap into the networks of your current network
• Ask for and give specific business information eg. What it is like to work for X company; who knows 		
anyone working for a South African marketing company?
• Set up or join chat rooms on specific work related topics or develop your knowledge and expertise in
an area

Some recommended and widely used sites are:
www.linkedin.com: for general business networking and an opportunity for personal branding
Ecademy: A UK Networking site where people meet for discussions of particular topics
4networking: derived from the breakfast networking idea where people discuss and get help for starting their
own business, both online and face to face
Ryze (USA): A system for creating your own network and people can ask to join in
Xing (Germany/world): This is a multi lingual site

f. Key Steps for Networking
Set your goal
- What do you want to gain from networking?
Know yourself
- What is your 30-second message, written and spoken?
Make contact
Be interested in your potential contacts
- Ask for specific advice and information
- Listen or read their profile and message carefully
- Follow up with a thank you where appropriate
Build your network
- Ask if they have other contacts they could introduce you to
Online networking
- Get into the habit of using online networking, on a regular basis, to increase your opportunities
Adapted from the ccs self assessment manual :career counselling services London 2007

72

Module 5

iv. Other Sources of Information to Get You There
In this section we cover other ways of getting information, including face-to-face visits, meetings, sampling
the work itself, internet sites, books, adverts and agencies.
The kind of information that concerns social or psychological factors is far harder to pin down than hard facts.
For example, it is more difficult to assess how progressive and blame free the culture in an organisation/sector
is or what prospects there are for women working at senior levels, than what the company turnover is.
Some effective ways of obtaining this kind of information are listed in the table below. Tick the top two that
appeal to you:
Way of obtaining information

√

Visits to places of interest
Observation of people at work
Work shadowing
Voluntary work
Part time work
Temporary work
Exhibitions and conferences

Internet sites
It is worth looking at recommended sites for specific information. Here are a few we recommend:
• Prospects.csu.ac.uk
Occupational information for graduate level applicants
• Careermozaic-uk.co.uk
Job search site and employer database (link to FT.com – information on various industries)
• Connexions.gov.uk
(Also mentioned in the first exercise in this module.) A very good link: jobs4u – an A to Z of jobs
and careers
• Learndirect-futures.co.uk
A very through and helpful Government service
• Ukcoursefinder.com
Comprehensive higher education directory with easy to use navigation system

Books
The obvious disadvantage with books is that they become out of date; however the advantage is that they can
be very helpful in categorising the information.
It is a good idea to go and browse in a good business library or the careers section of a large book store. Here
are some useful general titles:
• The Careers Encyclopaedia, Cassell, London
• Occupations 2008, Department for Education and Skills, Moorfoot, Sheffield
• The Penguin Careers Guide, Penguin, London
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Adverts and Recruitment Agencies
It is worth browsing adverts in the national, local and specialist magazines in your career area, to get an idea
of what is on offer and what employers are looking for.
It is also worth remembering that although agencies are mostly vacancy driven they often have an extremely
good feel for their market, and if they deal with specialist markets they can give you very valuable information. You may ask any of the following questions:
• What’s my CV like?
• What am I worth in the marketplace?
• What are my unique selling points?
• How transferable are my skills to other fields?
• When did you last place someone like me?

v. Action Planning and Objectives
Objective:
To enable you to turn your vision and intentions into precise and specific goals and to ensure
you achieve what you set out to do.
We are all apt to talk about our good intentions for changing something or moving in a new direction. We know
how easy it is to make New Year’s resolutions which we tend to then conveniently forget! However if we pin
ourselves down to specifics, research shows that we are far more likely to achieve our aims. One way to do
this is to use the mnemonic SMART to design effective goals:

SPECIFIC
MEASURABLE
ATTRACTIVE
REALISTIC
TIME BOUNDED
Above all, goals need to be ‘Attractive’ in that we are really motivated to achieve them and we are convinced
that they will get us to where we want to go.
Goals need to be stretching enough to be motivating but not so challenging that we set ourselves up for failure, so when thinking about ‘Realistic’ we need to pitch our goals at the appropriate level.
Finally we need to make them as ‘Specific’ and ‘Measurable’ as possible so that we are clear when and what
we have achieved.
Some goals might be short term, others medium term and still others long term for our ultimate aim.
Goals are different from action steps. Until we know WHAT we want to achieve we don’t know HOW or what
steps we need to take.
‘A dream is just a dream. A goal is a dream with a plan and a deadline.’ Harvey Mackay
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Instructions:
a. Smart goals
Take your top option which you identified in the exercise ‘Generating Ideas for Your Future Destination’ in Section i. For example, ‘I want to relocate to Italy and become a marketing expert on the Italian Riviera for UK
customers’.
Now transform this into three SMART goals:
• Long term goal
‘I will have relocated to Genova and have set up my own travel marketing business with one other
colleague within three years
• Medium term goal
’I will have become fluent in Italian within two years
• Short term goal
‘I will have researched enough travel agencies and talked to enough customers to ascertain how to
pitch my business within one year

b. Action planning
Focus on each goal in turn
• Get a pad of stickies or small pad of paper and intuitively brainstorm lots of actions.
One on each piece of paper
• Now order your action in terms of time scale using the form below:
Remember that one action step sometimes requires another action step before it. For example, ‘book up for
six months’ crash course in Italian’: before I do that ‘talk to a colleague who did some research into Italian
courses and get recommendations from her.
Think about the resources or support you might need to help you with each action step:

Action step

Resources, supports

E.g. Research flats in Genova within six months time.
E.g. Talk to Italian colleague who knows which are
the good estate agencies there.
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Build in a review date after each block of time and remember that setbacks are normal; you might have to go
back to the drawing board and either revise a goal or a timescale; finally reward yourself for the progress you
are making!

Action step

Resources/supports

Over the next day I will:

Over the next week I will:

Over the next month I will:

Review date: [
insert date]
Over the next 3 months I will:

Review date: [
insert date]
Over the next 6 months I will:

Summary
In the fifth and final module you have been focusing on making your career a success. YOU are critical to that
success so we first encourage you to step back from the career process to think about managing your time
and establishing and living your brand. With these strategies in place you are now equipped to prioritise top
information seeking activities, sell yourself effectively and set objectives and an action plan to enable you to
achieve your career goals.
GOOD LUCK!
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