Managing Careers

Chapter 10

The Basics Of Career Management
FIGURE 10–1

Employee Career Development Plan

TABLE 10–2
Roles in Career Development

Choosing a Mentor

· Choose an appropriate ________________.

· ____________________ if you’re turned down.

· Be sure that the mentor understands ______________________ in terms of time and advice.

· Have an ______________________________________________________!

· ______________________ the mentor’s time.

Develop your own mentorship program


· _________________ when you and your mentor can meet.

· Schedule ___________________________
· Ask to be ___________________________________________ that is directly tied to a project that they are working on.

· Ask to come to ________________________________________ to take minutes

· Select an organization within your city that is _____________________________________.

· Get involved in activities of that organization and volunteer to take on leadership roles.

· Remember to select opportunities that _____________________________!

TABLE 10–3
Possible Employer Career Planning and Development Practices

The Employer’s Role in 
Career Development

Innovative Corporate Career Development Initiatives

· Provide each employee _________________________.

· ________________________________.

· Encourage _____________________________.

· Establish a “_______________________________.”

· Help organize “____________________________.”

· Provide ___________________________.

· Provide career planning workshops.

· Utilize computerized on- and offline career development programs.

FIGURE 10–2
Sample Agenda—Two-Day Career Planning Workshop

Handling Transfers

· Employees’ reasons for ______________________
· Personal enrichment and growth

· ___________________________________________
· _________________________________ (better hours, location)

· Greater advancement possibilities

· ___________________________________!

· Employers’ reasons for transferring employees

· To _________________________________________________________________.

· To fill a position where an employee is needed.

· To _______________________________________________.

· To boost productivity by consolidating positions.

Enhancing Diversity Through Career Management

· Sources of bias and discrimination

· Too few people of color employed in the hiring department

· The “______________________________” of informal friendships

· A ________________________________________
· A lack of ______________________________ and developmental experiences (_________________)

· A lack of _________________________ for members of the same racial or ethnic group

· Inflexible organizations and career tracks

Taking Steps to Enhance Diversity: Women’s and Minorities’ Prospects

Career Management and Employee Commitment

FIGURE 10–2
Sample Performance Review Development Plan

Retirement

· Preretirement Counseling Practices

· Explanation of _________________________ 

· _______________________ counseling

· ___________________________ counseling

· ________________________ counseling

· _______________________counseling

· Counseling for __________________________________
· Counseling for _________________________________________________________
Attracting and Retaining Older Workers

Appendix for Chapter 10

Identify Your Career Stage

· Growth Stage

· Exploration Stage

· Establishment Stage

· Trial _______________________
· __________________________ substage

· _________________________________ substage

· Maintenance Stage

· Decline Stage

FIGURE 10–A2
Finding the Job You Should Want (Part 1)

FIGURE 10–A3
Finding the Job You Should Want (Part 2)

Identify Your Career Anchors

FIGURE 10–A4
Finding the Job You Should Want (Part 3)

FIGURE 10–A5
Occupational Outlook Handbook Online
http://www.bls.gov/OCO/

FIGURE 10–A6
Some Online Sources of Occupational Information

Finding the Right Job

· Do Your Own Local Research

· Online Job Boards

· Personal Contacts (_____________________________!)

· Answering Advertisements

· Employment Agencies

· Executive Recruiters

· Career Counselors

· Executive Marketing Consultants

· Employers’ Web Sites

FIGURE 10–A7
CareerJournal.com

Writing Your Résumé

· Introductory Information

· Job Objective

· Job Scope

· Your Accomplishments

· Length

· Personal Data

· Make Your Résumé ___________________
FIGURE 10–A8
Example of a Good Résumé

Online Bios

· Fill it with details

· Avoid touchy subjects

· Look the part

· Make it search friendly

· Use abbreviations

· Say it with numbers

· Carefully proofread

Handling the Interview

· ______________________________________________
· Uncover the Interviewer’s Needs

· Relate Yourself to the Person’s Needs

· _________________Before Answering

· Make a _________________ and _________________________
AND DON’T MAKE THIS MISTAKE!

http://www.youtube.com/watch?v=fQKNvPn3V-8&feature=related

