Time and Career Management
Chapter 4

Human Relations

Here’s the Situation – In Class
Self Assessment – In Class

Time Log –  

Time log: a ______________________________ that tracks activities and enables one to determine how time is utilized.

Questions to use in analyzing your time logs

SO WHY AREN’T I GETTING BETTER GRADES????

Priority Determination

Priority: ________________________________________________________  over another.

·   Priority determination questions:

· Do I need to be _____________________ involved?

· _____________________________________ or will it affect the performance or finances of my department?

· Is _______________________________________________?

Prioritizing To-Do Lists – In Class

Time Management System – In Class

· Four major parts

1.
_____________________________

2.
_____________________________

3.
_____________________________

4.
_____________________________

· Time management steps

Step 1.
Plan each week

Step 2.
Schedule each week

Step 3.
Schedule each day

_______________________________________________ (CID)

· A Critical Incident Diary (CID) should ___________________________________________ by employees, no matter what their station or position in the company.

· From a legal standpoint, a CID is your ______________________________________________!!!

· Benefits:

· Any disputed actions or inactions taken during a day

· Consistent reporting

· CYA of information

· Things to keep:

· _____________________

Discussions/Conversations

· ___________________________

TIMES

· Important meetings



HORDING…  
and it’s ___________________ on relationships…. 

Relationships ___________________________________!

Causes???

HORDING REALITIES…

You don’t own things…. ___________________________________________!

WHEN THINGS GET IN THE WAY…

Check List:

· Does this item serve me or am I serving it?  Does it have a purpose?  Is it personal, i.e., a photo?

· Do I have more than one of this item?

· What is required of me to have it?

· When was the last time I used this item?

· Do I see a use for it in the future?  When? Where?

· If I discarded this item, will I miss it? Why or why not?

· Could I give this item to Goodwill?  Charities? Etc.

· Can someone else that I know, use this item?

· Why am I still hanging on to this???

CAREER MANAGEMENT

Career Stages 

· The 20s—__________________________________________________________  

· The 30s—Develop _________________________________________________________________  

· The 40s and 50s—Potential has become clear.  

· The 60s and 70s—Preparation for retirement.  

E-Mail Etiquette

When responding to E-mail:

· Keep your __________________________________________ if at all possible.

· Make sure you ________________________________________, looking for grammar, spelling, etc.

· Make sure that the reader would be __________________________ exactly what you’re written.  Clarity is key!

· ___________________________________!  If you can’t say something nice, for goodness sake, don’t write it!!!

· Make sure your e-mail ___________________________________.  Don’t have an e-mail that would be embarrassing to read!

· Your e-mail address should be __________________________________________!

WHEN DOES SPELLING COUNT?

Grammar AND Punctuation!

Career Planning and Development 

Career planning: ____________________________________________________ and determining how to accomplish them.

Career development: the process of gaining skill, experience, and education to achieve career objectives. You must take responsibility for your career, and develop a career plan.

Career Planning Model:

Step 1.
_________________________________

Step 2.
_________________________________

Step 3.
__________________________________

Step 4.
__________________________________

Step 5.
__________________________________

Getting a Job

· Develop a realistic career plan.

· Resume and cover letter

· Neat__________________________________

· ____________________________________ unless you have extensive experience.

· Structure ______________________________________.

· Good ________________________________________.

· Research

· Where to send the resume.

· Use personal contacts (networking).

· Interview

· Dress __________________________________.

· Be ________________________________________________.

· Answer questions ________________________________________________________.

· ________________________________________________________ for the opportunity to discuss your qualifications.

Getting Raises and Promotions

· __________________________________________ at your present job.

· Finish assignments _______________________________.

· _____________________________________ for extra assignments.

· Keep up with the latest technology.

· ___________________________________________________________ with important people in the organization.

· ___________________________________________________________________________________.

· Be polite. Say thank you both verbally and in writing.

· ____________________________________________________________ about anyone.

· Be _________________________________________________.  

· Make effective presentations. Get training in public speaking, if necessary.

Career Paths

Career path: ________________________________________________ that lead to more responsibility, with raises and promotions.

·   Keep _________________________________ about your contributions and 
achievements.

·   Ask for a raise or promotion during the performance appraisal process.  

·   To keep on your career path,  

Job shock: ______________________________________________________________________________

Notes:

