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Your most important work is always ahead of you, never behind you. —Stephen Covey

Happy people plan actions, and The future depends on what you
they don’t plan resullts. do today.

—Denis Waitley —Mahatma Gandhi

No one can discover you until Stand strong in your value. That

vou do. Exploit your talents, starts by knowing your value.

skills and strengths and make —Julieanne O’Connor

the world sit up and take notice.
—Rob Liano

Denis E. Waitley (1933— ), an American motivational speaker, writer, and consultant who has
been recognized as the best-selling author of the audio series, The Psychology of Winning
and books such as Seeds of Greatness and The Winner's Edge. He has been inducted into the
International Speakers’ Hall of Fame.

Mohandas Karamchand Gandhi (1869 —1948), the preeminent leader of the Indian independence
movement in British-ruled India. Employing nonviolent civil disobedience, Gandhi led
India to independence and inspired movements for civil rights and freedom across the
world. In India, Gandhi is also called Bapu (Gujarati: endearment for “father”, “papa”) and
unofficially the Father of the Nation.

Rob Liano (1967- ), the rock-star success coach is a best-selling author, a certified life coach,

a public speaker, and a blogger. With logic, insight and humor, he has brought a fresh

001




perspective to sales training and success coaching.

Julieanne O’Connor (aka Julieanne Young) (1970— ), an award-winning author, actor & social
media strategist. She is the author of the Spelling It Out book series, including Spelling It
Out for Your Career (Insider Secrets to Living Your Dreams & Passions) and Spelling It Out

for Your Man (Insider Secrets to Sex, Love and Attraction), for men and women.

Learning Objectives

* Assess your personality, interests, and career aptitude

* Research a company or an occupation you would like to join in
* Set goals for your future career with SMART criteria

* Develop an effective résumé and a cover letter

* Prepare yourself for a job interview

¢ Learn to use a LinkedIn profile to sell yourself

T ——

Activity One: Self-assessment |

Your personality is a major factor that affects how you decide which careers you might
enjoy most. This quick assessment can help you understand how the tasks and environments of

different careers are associated with personality types and which careers may fit you best.

YU MOWYIM Take the Assessment

In each section below, check the items you think you would enjoy most. You can check as many

as they apply to you.
[] Repair a car [[] Sing before the public [[] Start my own business

[]Build things with wood [T] Design clothing [ Make a speech




[ ] Work outdoors [] Decorate a home or office

[] Study electronics [] Act in or direct a play

Module 1 Career Plan ‘

[] Supervise the work of others
[] Start a club

[] Arrest lawbreakers [] Write a poem, story or play [] Save money

[] Plant a garden [[] Design a poster
[] Work with animals [] Create a sculpture
[] Operate power tools  [] Arrange flowers
[] Drive a truck [ ] Make videos

[[] Sell things

[] Lead a meeting

[ Take charge of a project

] Work in a political campaign

“I” Section “S” Section “C” Section

[] Study causes of diseases [ ] Work with children

] Work on a science project [] Care for a sick person

[] Keep detailed reports

[[] Operate business machines

[] Study human anatomy ~ [] Help people who are upset [ ] Organize a work area

[]Work in a science lab [ ] Interview clients

[ Research solutions to [[] Help a person with
environmental problems disabilities

[] Collect minerals and rocks [ ] Work as a volunteer
[] Study the solar system  [] Study psychology
] Do math problems [ Make people laugh
[] Study plants and animals [ Teach teens or adults

K ¥ M BL0D Score Your Totals

[[] Take telephone messages

[] Attend to details

[]Balance a budget
[]Use a computer
[] Proofread a document

[] Create a filing system

Add up how many boxes you checked in each section above and fill in the totals for each in

the space provided below.

P!




Each letter represents a career interest category.
Choose the letters in which you scored the highest and review the descriptions in Step Three to

discover possible careers you may want to consider.

(The RIASEC theory was developed by psychologist Dr. John Holland.)

Investigative

The “Thinkers”

Realistic

The “Do-ers”

P\ Artistic
- B\ The “Creators”

Conventional ’ ‘ Social
The “Organizers” The “Helpers”

Enterprising
The “Persuaders”

Adapted from Know Your Personality Type or Holland Code, Texas Wesleyan University Career Services, Aug. 2009.

Picture from https://runninginaforest.wordpress.com

YV WY1 Understand your career interests and personality types.

What are your two or three highest scoring interests? Place a mark by your top interest
areas. The following descriptions are just a reference for your possible career options.

Realistic: the “Doers”

o Likes to work with animals, tools, or machines; generally avoids social activities like
teaching, healing, and informing others;

e Has good skills in working with tools, mechanical or electrical drawings, machines, or
plants and animals;

e Values practical things you can see, touch, and use like plants and animals, tools,
equipment, or machines;

e Sees self as practical, mechanical, and realistic.

Investigative: the “Thinkers”

e Likes to study and solve math or science problems; generally avoids leading, selling, or
persuading people;

e Is good at understanding and solving science and math problems;

e Values science;
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o Sees self as precise, scientific, and intellectual.

Artistic: the “Creators”

e Likes to do creative activities like art, drama, crafts, dance, music, or creative writing;
generally avoids highly ordered or repetitive activities;

e Has good artistic abilities — in creative writing, drama, crafts, music, or art;

e Values the creative arts — like drama, music, art, or the works of creative writers;

o Sees self as expressive, original, and independent.

Social: the “Helpers”

e Likes to do things to help people — like teaching, nursing, or giving first aid, providing
information; generally avoids using machines, tools, or animals to achieve a goal;

e [s good at teaching, counseling, nursing, or giving information;

e Values helping people and solving social problems;

o Sees self as helpful, friendly, and trustworthy.

Enterprising: the “Persuaders”

e Likes to lead and persuade people, and to sell things and ideas; generally avoids activities
that require careful observation and scientific, analytical thinking;

e [s good at leading people and selling things or ideas;

e Values success in politics, leadership, or business;

e Sees self as energetic, ambitious, and sociable.

Conventional: the “Organizers”

e Likes to work with numbers, records, or machines in a set, orderly way; generally avoids
ambiguous, unstructured activities;

e Is good at working with written records and numbers in a systematic, orderly way;

e Values success in business;

o Sees self as orderly, and good at following a set plan.

Adapted from https://www.careerkey.org

Y VA ALY Visit https://www.truity.com/test/holland-code-career-test for a
free test for your career interest. And for more detailed information about your
potential careers, please read the following short review about Holland Codes.

What Is Your Code?

How do your interests relate to potential careers? Are you an Artist Creator, Conventional

Organizer, Enterprising Leader, Investigative Thinker, Realistic Doer or Social Helper?




Artistic Creators like to—
Write stories, poems, or other creative writings
Enjoy the arts, theater, and dance
Play musical instruments
Paint or sculpt
— Facts about Artistic Creators—
Characteristics: Complicated, Original, Impulsive, Independent, Expressive, Creative
Strengths: Uses imagination and feelings in creative expression
Potential Careers: Artist, Musician, Actor/ Actress, Designer, Writer, Photographer
Possible College Majors: Art, Theater, Graphic Design, Music, Journalism, Communication
Conventional Organizers like to—
Put things in order
Attend to details
Handle things in a systematic manner
Desire to be efficient
— Facts about Conventional Organizers—
Characteristics: Careful, Conforming, Conservative, Conscientious, Self-controlled,
Structured
Strengths: Paying attention to details
Potential Careers: Accountant, Banker, Editor, Office Manager, Librarian, Medical
Laboratory Assistant
Possible College Majors: Business, Accounting, Management
Enterprising Leaders like to—
Manage people and projects
Persuade, take action, and set goals
Work well in groups
Sell products and services
— Facts about Enterprising Leaders—
Characteristics: Persuasive, Energetic, Sociable, Adventurous, Ambitious, Risk-taking
Strengths: Leads, manages, and organizes
Potential Careers: Manager, Producer, Lawyer, Business/ Marketing, Executive,
Entrepreneur, Principal
Possible College Majors: Pre-Law, Business Management and Administration, International
Business, Political Science




Module 1 Career Plan ‘

Investigative Thinkers like to—
Invent or research
Solve problems
Work with ideas
Use computers
Love knowledge
— Facts about Investigative Thinkers—
Characteristics: Analytical, Intellectual, Reserved, Independent, Scholarly, Judgmental
Strengths: Works with abstract ideas and intellectual problems
Potential Careers: Biologist, Chemist, Historian, Researcher, Doctor, Mathematician
Possible College Majors: Biology, Chemistry, Nursing, Pre-Medicine, Mathematics, History
Realistic Doers like to—
Work with tools or machines
Prefer to work outdoors
Enjoy playing sports
— Facts about Realistic Doers—
Characteristics: Frank, Practical, Focused, Mechanical, Determined, Rugged
Strengths: Manipulates tools, Possesses mechanical, manual, or athletic ability
Potential Careers: Craftsman, Fitness Trainer, Optician, Policemen, Fire Fighter, Physical
Education Teacher
Possible College Majors: Justice Studies, Fire Science, Athletic Training, Martial Arts,
Corporate Fitness, Physical Education
Social Helpers like to—
Teach and serve
Be good listeners and communicators
Work well in groups
Show empathy
— Facts about Social Helpers—
Characteristics: Helping, Informing, Teaching, Inspiring, Counseling, Serving
Strengths: Interacts with people, concerned with the welfare of people
Potential Careers: Teacher, Clergy, Coach, Therapist, Nurse, Counselor, Sociologist
Possible College Majors: Nursing, Counseling, Social Science, Education

Adapted from http://hollandcodes.blogspot.com/2016/07/what-is-your-code.html
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Activity Two: Video Watching |

Watch Video 1-1 and answer the following questions:

1. In Versacorp, which figure do you think
reveals the best career aptitude? Why?

2. In this task, Sam did not win respect from
his group members. Why? If you were
him, how would you improve your work
performance?

3. David is considered to possess the highest

IQ in his group with an MBA and doctorate

degree. How do you weigh benefits against aslinad ﬁ{]}i’ﬁ%ﬁﬁ{f]ﬁk ¥

drawbacks in his performance?

L4 B Career Self-assessment -

1. When you choose a career, what factors will be your priorities? Why?

2. What is your ideal job in the future? Why are you interested in it2 How does your
personality suit it?2 What qualifications do you already have for it2

3. Have you had a career test before? What do you think about the self-assessment
in Activity One?

Seli-assessment: What Is It and How to Do If?

Tom Denham

September 23, 2011

Career development is a continuous and life-long process that begins with self-assessment.
This critical first step is the building block for personal and professional satisfaction. Self-
assessment is an intentional and intense process of self-examination which results in an individual

answering the fundamental question, “Who am 1?”
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Sometimes it’s hard to pinpoint exactly why the work you are doing just doesn’t seem to

meet your needs anymore. Many people hit a crossroads during their careers and really struggle
with what to do next. They are ambivalent and need guidance. Racing in their minds are such
questions as, “Should I get a new job? Should I stay? Should I go back to school? Should I start
a business? Is this all there is?”” Sometimes too many career ideas create a crisis of choice, which
often results in analysis paralysis. Whenever you are unsure of your direction or have new career
interests, it’s vital to STOP, take a time out and do some deliberate self-discovery.

When the step of self-assessment is skipped in favor of the more immediate tasks of finding
a job, the results are often a scattered and fragmented job search. Regrettably, most people
impulsively start pulling the trigger by sending out lots of résumés hoping that at least a few of
them will stick. Unfortunately, you can’t hit your career target if you don’t know what the target
is.

Sometimes the fear of undertaking such a thorough analysis can prevent someone from
starting in the first place. For many it’s scary to look at oneself honestly and can be one of the
most difficult things to do in adulthood. Frequently, it involves dredging up unpleasant aspects
of oneself. As a result, self-esteem can take a hit in the short-term when you realize you have
not achieved your potential. However, these revelations often motivate you to work harder to
accomplish more in the long-term and can improve your self-worth. Put simply, self-assessment
is a wise investment in your future.

Often the self-assessment process validates your previous understanding of who you are. It
can reinforce ideas and bolster confidence about the accuracy of your career choices. It is a means
by which you can realize ways to improve yourself. This validation and clarification can motivate
you to move forward with renewed energy. Based on my over 20 years of experience in the field
of career development, I have faith that deep down inside the vast majority of people actually
do know who they are and what they really want. From my point of view, the struggling people
might be pulled out through three methods: 1) career counseling 2) career testing and 3) a career
development questionnaire.

Most people don’t have a clue of where to begin with self-assessment. It’s not exactly
something you are taught in school. Self-assessment is deliberately answering a series of
questions regarding your V.I.P.S. These core components of you are your Values, Interests,
Personality Traits and Skills. Values are things that you hold to make you personally and
professionally. Interests are activities or tasks that you like to do and feel passionate about.
Personality Traits are a combination of emotional and behavioral characteristics. Some examples

might include extroversion, detail-orientation, enthusiasm, and flexibility. Skills are your talents,




