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To people everywhere who, through their purpose
and their work, seek ways to improve themselves
and the world we live in.



We wrote this book to help people focus on molding their career paths to fit
the larger picture of their life goals, rather than just giving quick-fix
answers on how to “land” a job. Certainly, students entering the workplace
need to be concerned about making financial ends meet. We hope, however,
that this book helps them not only to address their financial goals but also
to develop and understand their personal and individual goals as well, espe-
cially as they relate to career development.

This first edition of KEYS TO CAREER SUCCESS retains the innova-
tions and the tone of other KEYS TO SUCCESS books authored by Carol
Carter, and has the following significant features:

Real People, Questions, and Answers: Featured in each chapter of this
book are stories and advice from real people who have worked hard at
building their own careers and can share their thoughts and ideas about
career development. There are over 50 people—from accountants to mar-
keters to teachers and lawyers—who unselfishly took their time to think
through their own career paths and share with our readers the peaks, val-
leys, and lessons that they have experienced along the road of developing
careers that mattered to them.

By reading these real life stories, students can learn from others’ experi-
ences rather than just read lectures on hypothetical career situations.
Professors can point to career advice from real people in all different types
of careers to explain the importance of career planning and skills develop-
ment, rather than just expound about the importance of these areas without
real life examples.

Skill Building End-of-Chapter Exercises: End-of-chapter exercises ask
practical questions about career development and planning that help stu-
dents to really prepare for their future. The exercises for each chapter are
divided into three categories—Asking Questions and Getting Answers,
Collaborative Learning and Team-Building Skills, and Long-Term Planning;:
Key to Your Personal Portfolio—that are designed specifically to teach stu-
dents skills that they need in the workforce itself.

Success Skills Emphasized Throughout: Workplace skills such as com-
munication, leadership, teamwork, problemsolving, decisionmaking, net-
working, creativity, tenacity, common sense smarts, ethics, independence,
adaptability, and an overall positive attitude are discussed throughout. The
text provides advice on how to juggle the “real world” workplace with per-
sonal life goals, and emphasizes the need to embrace technology and further
education even after the career path has begun. This real-life emphasis on
career development gives professors the opportunity to discuss how stu-
dents can plan for their entire future (and not just the next few months).
Included in the text is a discussion of how to plan for the unexpected and
how to develop your own portfolio for future career moves.
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Preface

Emphasis on Research and Networking: Two special features of KEYS
TO CAREER SUCCESS are its unique, in-depth discussions of Researching
and Ranking Companies (Chapter 5) and Networking (Chapter 6). These
step-by-step guides are intended to take a lot of the mystery out of how to
find a job. The Networking chapter in particular is an excellent tool for
professors to help students think about how building relationships with
people they like and respect can lead to positive career developments down
the road.

This textbook touches a broad spectrum of areas, from discovering who
you are to conducting career research, to learning how to present and pre-
pare yourself for career opportunities and choices. We want this book to be
a never-ending career reference that will stay on a student’s bookshelf for a
long time—not just for the duration of a semester-long class.

Carol Carter
Carol Ozee
Beth Bollinger
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In writing Keys to Career Success, we drew a great source of energy from
many different people.

Pamela Zemper spent countless hours interviewing people about their
career experiences. The result of Pam’s efforts can be seen throughout this
book in the stories these people shared. In addition, Pam drafted several
career profiles as well as parts of the book. Pam also went through the
entire text and made comments for improvement.

Our student editors, Kathleen Cole and Tim Short gave us valuable
insights on the text—from a returning student’s point of view and the per-
spective of a traditional college student. Jennifer Moe and Marisa Connell,
students at Gonzaga University, also helped immensely in giving us feed-
back on drafts of the text. Both Kathleen and Marisa also helped in the
mechanics of getting the book to the printer. Thanks, too, go to Raymona
Baldwin and her professor Harry Hazel for allowing us to use the wonder-
ful letter of recommendation he wrote for her. In the same vein, thanks to
Jennifer Moe for giving us permission to use her application as an example
of the whole “packet,” and Lou R. Maxon, her former employer at Code
Magazine, for letting us use his letter of recommendation as part of that
packet.

The following people, all present or former instructors, gave us feed-
back on the text while it was still in draft form, helping us to make a lot of
improvements: Rita Delude, Paige Terry, Nancy Kosmicke, Charlene
Pearson, Jeff Mcllroy, Celesia Snyder, Sharon Bollinger, Susan Casmier,
Valerie DeAngelis, and Lillian Cole. Thanks to Jeff Mcllroy for sharing his
expertise and classroom strategies from UT Arlington.

Many thanks to the tireless people at Prentice Hall whose creativity and
initiative made this book possible. Tricia Liscio, sales representative in
Dallas, signed this project. Without her, the authors would never have met
and this book would not have been written. Our editor, Todd Rossell, gave
us direction, guidance and fast turn-around on key decisions. Our market-
ing manager, Frank Mortimer and our sales director, Karen Austin, provid-
ed market insight and worked hard to communicate our unique message.
Our production editor, Janet McGillicuddy, was first-rate. She coached us
and kept us focused on our goals and deadlines. Our special thanks also to
the whole production team— Mary Carnis, Marianne Frasco and Kerry
Reardon who worked with Janet to design and produce the book. Finally,
we would like to thank the Career and Technology team, and especially
Robin Baliszewski, Rit Dojny and Dave Garza and the sales and sales man-
agement staff of Prentice Hall, who are second to none. Our appreciation to
Gary June, Director of Sales and to Jackie Fitzgerald, National Accounts
Manager.
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EDITORS

KWATHLEEN coLe-: | decided to return to school after being out for
a number of years. Even though the work I was doing was fulfilling, I
had advanced as far as I could with my particular skills and credentials.
Besides which, my earning potential had definitely hit a peak. After a dif-
ficult divorce forced me to take a realistic look at my life and future, I
enrolled in college and began the process of creating a new and improved
version of myself, with better skills and greater options.

When I was asked to be a student editor for Keys to Career Success, |
jumped at the chance. If I had had these resources at my disposal, I cer-
tainly wouldn’t have put so much time and effort into trying to figure
these things out for myself. As it was, [ had to learn by trial and error. My
resume was far too long and contained way too much information. It
looked like a small book. I also ended up changing majors twice because I
just couldn’t figure out which was the best path for me to take. If I'd had
the self-assessment exams like the ones in this book or was able to read
about others who’d had similar experiences as mine, I think my journey
would have been easier.

That’s why I want to encourage you to get the most out of this book.
The tools are priceless. Whether you are beginning again, like me, or start-
ing out fresh on your career path, this book will help you discover your
options, increase your self-awareness, cue you into the latest technological
resources, help you understand the necessity of being flexible, and inspire
you to continue investing in your greatest asset—you. Enjoy!

TIM S+ T: As a senior in broadcasting at Washington State
University, [ am confident that I have many career paths and choices to
consider in the coming months. When I enter the workforce I can only
hope that I will find a job that will not only provide me with success, but
one that [ am interested in as well.

Keys to Career Success has helped me to assess what types of interests |
have and what my abilities are. The Scans Report is a wonderful tool that
has enabled me to gain a better understanding of where I belong in the
workplace.

I have found that I lean towards jobs that are technical in nature. I
enjoy figuring out how things work and then seeing them through to com-
pletion. That’s why I've accepted a summer position as an electrical con-
tractor. Of course, money is always a concern with any job, but finding
work that you both enjoy and excel at is of paramount importance.

Keys to Career Success has helped me to formulate some ideas as to
where I would like to go with my degree after graduation. I hope you find
this book as enjoyable as I do. If you apply the information in this book,
you will find it an invaluable tool in your search for a career and in your
professional life.
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WEYS TO END-OF-CcHAPT
EXERCISES

These exercises are designed to help you work on the very skills that you
need to succeed in your chosen career—communications, leadership, team-
work, problem-solving, decision making, and many more. You will explore
the importance of these kinds of skills in Chapter 2 (when you evaluate the
skills that you have or can develop), Chapter 7 (when you contemplate the
importance of experience in developing your career), and Chapter 10 (when
you study those business skills that are a necessary part of the workplace).

You also will develop these skills along the way, however, by participat-
ing in the end-of-chapter exercises. They are deliberately separated into
three categories—*“Asking Questions and Getting Answers,” “Collaborative
Learning and Team-Building Skills,” and “Long-Term Thinking and
Planning”—to teach you the following:

ASKING QUESTIONS AND GETTING ANSWERS

These exercises are designed to help you develop effective thinking skills.
Why? Because that is the number one quality employers look for in people
they hire.

> How do you ask questions?

> How do you create answers?
> How do you solve problems?
> How do you make decisions?

In every chapter, you will be reinforcing and improving your ability to think.

COLLABORATIVE LEARNING
AND TEAM-BUILDING SKILLS

By working with each other on these exercises, you will learn to develop the
art of

> Teamwork, one of the most important skills to have in today’s
workplace

To be a good team player, you need to develop the ability to

> work effectively with others to reach a common goal
> listen and respect the opinions of others

> communicate your own opinions clearly

XXiii



XXiV Keys to End-Of-Chapter Exercises

An equally important lesson to learn from this section of exercises is

> Leadership, also crucial to succeeding in today’s working world.

Leaders have the ability to
> Take responsibility with a group of people
> See something to completion
> Manage others well and with compassion

You may not be a leader or one of the leaders in every group exercise,
but you will be able to take the lead in some. If you have any long-term
interest in management, learning to be a leader will be essential.

Y Lonag-TERM THINKING AND PLANNING
. This section of exercises helps teach you how to plan ahead and make goals
that you can reach.

> How much time will it take for you to accomplish your goals?

> What are realistic goals for you?

By going through these exercises and making real-life plans for yourself
and your future, you will get a sense of what planning and goal setting
means in terms of your career success as well. They will teach you to have
tenacity and drive to accomplish what you set out to do. This is exactly the
kind of life lesson that will help you along your path to be successful on the
job and in your life.
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INSTRUCTOR'S MANUAL

This is a complete package of course information, including: general tips for
using this textbook; lecture outlines; overhead transparency masters; useful
quotes; key terms; essay questions; explanation for end-of-chapter exercises;
team building exercises for career development; classroom activities; movies
summaries and questions; bibliographies; recruiter questionnaires; and sample
resumes.

THEMES OF THE TIMES,
PH NEW YORK TIMES SUPPLEMENT

This sixteen-page newspaper, containing articles published within the last year,
teaches students about majors and career fields that they might wish to pursue.

ABC CAREER VIDEOS

There are ten videos from ABC news programs, including Nightline and 20/20,
each relating to one of the chapters in the textbook. This supplement is accom-
panied by a Video Guide, which has a detailed summary of each video along
with questions for class discussion or essay topics. This is an effective way to
teach students through a medium they like, using real-world examples.

TRIPOD STUDENT WEB SITE

This innovative web site provides advice, insight, and information to students on
thought-provoking and timely issues regarding college, career, work, finance,
community, and social issues. This is a perfect opportunity to help students feel
comfortable using the World Wide Web! Visit the site at tripod.com.

TRIPOD STUDENT MAGAZINE

This magazine, published each semester, is free to any student using this book,
and contains tips to success for school, work, and personal development.
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