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THE TOPS5TIPSFOR MANAGING YOUR CAREER

BACKGROUND TO CAREERS

In today’s working environment, we would probably all agree that a job
is no longer for life. If we want to get a sense of achievement from our
working life, in whatever form then we need to put some thought into
managing the series of jobs that make up our career. Sadly and far too
often, we find it easier to abdicate responsibility, expecting the company
we are working for to provide us with a career path(s). The flatter and
more complex nature of a modern company means it does not have a
multitude of traditional career paths for employees and with the changing
focus of HR there are fewer people on hand to create career paths for
individuals. So when our careers ‘career’ off-course, or do not
materialise, we typically feel frustrated and disappointment. Read
“Flipping The Switch” by Miller, J (G.P. Putnam’s sons, New York,
2006) for more insight on taking personal responsibility and the potential

benefits you can achieve.



If It’s To Be, It’s Up To Me
Many of my clients seek career coaching because they have reached a
point in their professional lives where they are ready to accept

responsibility, but need support in striking forward.

The following 5 tips are aimed at helping you improve your management

of your career.

1. Know who you are and what makes you tick

Get to know who you are and what makes you tick. This will provide
you with essential insight in to the type of working environment and
circumstances that you operate best in and, importantly enjoy most, as
well as how you can make the biggest contribution to your current or

future employer.

A starting point is to identify the factors that affect your work
commitment by asking yourself — what is important to me in my working
environment? Is it gaining recognition from colleagues, managers etc for
a job well down, is it having time to spend with family of friends, is it
having the opportunity to do your own thing, or perhaps it is having more

responsibility? See if you can identify between 7 and 10 factors that you



would want in your ideal in a working environment and list them in order

of importance.

Next, you can think about what do I contribute / have I contributed to the
working environment. Rather than thinking about your contribution in
terms of your job title, think about it from the perspective of both the
skills and behaviours you demonstrated. A job title can mean very little,
and misrepresent what you actually do, while skills and behaviours are a
more easily converted currency. Increasingly behaviours are considered
as important as skills because companies not only want to know what you
can do they also want to understand how you have gone about it. To help
you think about your skills and behaviours, look at your past and present
job descriptions; pull out the individual elements that make up your job
e.g. team player, influencer, customer focused etc. that you are good at.
Then identify incidents when you have demonstrated these particular
skills/behaviours. Create a short story around what you did and the
results you achieved that you can quickly and simply tell current and
prospective employers - remember to find retelling opportunities e.g.
appraisals, interviews, mentoring sessions, one-to-ones. You will be
amazed at how many potential success stories you have and how sharing

your expertise will open up doors to new opportunities.



Finally, you can think about the elements of your job that you find
interesting and you would ideally like to do more of e.g. problem solving,
coaching, research etc. to help direct your growth areas in the future,
either to keep doing more of it or to gain additional expertise. If you are
interested in something then you will probably end up being good at it
and it will feel like an effortless contribution, which will enable you to
fast-forward your career in that direction, if there is a business need for it.
Identify five or so interest areas that you would like to develop some

more.

With the insights from these three aspects of ‘getting to know yourself” -
career drivers, areas of expertise and growth areas, draft an ideal job
description. You can then use it to evaluate future job adverts and
stimulate conversations with your manager/HR to revise your current job
description, even if it were just to change one thing. You will be surprise
how much changing your current work can affect your satisfaction and
power up your contribution leading to a feeling of resurgence in your

carccer.

To find out more about what makes you tick read “Now Discover Your
Strengths” by Marcus Buckingham & Donald Clifton, Free Press

Business, 2001.



2. Get a 360%paer spective of your self

In today’s working environment, we often get feedback as part of the
(360°) appraisal process but the feedback we get is usually averaged out
to identify general development themes. The result, comments made by
one or two people that are having a negative impact on our career are left
unsaid. The unheard comments are often the reasons why are our careers
are blocked internally, forcing us to look outside for new opportunities.
If we knew about them then we could do something, either correct or
change. People who ‘get on” have made a decision to find out from those
people who can influence their career, what they specifically think about
them. They want to know how they can to continue to leverage their
strengths — no point stopping what they are already doing well and if

something is blocking their career, address potential derailment factors.

To help you in the gathering this type of feedback, first get into a positive
mindset remember Ken Blanchard’s term feedback is breakfast of
champions and know that by asking people what they think about you
does not mean you have to do all that they say. This is your feedback and
your career! You are simply looking for opportunities to play more to
your strengths and increase your contribution. Next, try this easy career

feedback exercise to get you started - ask people who you work with for



three words they would use to describe you, in terms of a skills or
behaviour you demonstrated, based on something you have done recently,
it helps if you first clarify what that something is first. For example, “Hi
Bill, I am looking at how I can improve my work contribution, can I ask
you to share with me three words you would use to describe a skill or
behaviour I demonstrated well when I made my presentation to the team
last week?” As you feel more comfortable with the process, extend your
questioning to find out people’s perception of you from those who could
affect your career in the future. Younger employees (Generations Ys),
according to Lancaster and Stillman in “When Generations Collide”
(Collins Business, 2005) are likely to already be well versed in this
approach. They are using the information they gather to identify how
they can continue to play to their strengths and course correct, if
necessary before their 6 month or annual appraisals, so they can progress

their career in the direction they want.

3. Createacareer vision

At this point, you have some information about yourself and where you
are now, so let’s take a moment to think ahead. What do you want to
achieve in your career? Where do you see your professional self in the
future? Often when we think of careers we assume they travel upwards.

In today’s flatter working environment, this is unlikely to be true for the



majority of us. We have to find other ways to stimulate and gain a sense
of progression, such as making our current job more exciting or moving
laterally. Read Beverly Kaye’s “Up Is Not The Only Way” (Berrett
Koehler) to find out more about the different directions you can progress

your career and the importance of having career contingency plans.

To help you create a career vision, imagine yourself content in your
retirement, thinking back over your successful career - Conjure up the
images of your successful career, hear the people you talked and listened
with in your successful career, feel the highs of having your successful
career. Intensify the emotions that surround you, as your reflect back on
the scenes you associate with having a strong career. As you do, ponder
on the following question “what will you want to be able to say about
your career/work when you have retired?” Jot down your visioning

thoughts.

4.  Achievelifetime employability

One of the top five challenges companies of all sizes are facing around
the global is recruiting people with the skills to do the job. There are
numerous claims that we are experiencing a skills shortage and it is only
going to get worse. Do you want to feel frustrated and demotivated that

you trained and studied over the years only to find your skills become



redundant over time? The likely answer is no. Therefore to ensure you
continue to be employable you need to take some time to look to the
future and think about what is coming up, in terms of skills and the way

you work to ensure you are ‘future proofing’ your career.

Even if you’re on the right track, you’ll get run over if you just sit there

- Will Rogers

Read your industry’s magazines, ask your manager, mentor, CEO what
they think will happen to your industry and the business then brainstorm
what you could usefully develop that would be desirable but still
interesting to you e.g. thinking back 5-10 years when organisational
structures were moving from hierarchical to flat. Future orientated
employees could have identified influencing and coaching as two key

skills that would be desirable to develop.

5. Set development goals

Once you have insight into what makes you tick, how you can develop to
maximise your contribution both now and in the future and what would
make an ideal career, you can identify specific career goals that will
move you towards your desired achievements. Write out your goals so

you make a physical commitment to yourself. 1 use the SMART



(specific, measurable, attainable, relevant and timely) formula and put my
goals on the bathroom mirror, so I have a constant reminder. For your
goals, define action steps, success indicators and milestones to direct your

actions on a daily/weekly/monthly basis.

If you have trouble creating your career development goals and need

some help then visit www.associationforcoaching.com to find the details

of a career coach who can help you.

Diana Hogbin-Mills

www.talentmax.co.uk

If you have found this self-help guide helpful then please let us know by

emailing media(@associationforcoaching.com
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