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Worksheets for
Career Explorers
and
Job Seekers

(Does not include
Module 2: Personality worksheet.
Please download it separately)

[image: ]AUTHENTIC VOCATION
Profile

	Client
	Date

	
	



	ASSESSMENT RESULTS

	Strengths
My top five talents are…
	Assessment Highlights

	
	



	AUTHENTIC WORK

	Life Purpose

	

	Values
My top 5 work values are…
	Motivators / Interests
The factors and situations that motivate me are…

	
	

	Knowledge, Skills & Abilities
My key skills that I enjoy using and want to use in my next job are…
	Work Experience
The things that I have enjoyed about my past jobs that I wish to recreate in my next job are…

	
	

	Environment
	Ideal Job Description
The following is a description of my ideal job…

	Geographic Area:                    Pace:
Degree of support around me:
Compensation Range $___ to $___
Company size:    Solo/Partner/Team Setting:
People/Data/Things as Primary Focus:
Company Culture:
	



	JOB TARGETS

	My chosen career area is:
	My ideal job titles are:
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Module No. 1: LIFE PURPOSE

The Authentic Vocation Process is designed to provide a focus in your work, from concept to implementation.  Please work through it thoughtfully, taking your time, and allowing your unique gifts and your true self to emerge as you do.
We begin by exploring the first element of your Authentic Vocation, Life Purpose.  Find a quiet place and about an hour of undisturbed time, and respond to each of the following questions.

Clue No. 1:  What do you love to do when you have spare time?  

Clue No. 2:  What parts of your present job or life activities do you thoroughly enjoy?

Clue No. 3:  What do you naturally do well?  

Clue No. 4:  What have been your 10 greatest successes to date (in your eyes)?

Clue No. 5:  Is there a cause or value or quality which you feel passionate about?  

Clue No. 6:  What are the 10 most important lessons you have learned in your life?  

Clue No. 7:  Think back over your life.  Are there some issues or perceived problems that have occurred over and over again?  

Clue No. 8:  What do you daydream (or dream) about doing?

Clue No. 9:  Imagine you are writing your epitaph.  What things do you want to be remembered for?  What things will your life be incomplete without?  

Clue No. 10:  What would you do if you knew you could not fail? 

Now, narrow down your responses to glean the 10 most important aspects of your life purpose and write any themes you notice here:

To compose your life's purpose statement, synthesizing your responses to the Clues, use the following format:

"My life's purpose is to [ESSENCE] through [EXPRESSION]."

Write your life's purpose statement here:

"My life's purpose is to  _______________  through  _______________."
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Module No. 3:
VALUES



You are now ready to explore the third element of your Authentic Vocation, Values. Fulfillment in work comes when the life and work values that are important to you are met through your work.  At the same time, the company for which you work should share at least the most important of those values. Otherwise you will experience constant turmoil and conflict, as well as a feeling that you "can't be yourself" at work.

What are values?  Values are simply things about work that, to you, are intrinsically valuable or desirable. They can be accessed most easily by asking yourself the question, "What do I want out of my work?" Or, "why do I work?"  Begin by asking yourself these questions now, and write down your responses. If you get stuck, look at the previous value and ask what is important to you about that.  


My Critical Work Values

I work because:

1.

2.

3.

4.

I want the following things out of my work:

1.

2.

3.

4.

5.


Some values commonly expressed are listed below.  Rank each of the listed values as (1) not important, (2) moderately important, or (3) very important to you in your choice of career.  

	Values at Work

     	Enjoyment (having fun at what you do)

     	Helping other people (in a direct way)

     	Friendships (developing close relationships with co-workers)

     	Helping society (contributing to the betterment of the world)

     	Freedom (flexible schedule, independence)

     	Recognition (being recognized for your work in a tangible way)

     	Creativity (having opportunity to express your ideas and yourself in your
            work; 	innovation)

     	Location (being able to live where you choose)

     	Competition (matching your abilities with others')

     	Power and authority (being in managerial or leadership position; being
           responsible for supervising others; having decision-making authority)

     	Achievement (accomplishing desired objective; mastery)

     	Compensation (receiving equivalent in value or effect for services rendered)

     	Variety (a mix of tasks to perform and people dealt with during each day)

     	Security (feeling of stability, no worry; certainty)

     	Prestige (being seen as successful; obtaining recognition and status)

     	Aesthetics (beauty of work environment; contributing to beauty of the world)

     	Morality and ethics (working according to a code or set of rules; enhancing
           world ethics)	

     	Intellectual stimulation (working in an environment that encourages and
           stimulates thinking)	

     	Public contact (working with customers or clients, as opposed to working
            alone or working with objects only)

     	Pace (busy versus relaxed working atmosphere)

     	Risk (monetary or other risks -- e.g., new product development or start-up
           enterprise)

	Now, think about your current job, if you are employed.  How many of the values you have marked "3" for "very important" are being fulfilled through that job? Your answer gives you a very important insight as to why you may feel dissatisfied with that job. 


List your 5 most important values here (whether included in the above list or not):

1.

2.

3.

4.

5.

As you review your most important values, do they fall more within the realm of Power, Achievement or Affiliation (the three values systems identified by psychologist David McClelland)?
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Module No. 4:
MOTIVATORS



You are now ready to explore the fourth element of your Authentic Vocation, Motivators.

Think of at least 4 instances in which you felt highly motivated to do the activity.  They may be in a job, school, a hobby, or another type of situation.  Briefly describe these situations below:

1.



2.



3.



4.



Now, consider what each of these situations had in common.  Were you in a similar setting?  With similar types of people?  Doing a particular kind of task you genuinely enjoy?  Did you feel a certain way (challenged, proud, etc.)?  List those common threads below.

1.


2.


3.


4.


These common threads that you have now identified are at least some of the things that will motivate you to do your best in your job.  Can you think of others?  List them here:

1.

2.

3.

4.





Now, list the 5 motivators that are most important in your work for you to feel excited about doing the work and/or dedicated to doing your best:

1.

2.

3.

4.

5.

Interests

Often (but not always), doing what interests us keeps us motivated.  Please rank the following 10 functional areas found within an organization from 1 (most interested) to 10 (least interested).  If desired, you can ask your coach to administer the Strong Interest Inventory and/or the Career Transition Report it generates to confirm your choices.

_______Administration
_______Customer Service
_______Finance & Accounting
_______General Management
_______Human Resources
_______Information Systems
_______Manufacturing & Production
_______Marketing
_______Research & Development
_______Sales
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Module No. 5:
SKILLS



You are now ready to explore the fifth element of your Authentic Vocation, Knowledge/Skills/ Abilities. During your career thus far, you have developed some skills through schooling, further honed your natural aptitudes, and learned others on-the-job. The tool that follows helps you to assess how your skills fit into the most commonly sought skill areas, simply by indicating whether you have used that skill in a “hands-on” way, managed or supervised that function, trained in that skill, or obtained education in that skill.

FUNCTIONAL SKILL SETS

Jobs consist of a combination of functional skill sets plus management.  You have probably used, with varying degrees, some of the skills in each set.  The Functional Skills are:

· 
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· Administration
· Corporate Communications
· Finance
· Human Resources
· Information Systems/Technology
· Legal
· Operations
· Research and Development
· Sales and Marketing
· 


Functional Skillsets

Review all the Skill Sets and check the highest level of responsibility your experience warrants.  Remember to read each section because your expertise overlaps from one Skill Set to another.  The skills related to each of these functional skill areas are explained in detail in the next few pages.  But first, we look at management generically, since those skills are used in conjunction with other functional areas by those in management roles.

M =Management  T = Training  H = Hands On  E = Education


Management 

Following are general skills used in management.  Please check the areas in which you have specific experience.

M T H E						  M T H E
      Budgeting
      Business Planning
      Business Reengineering
      Change Management
      Consolidations
      Corporate Finance
      Cost Control
      Cross-Functional Teams
      Decision Making
      Developing Policies
      Diversification
      Divestitures
      Employee Evaluations
      Financing-Public/Private
      Government Relations
      Growth Strategies
      Hiring/Firing
      International Mgmt
      Investor Relations
      IPO Strategy/Positioning
      Joint Ventures
      Labor Relations
      Manager Development
      Mergers & Acquisitions
      Methods & Measures
      Multi-Site Management
      Negotiations
      Officer/Board Member
      Organizational Development
      Profit & Loss (P&L) 
      Project Management
      Resource Management
      Restructuring 
      Staff Development
      Business Start-up
      Strategic Partnerships
      Strategic Planning
      Supervision
      Turnarounds





Operations – Manufacturing – Distribution Skill Set

The day-to-day operations that enable the company to produce its daily goals in making a product, getting the product to the customer, or performing a service.

M T H E					M T H E

      Assembly
      Automation Engineering
      Bidding
      Call Center Operations
      Configuration
      Construction
      Continuous Process Improvements
      Contract Management
      Control Systems
      Distribution/Transportation
      Document Control Management
      Environmental Issues
      Equipment Design
      Equipment Maintenance & Repair
      Equipment Management
      Facility Management/Leases
      Fleet Management
      Installation
      Inventory Control
      ISO 9000 series
      JIT / WIP / MRP
      Labor Control
      Lean Manufacturing
      Logistics
      Maintenance
      Enterprise Resource Planning
      Budgeting
      Manufacturing Engineering
      Materials Handling/Management
      Methods & Standards
      Multi-Shift Management
      New Product Development
      Operations Research
      Operations Supervision
      Order Processing
      Outsourcing
      Plant Design & Layout
      Policies & Procedures
      Process Control Supervision
      Process Engineering
      Production Planning
      Project Coordination
      Project Management
      Prototype Operations
      Purchasing/Procurement
      Quality Assurance/Control
      Safety Engineering
      Service Support
      Scheduling
      Shipping & Receiving
      Startup Operations
      Supply Chain Management
      Theory of Constraints Mfg
      Total Quality Management/TQM
      Traffic Management
      Troubleshooting
      Vendor Coordination
      Warehousing
      _____________________
      _____________________
      _____________________



Research & Development Skill Set

Applies the processes, operations, and techniques of science and technology to create and improve products, processes, and services that may benefit an enterprise, an institution, or a society.  People progress through various levels of management throughout their career or rise through a parallel technical track when management isn’t of interest.

M T H E	M T H E

      Applied Research
      Basic Research
      Chemical Engineering
      Contract Administration
      Design and Specifications
      Diagnostics
      Electrical Engineering
    	 Engineering Support
    	 Environmental, Health, & Safety
    	 Feasibility Studies
    	 Field Studies
    	 Lab Management
    	 Lab/Facility Design & Construction
    	 Manufacturing/Engineering Liaison
    	Mechanical Engineering
    	 Modeling
    	 New Equipment Design
    	 Patent Holder
    	 Process Engineering
    	 Product Applications
    	 Product Development
    	 Product Engineering
    	 Product Re-engineering
    	 Product Testing
    	 Program Development
    	 Project Management
    	 Prototype Development
    	 Quality Control
    	 R&D Management
    	 Regulatory Compliance
    	 Research Publications
    	 Security
    	 Service Development
    	 Simulation Development
    	 Software Tools
    	 Statistical Analysis
    	 Synthesizing
    	 Technical Writing
    	 Technology Evaluation
    	 	_____________________
    	 	_____________________
    	 	_____________________
    	 	_____________________
    	 	_____________________






Sales & Marketing Skill Set

Marketing determines strategies/opportunities to sell profitably and directs the flow of goods from producer to domestic or international consumers or users.  The sales force must achieve the targeted objectives.

M T H E					M T H E

    	 Account Management
    	 Advertising
    	 Brand Management
    	 Budgeting/Expense Control
    	 Business Development
    	 Channel Marketing
    	 Collateral Development
    	 Compensation Plans
    	 Competitive Analysis
    	 Contract Negotiations
    	 Convention Planning
    	 Corporate Identity
    	 Customer Relations/Service
    	 Direct Sales
    	 Distribution Channels
    	 Distributor Relations
    	 Ecommerce/B2B
    	 Field Liaison
    	 Field Sales (Outside Sales)
    	 Forecasting
    	 Goal Setting
    	 Image Development
    	 Import / Export
    	 Incentive Programs
    	 Inside Sales
    	 International Business Development
    	 International Expansion
    	 Logo Development


    	 Market Research & Analysis
    	 Market Rollout
    	 Marketing Communications
    	 Marketing Plans
    	 Marketing Promotions
    	 Media Buying/Evaluation
    	 Media Relations
    	 Merchandising
    	 Multi-Media Presentations
    	 New Account Sales
    	 New Product Development
    	 Online Marketing & Advertising
    	 Packaging
    	 Pricing
    	 Product Demonstrations
    	 Product Introduction/Launch
    	 Product Line Development
    	 Product Management
    	 Product Publishing/Sales
    	 Product Sourcing
    	 Product Specifications
    	 Proposal Writing
    	 Radio Media
    	 Sales Administration
    	 Sales Analysis
    	 Sales Forecasting
    	 Sales Kits
    	 Sales Management

    	 Sales Presentations
    	 Sales Promotions
    	 Sales Recruiting
    	 Sales Support
    	 Sales Training
    	 Showrooms
    	 Strategic Alliances/Partnerships
    	 Strategic Planning
    	 Supply Chain Analysis
    	 Supply Chain Management
    	 Survey Design
    	 Technical Sales Support
    	 Telemarketing
    	 Television Media
    	 Territory Development
    	 Tradeshows
    	 Trend Analysis
    	 Video Productions
    	 _____________________
    	 _____________________
    	 _____________________
    	 _____________________
    	 _____________________




Corporate Communications Skill Set

Plans, executes, and coordinates relationships of the company and its representatives with the company’s various publics in order to achieve acceptance of the company, its objectives, and its conduct; and acquire knowledge of the business environment required for review and attainment of the company’s objectives.

M T H E					M T H E



    	 Business to Business Communication
    	 Community Affairs/Relations
    	 Corporate Image
    	 Corporate Philanthropy
    	 Corporate Publications
    	 Corporate Relations
    	 Educational Programs
    	 Employee Communications
    	 Employee Newsletters
    	 Event Planning
    	 Fund Raising
    	 Government Affairs/Relations
    	 Industry/Association Relations
    	 Internet Communications
    	 Investor Collateral
    	 Media Presentations
    	 Press Releases
    	 Proposal Writing
    	 Public Relations
    	 Public Speaking
    	 Risk Management Communication
    	 Shareholder Relations
    	 Speech Writing
    	 Trade Relations
    	 Web Site Development-html
    	 _____________________
    	 _____________________
    	 _____________________




Human Resources Skill Set

Broadly stated, HR refers to selection, staffing, development, and utilization of an organization’s human resources.  Organizations design programs to develop their human resources to their fullest capacities and to maintain ongoing worker commitment.

M	T	H	E				M	T	H	E

    	 Affirmative Action
    	 Arbitration/Mediation
    	 Benefits Vendor Management
    	 Career Counseling
    	 Career Development
    	 Classified Advertisements
    	 Company Orientation
    	 Compensation & Benefits
    	 Computer Based Training
    	 Corporate Culture & Change
    	 Cost Benefit Analysis
    	 Course Development
    	 Diversity
    	 Downsizing
    	 EEOC Compliance
    	 Employee Coaching
    	 Employee Communications
    	 Employee Discipline
    	 Employee Relations
    	 Employee Selection
    	 Executive Recruiting
    	 Grievances
    	 HR Generalist
    	 HRIS
    	 Human Resources Management
    	 Industrial Relations
    	 Interactive Training (Internet)
    	 International Employees
    	 Job Analysis
    	 Job Competencies
    	 Labor Negotiations
    	 Network Operations
    	 Organizational Development
    	 Outplacement
    	 Performance Measurement
    	 Policies & Procedures
    	 Psychological Assessment
    	 Records Management
    	 Recruiting
    	 Relocation
    	 Salary Administration
    	 Succession Planning
    	 Team Building
    	 Training
    	 Training Administration
    	 Union Coordination
    	 Wage / Rate Analysis
    	 Workers' Compensation
    	 Workforce Forecasting/Planning
    	 Workforce Security
    	 _____________________
    	 _____________________
    	 _____________________
    	 _____________________




Finance Skill Set

Plan, direct, control, and measure the results of a company’s monetary operations. Secure adequate operating funds at minimum cost, invest surplus funds to best advantage, and maintain a strong financial reputation for the company.  Maintain records and prepare reports to meet corporate legal and tax requirements and measure the results of company operations.

M	T	H	E				M	T	H	E

    	 Accounting Management
    	 Accounts Payable
    	 Accounts Receivable
    	 Acquisitions & Mergers
    	 Actuarial / Rating Analysis
    	 Angel Funding
    	 Auditing
    	 Banking Relations
    	 Budget Control
    	 Budgeting
    	 Capital Budgeting
    	 Capital Investment
    	 Cash Management
    	 Cost Accounting
    	 Cost Control
    	 Credit / Collections
    	 Debt Negotiations
    	 Economic Studies
    	 Equity/Debt Management
    	 Feasibility Studies
    	 Financial Analysis
    	 Financial Planning
    	 Financial Reporting
    	 Financial Software Packages
    	 Financing
    	 Forecasting
    	 Foreign Exchange
    	 General Ledger
    	 Insurance
    	 Internal Controls
    	 Investor Relations
    	 IPOs
    	 Lending
    	 Lines of Credit
    	 Management Reporting
    	 New Business Development
    	 Operations Research/Analysis
    	 Payroll
    	 Pension & Fund Management
    	 Pricing / Forecast Modeling
    	 Private Placements
    	 Profit Planning
    	 Risk Management
    	 Road Shows
    	 SEC Reporting
    	 Special Reports
    	 Stockholder Relations
    	 Systems Installation/Training
    	 Taxes
    	 Treasury
    	 VC/Investor Presentations
    	 Venture Capital Relations
    	 _____________________
    	 _____________________
    	 _____________________
    	 _____________________



Administration Skill Set

Deals with support services, primarily focused on the facility and related topics.

M T H E					M T H E

    	 Concierge			    	 Office Management
    	 Construction			    	 Office Relocations
    	 Contract Negotiations			    	 Mailroom
    	 Office Staff Training/Supervision	    	 Office Equipment
    	 Credit Transactions			    	 Parking
    	 Customer Service			    	 Policies & Procedures
    	 Equipment Purchasing			    	 Project Management
    	 Facility Management			    	 Real Estate
    	 Forms and Methods			    	 Reception
    	 HVAC			    	 Records Management
    	 Leases			    	 Security
    	 Library			    	 Space Planning
    	 Logistics			    	 Utilities
    	 Telecommunications			    	 _____________________



Legal Skill Set

Performs functions required by law or by-laws of the corporation.  Appraises and advises the company of all phases of its operations and relations from a legal viewpoint.  Counsels on, prepares documents required by, and represents the company in connection with governmental controls, requirements, and statutory obligations.

M	T	H	E				M	T	H	E

    	 Anti-Piracy Investigation
    	 Antitrust
    	 Board of Director Affairs
    	 Case Management
    	 City, County, State Issues
    	 Contract Administration/Mgmt
    	 Copyrights & Trademarks
    	 Corporate Secretary
    	 Documentation
    	 EEO, OSHA, EPA, FDA, etc.
    	 Employment Law
    	 Federal Issues
    	 Financial Regulations
    	 Government Contracts
    	 Government/Legislative Affairs
    	 Incorporation
    	 Intellectual Property
    	 International Agreements
    	 Labor Issues
    	 Leases & Records
    	 Legislative Affairs
    	 Licensing
    	 Litigation
    	 Lobbying
    	 Mergers & Acquisitions
    	 Patents
    	 Political Relations
    	 Purchase Agreements
    	 Real Estate Law
    	 Regulatory Compliance
    	 Safety Regulations
    	 Securities Registration
    	 Shareholder Proxies
    	 Stock Administration
    	 Taxes
    	 Transactions
    	 _____________________
    	 _____________________
    	 _____________________
    	 _____________________



Information Systems  — Information Technology — Internet Skill Set

Works with the hardware, software, networks, data, and personnel supporting business objectives.


M T H E					T	H	E
M T H E

    	 Analog Design
    	 Algorithm Development
    	 Applications Database Admin.
    	 Applications Development
    	 ASP Applications Systems Provider
    	 Broadband Networks
    	 Business Systems Planning
    	 Cabling
    	 Capacity Planning
    	 Chip Design
    	 CRM-Client Relationship Mgmt
    	 Computer Aided Design
    	 Computer Architecture
    	 Computer Configuration
    	 Computer Interface
    	 Computer Operations
    	 Computer Selection
    	 Computer Systems Conversion
    	 Data Center Operations
    	 Data Mining
    	 Data Processing Management
    	 Data Security
    	 Database Administration
    	 Database Development
    	 Desktop Publishing
    	 Desktop Video Publishing
    	 Diagnostics
    	 Digital Design
    	 Digital Signal Processing
    	 Distributed Processing

    	 Ecommerce/B2B
    	 Electronic Data Interface (EDI)
    	 Enterprise Asset Management (EAP)
    	 Enterprise Level Applications
    	 Enterprise Resource Planning (ERP)
    	 Equipment Selection
    	 Field Support Engineering
    	 Game Design
    	 Graphics
    	 Hardware Management
    	 HTML/XML
    	 Information Management
    	 Information Technology Admin.
    	 Integration Software
    	 Intranet Development
    	 Languages – Java, C+++, etc.
    	 Linear Programming
    	 Linux Operating System
    	 Methodology Engineering
    	 Microprocessors
    	 Modeling
    	 Multiplexors
    	 Network Engineering
    	 Network Operations Management
    	 Object Oriented Development
    	 Office Automation
    	 Performance Monitoring
    	 Peripheral Equipment
    	 Portal Design/Development
    	 Process Development


    	 Programming / Coding
    	 Project Management
    	 Release Management
    	 Software Customization
    	 Software Development
    	 Software Engineering
    	 Spreadsheets
    	 Supplier Integration
    	 Systems Analysis
    	 Systems Applications
    	 Systems Development
    	 Systems Design
    	 Systems Testing
    	 Systems/Software Installation
    	 Systems/Software Training
    	 Technical Evangelism
    	 Technical Support/Help Desk
    	 Technical Writing

    	 Telecommunications
    	 Test Engineering
    	 Tracking Systems
    	 UNIX
    	 Usability Engineering
    	 User Education/Documentation
    	 User Interface
    	 Vendor Relations
    	 Vendor Sourcing
    	 Voice & Data Communications
    	 Web Development/Graphic Design
    	 Website Content Writer
    	 Website Editor
    	 Wireless Systems
    	 Word Processing
    	 _____________________
    	 _____________________
    	 _____________________
    	 _________________
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Graphic Design/Desktop Publishing/Web Skill Set


    	 QuarkXPress/InDesign
    	 Illustrator/ FreeHand
    	 CSS
    	 Perl/PHP/Python
    	 Content Management Systems
    	 Dreamweaver
    	 HTML coding
    	 Troubleshooting, problem  solving
    	 FTP’ing on Internet
    	 Uploading files to Internet
    	 Preparing presentations/PPT
    	 Creating client mock-ups
    	 Color correction
    	 Color theory
    	 Photoshop
    	 Perl/PHP/Python
    	 Adobe Acrobat
    	 Perl/PHP/PythonFlash
    	 Action Scripting
    	 Converting (Mac to/from PC)
    	 Organizing work flow
    	 Project management
    	 Mounting artwork
    	 Pre-press, production work
    	 Photo scanning


    	 Understanding print bids
    	 Process color
    	 Spot color
    	 Creative copy writing
    	 Typography
    	 Typing
    	 Formatting typing
    	 Web press
    	 Sheet press
    	 Creating die cuts
    	 Naming conventions for file mgmt. 
    	 Package design
    	 Printing terminology, process
    	 Communication skills
    	 Team player/manager
    	 Able to meet deadlines
    	 Client relations skills
    	 Professionalism
    	 Networking and social skills
    	 Linked In
    	 Facebook
    	 Twitter
    	 Blogging
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Creative/Artistic/Musical Skill Set  


    	 Fine motor control
    	 Eye-hand coordination
    	 Visual composition (balance, form)
    	 Drawing
    	 Computer design
    	 Musical composition


    	 Sense of rhythm
    	 Musical ear
    	 Orientation to detail
    	 Imagination, creativity
    	 Ability to improvise
    	 Intuition, silencing inner critic


Go back and rank the skills A, B or C where:

A = Something you like doing and you're good at (a.k.a. "motivated skills")
B = Something you like doing
C = Something you can do
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Module No. 6:
INTERESTS



The sixth aspect of your Authentic Vocation is your Interests. You will notice that the checklist is divided into six sections with similar interest clusters. Put a check to show each interest that you relate to. 

	Interest Clarification
	Story #
	Total
#

	Realistic: Hands on, Physical or Outdoors
	1
	2
	3
	4
	5
	6
	7
	

	Be able to move around in my work
	
	
	
	
	
	
	
	

	Do hands-on work 
	
	
	
	
	
	
	
	

	Meet clear standards
	
	
	
	
	
	
	
	

	See the results of my work
	
	
	
	
	
	
	
	

	Work outdoors
	
	
	
	
	
	
	
	

	Totals
	



	Investigative: Research/Thinking/Problem Solving
	1
	2
	3
	4
	5
	6
	7
	#

	Be able to structure my own work
	
	
	
	
	
	
	
	

	Be recognized for my knowledge
	
	
	
	
	
	
	
	

	Contribute new learning to a field
	
	
	
	
	
	
	
	

	Demonstrate high degrees of skill
	
	
	
	
	
	
	
	

	Engage in complex questions & demanding tasks
	
	
	
	
	
	
	
	

	Totals
	



	Artistic: Creativity in All Its Forms
	1
	2
	3
	4
	5
	6
	7
	#

	Be able to write or present ideas
	
	
	
	
	
	
	
	

	Be free to express my uniqueness
	
	
	
	
	
	
	
	

	Be involved in studying or creating beauty
	
	
	
	
	
	
	
	

	Create new ideas, programs or structures
	
	
	
	
	
	
	
	

	Have personal control over my life & lifestyle
	
	
	
	
	
	
	
	

	Totals
	



	Social: Helping/Teaching/Healing Professions
	1
	2
	3
	4
	5
	6
	7
	#

	Be involved in helping others directly
	
	
	
	
	
	
	
	

	Contribute to the betterment of the world
	
	
	
	
	
	
	
	

	Feel that my work is making a difference
	
	
	
	
	
	
	
	

	Have opportunities for self-development
	
	
	
	
	
	
	
	

	Work with others toward common goals
	
	
	
	
	
	
	
	

	Totals
	



	Enterprising: Business or Carrying Out Projects
	1
	2
	3
	4
	5
	6
	7
	#

	Be able to get ahead rapidly
	
	
	
	
	
	
	
	

	Be in a position to change opinions
	
	
	
	
	
	
	
	

	Have a high standard of living
	
	
	
	
	
	
	
	

	Have the power to influence others’ activities
	
	
	
	
	
	
	
	

	Impress others, have respect & status
	
	
	
	
	
	
	
	

	Totals
	
	



	Conventional: Following Set Procedures/Routines
	1
	2
	3
	4
	5
	6
	7
	#

	Carry out responsibilities and meet requirements
	
	
	
	
	
	
	
	

	Complete work where attention to detail is required
	
	
	
	
	
	
	
	

	Do work where employment is secure 
	
	
	
	
	
	
	
	

	Do work where tasks are clear
	
	
	
	
	
	
	
	

	Have regular hours and predictable work
	
	
	
	
	
	
	
	

	Totals
	



	Insert additional interests 
	1
	2
	3
	4
	5
	6
	7
	#

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	



Congratulations on clarifying your interests! Circle or highlight the top 5 interests that are most important for you. 




Authentic Vocation
Module No. 7:
CAREER DISCOVERY
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You are now ready to explore the seventh element of your Authentic Vocation, Career Discovery.

Now it is time to do some homework. Think about your life purpose, things you enjoy doing in your spare time, aspects of your current job you enjoy, and your natural abilities as you do this research. Your local library has a wide selection of resources to assist you in designing your new career.  Begin by spending some time browsing through the O*Net web site at http://online.onetcenter.org/. This will give you all of the job classifications in various major career fields. Also visit this Department of Labor site that takes into account your previous jobs: http://www.myskillsmyfuture.com.

The purpose of this research is to expand your horizons.  As you browse through this resource, note the SOC numbers and descriptions of the job classifications that sound like fun to you, that you would enjoy doing and feel you could do well (even if you might need additional training or education to do so).  Please don't choose a code ONLY because it "fits my training" or "is in the line of work I'm comfortable in."  Be open to new ideas.  Ignore (for now) all of the adult conditions such as money, location, education, experience, licenses, etc.  Don't rule something out because you don't think you can make enough money doing it. 

Below, list the results of your research -- that is, jot down the SOC codes and titles for the career fields and jobs that interest you.

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.


Now, narrow your choices down to your top 10 favorites. To do this, keep in mind first, the choices which sound like the most fun, and second, those that are consistent with your leisure activities, favorite job tasks, and enjoyable natural skills.  In this part of the exercise, you may take into account such things as education, location, and other "practical" considerations to some extent -- but don't limit yourself too much. Mark each of your favorites -- those that sound fun as well as within the realm of practicality -- with a star on the previous page.
 
You should now have a list of 10 career areas and/or job descriptions that sound like fun to you, and are at least within the realm of possibility for you to do.  Now, let's return to your list of values from earlier in the section.  Can you narrow your list of job types further by comparing your important values with each of your 15 choices?  If you can see at the outset that your important values cannot be fulfilled in one of your chosen careers or jobs, it should be eliminated from your list, since it will not result in the satisfaction you are seeking.  (Note, however, that you may not be able to determine whether your values will be met until you have a particular company in mind.)  Cross off any of your 10 favorites which are inconsistent with your important values.

Be careful not to eliminate areas before you are fully informed.  If some of the items on your list are areas you have not considered before, you may want to do some 


networking with others in the field, or do some additional research on that career area before deciding whether you can fulfill your value(s) in that job.

If you want to continue this research in more detail, your librarian can guide you to other directories such as Dun and Bradstreet, Standard and Poors, Thomas Registry, Moody's, and local and state directories, as well as individual industry reference books.  The U.S. Department of Labor's Occupational Outlook Handbook is also helpful in generating ideas to expand your horizons: http://www.bls.gov/oco.

Another resource is Marty Nemko’s Cool Careers for Dummies. The first part of the book has a synopsis of 500 career areas, broken down by whether they work with people, data (numbers), information (words) or things. But keep in mind that new careers are created all the time. Search job search engines by your favorite skills to discover what job titles use those skills. 

When you find 5 or so careers that interest you, research them. If they still sound appealing, find someone who does those jobs and interview them. Google “informational interview” to learn how to find people to interview and how to conduct such an interview. 

Go back and rank skills from worksheet #4 as A, B or C where:

A = Something you like doing and you're good at (a.k.a. "motivated skills")
B = Something you like doing
C = Something you can do

Then search on Monster, Indeed or SimplyHired on the "A" skills to see what kinds of jobs pop up.

To summarize… For any job that interests you:

Read about it
Talk to someone who does it (find them at professional organizations)
Shadow someone who does it
Try it out yourself by volunteering at a non-profit
Take a class
Try to find a mentor who will teach you
Try to find a project to do
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Module No. 9:
BUSINESS REALITY



Now that you have explored your life purpose and other factors of your ideal job, you should have a fairly accurate picture of the next job/career you wish to pursue. 

Describe your ideal job using the following Authentic Vocation factors:

My Life Purpose:
__________________________________________________________________

__________________________________________________________________

My Personality:
__________________________________________________________________

My Values:
__________________________________________________________________

My Motivators:
__________________________________________________________________

My Knowledge, Skills and Abilities:
__________________________________________________________________

My Experience (from paid or volunteer work):
__________________________________________________________________

My Interests:
__________________________________________________________________

My Job/Career Targets:
__________________________________________________________________

My Desired Work Environment:
__________________________________________________________________



                                                                                                                                                              
Note: Alternatively, you can use the “Ideal Job Template.” 

Then, incorporate these elements into a narrative summary on a separate screen or piece of paper describing the ideal job as though you already had it. Fill in any missing elements with the “Ideal Day Exercise.”  For example:          

I am working in a high-tech company of approximately thirty-five people, in 
San Jose, California, doing computer-assisted design. I make a salary of $85,000 and have the following benefits: 401(k) plan, three weeks’ vacation annually, and medical and disability insurance. I feel wonderfully satisfied in my work, since I work primarily with computers (my passion) and have two floating days off each month (in addition to weekends) to pursue my main hobby, hiking.

Business Reality

Your next step will be to filter your vision for your ideal job through the lens of “business reality.”  

· Does your job target meet a need in the business world or workplace? Or do you need to make some changes for that to occur? For many traditional job roles there is always a market need.  This includes salespeople, operations managers, and support staff.  Other positions may require research into sources such as the Occupational Outlook Handbook (http://www.bls.gov/oco) and/or the Career Guide to Industries (http://www.bls.gov/oco/cg/) to determine whether the occupation you have chosen is projected to be growing, stable, or declining over the coming years.

· Will this type of work meet your financial needs? Using one or more of the Internet salary sites listed below, determine the average salary range for the type of work you have described.

www.careers.wsj.com		www.wageweb.com
www.jobsmart.org			www.salary.com
www.abbott-langer.com		www.bls.gov

My minimum:				$_____________________ per year
My maximum:			$_____________________ per year
Average for this occupation 	$_____________________ per year

· Are there enough jobs available in this type of work? If the specific occupation you have chosen does not appear viable, what related positions are available? Use the OOH to keyword search, consult O*Net at http://online.onetcenter.org, and ask people in your network – as well as your career coach – for ideas.


For each target, determine:
Desired company size:  			________________________
Desired position/job/function/role:		________________________
Desired geographic area:			________________________
Size of target market:
a.  Total number of organizations:			___________________
b.  Number of probable positions fitting 
     desired criteria in each organization:	 	___________________
a x b = Total number of probable and suitable positions: ____________



· Do you know how long your job search should take? The typical search takes three to six months, or one month for every $10,000 of salary. What plans have you made to support yourself financially during your search? Consider the following factors, each of which may extend or reduce your search time:

· Clarity about your job target(s) 
· Geographic scope you will consider
· Whether you are making a career change
· Size of your network of contacts
· How marketable your skills are
· Market/economic conditions
· Your attitude, self-confidence and personality style 
· Financial reserves (including severance)
· Support from family and friends 
· Amount of effort/commitment you invest
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Module No. 10:
MARKETING



This worksheet is designed to be both a format for a coach/client co-designed job search plan and a weekly client activity summary. Coach and client should work together to establish reasonable goals for client’s job search activities for weeks 1–6 (columns C–H) and total (column B) in each strategy (column A). Client should then complete and submit an actual activity report (columns I–L) for each week.

MARKETING PLAN TEMPLATE

	

Designed for:  
	Date:

	(A)
	(B)
	(C)
	
	(D)
	(E)
	(F)
	(G)
	(H)
	(I)
	(J)
	(K)
	(L)

	Strategy
	Total
	Week 1
	 
	Week 2
	Week 3
	Week 4
	Week 5
	Week 6
	Letters
Sent
	Calls
	Interviews
	Offers

	UNPUBLISHED ___%
	
	
	
	
	
	
	
	
	
	
	
	

	1.  Networking
	
	
	
	
	
	
	
	
	
	
	
	 

	     a.  Associations
	
	
	
	
	
	
	
	
	 
	
	 
	 

	     b.  Alumni
	
	
	
	
	
	
	
	
	
	
	
	 

	     c.  Influential people
	
	
	
	
	
	
	
	
	 
	 
	 
	 

	     d.  Friends/associates
	
	
	
	
	
	
	
	
	
	
	
	 

	Follow up calls plus 20 
new contacts
	
	
	
	
	
	
	
	
	
	
	
	 

	2.  Direct Targeted
	
	
	
	
	
	
	
	
	
	
	
	 

	to Employers
	
	
	
	
	
	
	
	
	 
	 
	 
	 

	3.  News Event  Letters 
	
	
	
	
	
	
	
	
	
	
	
	 

	PUBLISHED ___%
	
	
	
	
	
	
	
	
	
	
	
	

	4.  Recruiters
	
	
	
	
	
	
	
	
	
	
	
	

	5.  Ads
	
	
	
	
	
	
	
	
	
	
	
	

	6.  Job Board Postings
	
	
	
	
	
	
	
	
	
	
	
	

	7.  Job Fairs
	
	
	
	
	
	
	
	
	
	
	
	

	TOTALS
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Module No. 11:
CATALOGING YOUR
WORK SUCCESSES


One of the best ways to catalog your work experience is to do it in two parts. First, briefly describe the positions you have held and industries in which you held them in the table below:

	POSITION
	INDUSTRY

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	



Now, for each position listed above, write at least 3 Work Experience Stories below.  (You should have at least 8-10 stories in all.) The 3 elements of a Work Experience Story are:
	C – Challenge or Circumstance when you began the project or task
	A – Action you took to create a result or solve a problem
	R – Result which followed, quantified whenever possible

Here’s an example:

[Challenge:] When I was promoted to Sales and Marketing Director for Region 5, we were the lowest performing region of the 30 regional territories.  My challenge was to bring the sales and overall performance numbers up as quickly as possible.  [Action:] To do so, I met with the 20-person sales staff, jointly established some aggressive goals for the next 6-12 months, and developed a promotional strategy to increase customer awareness of our products which included incentives for new purchases within a stated length of time.  [Result:] Within 90 days, sales were up by 15%, and by year-end we were second in the nation with $1.2 million in sales.
Write your stories below:

1.











2.












3.















4.







5.








6.









7.






8.
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Module No. 12:
WANTS vs. NEEDS
ANALYSIS

Please complete the “Wants” and “Needs” columns on the worksheet as part of your Authentic Vocation discovery process, especially during your exploration of Authentic Vocation Factor 8, work environment. Then, when different job offers come in, you can compare them in detail. Add additional “Job Offer” columns as needed.


	Item
	Wants (yes or no, or amount as appropriate)
	Needs
(yes or no, or amount as appropriate)
	Job Offer No. 1
(yes or no, or amount as appropriate)
	Job Offer No. 2
(yes or no, or amount as appropriate)

	Compensation
	
	
	
	

	Salary
	
	
	
	

	Bonuses/commission
	
	
	
	

	Stock options
	
	
	
	

	Relocation package
	
	
	
	

	401k plan, match
	
	
	
	

	Medical insurance
	
	
	
	

	Holidays/vacation
	
	
	
	

	Life insurance
	
	
	
	

	Disability insurance
	
	
	
	

	Sick/personal leave
	
	
	
	

	Travel expense reimbursement and/or company car or allowance
	
	
	
	

	Severance package
	
	
	
	

	Health club membership
	
	
	
	

	Computer allowance
	
	
	
	

	Tuition reimbursement 
	
	
	
	

	Other benefits desired
	
	
	
	

	
	
	
	
	

	Authentic Vocation Fit:
	
	
	
	

	Expresses my life purpose
	
	
	
	

	Job/company in alignment with my key values
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Module No. 13:
ELEVATOR PITCH

Your elevator pitch is a speech that introduces you and your value to someone that is short enough to be delivered in the space an elevator ride (15-30 seconds).

Create one here: 15secondpitch.com

SIX QUESTIONS YOUR “ELEVATOR PITCH” MUST ANSWER:

1. Who are you?
Briefly describe what you do and how you work.

2. Who is your market?
Who do you do it for? Who are you internal or external customers?

3. Who is likely to hire you?
What kind of organization do you want to work for?  

4. What is behind your brand?
Tell about one achievement, a success story. Quantify the achievement if possible. Tell not just what you did but the “So what?” Tell what the impact, outcome or result was.

5. What is your competitive advantage?
What differentiates you from others who do the same thing? Why are you the best? What’s your niche?

6. What’s your call to action?
What are you seeking? A meeting? An informational interview? A job interview? An introduction to someone? Suggest the next step.

EXAMPLES

Website Designer

The San Francisco Symphony came to me recently because their old website held dynamic data about their rehearsal and concert schedules, and they needed their website designer to make the updates every time the schedule changed. I created a new website and now the board members can make these changes themselves, saving them both time and money. My name is Thomas and if you can use Word, then I can show you how you can easily update your own website.


Real Estate Agent

I manage the millions of details involved in getting a house ready to show so that it gets the best possible price. Let me share a recent example. I was doing a walk through with a client and realized that he was so overwhelmed by the other details that he had overlooked a critical issue: His oil furnace was a fire hazard. We were able to fix the furnace so that it didn’t become an issue at the open house. If you would like a free report with 29 tips for getting your home sold fast (and for top dollar), you can visit the reports section of my website: _________. My name is _______ and I’m a Realtor® with _________.


Financial Professional

I am a CFO with 15 years of experience leading the financial operations of several Sacramento-based companies. I have a deep interest and passion for Clean Energy Technology and would like to use my financial expertise to help develop the Sacramento Region’s Clean Tech Industry. Would you or someone you know have any insight or contracts within that industry?”


Career Coach/Resume Writer

Hi, I’m Maureen Nelson. I help people make satisfying, yet realistic, career choices based on their natural talents and what the labor market needs now. Because I have a background in publishing, I draw on my writing, editing and design skills to come up with high-impact marketing materials for my clients. I wrote a resume for one client who had been job searching for months and she got a offer just a week later. If you think I might be able to help you with a career issue, let’s have a conversation. 


WRITE YOUR PITCH HERE:
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