My Career Action Plan

Putting the Pieces Together

My Values

What are three important values for a rewarding work environment?

1. ____________________

2. ____________________

3. ____________________

	My Skills

	List three of your technical/job-related skills

1. ______________________

2. ______________________

3. ______________________


	List three of your adaptive skills

1. ______________________

2. ______________________

3. ______________________



	List three of your transferable skills

1. ______________________

2. ______________________

3. ______________________




My PARs

List four ways PARs are used

1. _______________________________

2. _______________________________

3. _______________________________

4. _______________________________

Write a PAR 

Problem: ___________________________________________________

Action: _____________________________________________________

Result _____________________________________________________

Next Steps

I want to schedule an appointment with a staff member


I need a résumé   

Labor Market

List three ways you research labor market

1. ______________________________

2. ______________________________

3. ______________________________

Your Marketing Campaign

My Résumé

Have you sent your resume to employers?  ____________________________

How long have you used this resume?  _________________________________

Results/Number of interviews:  Telephone_________  Face-to-face__________ 

My Interview Skills

List three things you do well at an interview

1. ___________________________________________

2. ___________________________________________

3. ___________________________________________

List something that makes you feel uncomfortable at an interview

1. ____________________________________________

My Networking

List five ways to network

1. ________________________________

2. ________________________________

3. ________________________________

4. ________________________________

5. ________________________________

My Personal Commercial

What is included in your “Personal Commercial?”

1. ____________________________________

2. ____________________________________

3. ____________________________________

4. ____________________________________

5. ____________________________________

6. ____________________________________
Penetrating the Hidden Job Market

What percentage of all jobs are hidden? 20% __ 50% __ 75% __ None __

Ways I can penetrate the Hidden Job Market.

1. _________________________________

2. __________________________________

3. __________________________________

My Job Search Strategies

What methods will I use to find work? (Check all that apply)

	Networking
	

	Paper Ads
	

	Job Boards
	

	Online Networking
	

	Recruiters
	

	Job Fairs
	

	Staffing Agencies
	

	Others
	


What do I need to learn about the job search? (Check all that apply)

	How to better know myself (skills and values assessments)
	

	How to better determine what I want to do 
	

	How to write a cover letter
	

	How to interview in today’s market place
	

	How to network face-to-face
	

	How to network online
	

	How to negotiate salary
	

	How to follow up with employers
	

	How to write a résumé
	

	How to use age to my advantage
	

	How to market myself
	


Do I have barriers to employment? (Check all that apply)

	Child care
	

	Transportation
	

	Disability
	

	Positive CORI
	

	Housing
	

	Other
	


How can the Career Center of Lowell help me? (Check all that apply)

	Career guidance
	

	Workshops
	

	Resource room
	

	Veterans’ assistance
	

	Training
	

	Self-marketing
	

	Disability assistance
	


Facilitator’s Initials _____________
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