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CAREER PLANNING SURVEY
Name: ___________________
Write “True” or “False” at the end of each question.
ABOUT YOURSELF

I have a career goal.  


I feel confused, am somewhat uncertain, or lack confidence about my career goal.

I know my likes and dislikes and careers that match them.

I am aware of my abilities and skills and careers that match them.

I know the things that are important to me in a job and careers that match them.

ABOUT CAREERS

I am aware of what to consider when evaluating career options of interest to me.

For careers of interest to me, I know the:

· Duties, tasks, and responsibilities

· Skills required

· Job outlook

· Salary/Pay nationwide and in the part of the country in which I want to live and work

· Education and training required

I already have experience in careers of interest to me.

ABOUT EDUCATION AND TRAINING

I am aware of education and training options/resources available to me.

I am aware of veterans and other financial-aid information and assistance programs.

I have a plan for obtaining the education and training needed to start my career.

I feel confused or somewhat uncertain about my educational goal/plan.

CAREER PLANNING SURVEY (cont.)
ABOUT JOB SEARCH SKILLS

I know how to look for a job and organize my job search.

I need help identifying skills that transfer from my military, homemaker, and/or volunteer experience to civilian jobs.

I have developed a good résumé and cover letter.

I am confident about how to look for a job at a job fair.

I need help learning about how to look for a federal government job.

I would like to learn more about how to build a federal résumé and fill out a federal government job application.

I am confident about my job-interview skills.

I know how to evaluate a job offer to make sure it is the best one for me.

I feel confident about my abilities to evaluate a salary offer and negotiate a salary with an employer.

I am aware of available Career Resource Management Center (CRMC) workshops and resources to help me develop job-search skills.

ABOUT MAKING GOOD CAREER DECISIONS AND DEVELOPING A CAREER PLAN

I know what steps to take to identify the career that is best for me.

I am concerned about my career choice and how it might affect my family.

I have a plan to start my career.

I am aware of CRMC resources to help me make a good career decision and develop a career plan.   

CAREER DECISION-MAKING EXERCISE

1=LOW     5=HIGH

	VALUE


	CAREER OPTION #1:
	CAREER OPTION  #2:
	CAREER OPTION  #3:
	CAREER OPTION #4:

	weight (1-10): 
	
	
	
	

	weight (1-10):
	
	
	
	

	weight (1-10):
	
	
	
	

	weight (1-10):
	
	
	
	

	weight (1-10):
	
	
	
	

	weight (1-10):
	
	
	
	

	TOTAL SCORE
	
	
	
	


CAREER DECISION-MAKING EXERCISE (cont.)
CAREER DECISION-MAKING EXERCISE – How to score

1. Enter careers of interest in each Career Option # block, starting with Career Option #1.

2. In each block of the Value column above the word “weight,” enter up to seven values or items of importance to you.

3. Assign a “weight” to each value (how important that value is to you) using a scale of 1 to 10, placing the number after the colon.  

4. From your research on each occupation, evaluate how well each occupation meets each value

    using a scale of 1 to 5, with 1 meaning the occupation does not meet the value and 5

    meaning the occupation meets the value very well. For each career option, multiply this ranking by the weight for each value. Enter the total in the appropriate block for that career.

5. In the Total Score row, add up all scores for each career option and place the total in the appropriate block.

6. Look at the totals in the Total Score row and identify the occupation with the highest score.

CAREER DECISION-MAKING EXERCISE (cont.)
1=LOW     5=HIGH

	VALUE


	CAREER OPTION #1:
Firefighter
	CAREER OPTION  #2:
High School Teacher
	CAREER OPTION  #3:
Accountant
	CAREER OPTION #4:
Physician Assistant

	Helping others  
weight (1-10): 8 
	5 (x8)=
40


	5 (x8)=

40


	2 (x8)=

16


	5 (x8)=

40



	Safety
weight (1-10): 7
	1 (x7)=

7


	4 (x7)=

28


	5 (x7)=

35


	3 (x7)=

21



	40-hour work week
weight (1-10): 9
	3 (x9)=

27


	4 (x9)=

36


	4 (x9)=

36


	5 (x9)=

45



	High income
weight (1-10): 9
	3 (x9)=

27


	3 (x9)=

27


	5 (x9)=

45


	5 (x9)=

45



	Prestige
weight (1-10): 5
	3 (x5)=

15


	2 (x5)=

10


	2 (x5)=

10


	4 (x5)=

20



	Authority
weight (1-10): 8
	1 (x8)=

8


	3 (x8)=

24


	1 (x8)=

8


	2 (x8)=

16



	TOTAL SCORE
	124
	165


	150
	187


CAREER DECISION-MAKING EXERCISE (cont.)
CAREER DECISION-MAKING EXERCISE – How to score

1. Enter careers of interest in each Career Option # block, starting with Career Option #1.

2. In each block of the Value column above the word “weight,” enter up to seven values or items of importance to you.

3. Assign a “weight” to each value (how important that value is to you) using a scale of 1 to 10, placing the number after the colon.  

4. From your research on each occupation, evaluate how well each occupation meets each value

    using a scale of 1 to 5, with 1 meaning the occupation does not meet the value and 5

    meaning the occupation meets the value very well. For each career option, multiply this ranking by the weight for each value. Enter the total in the appropriate block for that career.

5. In the Total Score row, add up all scores for each career option and place the total in the appropriate block.

6. Look at the totals in the Total Score row and identify the occupation with the highest score.
DISCOVER PROGRAM   

STEP-BY-STEP INSTRUCTIONS

If you have not done so already, contact a representative from the Career Resource Management Center (CRMC) or Lifelong Learning Center to obtain a “token” for access to the Internet version of the Discover program, with accompanying login instructions.

Once you have your token, access the program by following the login instructions provided. Be sure to identify yourself per the appropriate category shown in the drop-down box. Complete all other requested registration information. On the next screen click on the “Get Started” button. 

· At the bottom of the next screen, click on the “Discover Tour” button to become familiar with the resources and features of the program so that you can more effectively and efficiently utilize them.

· Next, click on the “World of Work Map (WWM) Tour” button, also at the bottom of the screen, to become familiar with how the Discover program uses this map to link the results of assessments that you will take to explore career options.

After the WWM Tour, you will now complete three assessments. Start by clicking on the INVENTORIES tab.  Read the Inventories Introduction information on the next screen, and then select Interest Inventory from the menu near the top of the page. On the next screen, click on the “Take Inventory Now” button.  Review the answer options for the questions, then click on the “Next” button to begin the assessment.
After taking the Interest Inventory, a screen will be displayed with a picture of the WWM. To the right of the picture will be a text box stating “Suggested Career Areas for (your name)” and displaying career areas on the WWM. Take a quick look at the titles of these career areas. You will review these later after completing the next two inventories. If a screen appears with a bar graph asking you to review your answers and select one of six bar graph options, follow the instructions to take you to the “Suggested Career Areas for (your name)” screen.

You will now take the Abilities Inventory.  To do so, click on Abilities Inventory from the menu near the top of the page. On the next screen, click on the “Take Inventory Now” button. Review the answer options for the questions, then click on the “Next” button to begin the assessment. 

After taking the Abilities Inventory, a screen will be displayed with the title “Review Your Abilities Ratings,” which allows you the opportunity to review and change any answers. To review the question, move the cursor over the ability in the Ability column. To change your answer, click on the appropriate box to the right of the ability. When you have finished your review, click on the purple “Next” button.  The WWM will appear on the next screen, with a text box on the right stating “Suggested Career Areas for (your name)” and displaying career areas on the map. Take a quick look at the titles of these career areas. You will review these and other career areas later.

You will now take the Values Inventory.  To do so, click on Values Inventory from the menu near the top of the page. On the next screen, click on the “Take Inventory Now” button. Review the answer options for the questions on the next screen, then click on the “Next” button to begin the assessment. After taking the Values Inventory, a screen will be displayed with the title “Review Your Work-Relevant Values Ratings,” which allows you the opportunity to review and change any answers. Follow the 
DISCOVER PROGRAM (cont.)

instructions, then click on the purple “Show My Results” button.  The WWM will appear on the next screen, with a text box on the right stating “Suggested Career Areas for (your name)” and displaying career areas on the map. Take a quick look at the titles of these career areas.  

You will now review all career areas recommended by the three inventories you just completed by clicking on Inventories Summary
 from the menu near the top of the page. 

· Look at the list of career areas in the light purple Suggested Career Areas box on the right of the screen.  

· Click on the first career area in the list. This will take you to a screen where you will indicate the level of education or training you are interested in completing before starting a career. Select one or more of the options, then click on the blue “Submit” button. A list of specific career titles will be displayed for the career area. If you see a specific career that you would like to explore, click on it to review information on the career. Information options are located in white text on the blue bar above the title of the career.

· Spend as much time as you need reviewing the information. If you like the career, click on the blue “Add to My Favorites” button. If not, click on the blue “Return to Occupations List” button on the left of the screen.

· When you are finished reviewing all careers of interest in the career area, click on the blue “Return to Inventory Results” button at the bottom left of the screen. This will take you back to the list of career areas. Select another career area of interest, then on the next screen select specific careers to explore. Mark your favorites, just like you did for the previous career area.

When you are finished exploring all favorite career areas and occupations, click on the blue “Occupations” tab at the top of the screen and then on “My Favorites” in the blue bar on the next screen to see the list of specific careers you saved as favorites.

Review the careers in the "My Favorites” section and try to narrow the list down to a final choice. One way to do this is to explore college majors and other training options for these careers to help you identify the education and training needed for entry into the field. You can also use Discover to find schools offering education and training options for careers on the list. Access this information by clicking on the “Training” option in the blue bar above the title of the career, or by clicking on either the “Majors” or “Schools” tab near the top of the screen.

Make an appointment with a staff member of the CRMC Office for help with deciding on a final career or any other career-planning needs, especially if you are having difficulty making a final choice or need more information on the careers you are considering. Help is also available for choosing the appropriate degree, major, and school for required training. If you know what to major in and what school you want to attend, contact a representative at the Lifelong Learning Center or the Admissions Office at the school offering the training/degree to begin the admissions process and register for classes.

Balancing Life Roles and Goals

We each play many roles in our lives. Listed below are eight life roles that were defined by Donald Super to help us explore our use of time and the balance in our lives. In this exercise, you are asked to classify your daily activities into these eight roles and determine how much time you actually devote to each.

Use these eight life roles:

1. Student/learner (include courses, studying, and other learning activities)

2. Worker (include paid or volunteer work)

3. Homemaker (cooking, cleaning, etc.)

4. Spouse/Partner (include romantic relationships of any kind)

5. Son/Daughter (if you have parents, how much time do you spend with them?)

6. Parent (if you have children, how much time do you spend with them?)

7. Leisurite (include sports or exercise, talking with friends, eating, or any kind of leisure activity)

8. Citizen (include activities designed to help others, working with organizations that help others, and religious activities)

Write the role that you are normally expressing each hour of an ordinary week. Place an X for the hours that you are normally asleep.

	
	Sunday
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday

	Midnight
	
	
	
	
	
	
	

	1 AM
	
	
	
	
	
	
	

	2 AM
	
	
	
	
	
	
	

	3 AM
	
	
	
	
	
	
	

	4 AM
	
	
	
	
	
	
	

	5 AM
	
	
	
	
	
	
	

	6 AM
	
	
	
	
	
	
	

	7 AM
	
	
	
	
	
	
	

	8 AM
	
	
	
	
	
	
	

	9 AM
	
	
	
	
	
	
	

	10 AM
	
	
	
	
	
	
	

	11 AM
	
	
	
	
	
	
	

	Noon
	
	
	
	
	
	
	

	1 PM
	
	
	
	
	
	
	

	2 PM
	
	
	
	
	
	
	

	3 PM
	
	
	
	
	
	
	

	4 PM
	
	
	
	
	
	
	

	5 PM
	
	
	
	
	
	
	

	6 PM
	
	
	
	
	
	
	

	7 PM
	
	
	
	
	
	
	

	8 PM
	
	
	
	
	
	
	

	9 PM
	
	
	
	
	
	
	

	10 PM
	
	
	
	
	
	
	

	11 PM
	
	
	
	
	
	
	


Balancing Life Roles and Goals (cont.)
Count the number of hours you marked for each role. What do you notice about the balance in the roles in your life? Are there any roles you don’t have in your life now, or that are very minor parts of your life? How do you feel about your current allotment of time to each of these roles? Are you satisfied with these results, or would you like to change the balance in some way?

The time you spend in the various life roles should relate to your long-term goals. How do these roles relate to your long-term goals? Based on your long-term goals, is your current allotment of time for these life roles appropriate? You may choose to define short-term goals to change the balance between some of the roles.

[image: image2.jpg]Student
Son/Daughter.





INDIVIDUAL DEVELOPMENT PLAN

(IDP)
Developing and executing a career plan is critical to successful achievement of career and life goals.  Putting effort into organizing and carrying out the activities listed below will help you identify a career and find a job that is a good match to your personality, one that will provide years of happiness and fulfillment; achieving the end-state of success you envision for yourself and your family. Most importantly, following this plan will help you achieve success with little or no wasted time, effort, money, or other resources. It will also eliminate or reduce the possibility of making the wrong decision, and limit or minimize the effect being in the wrong career or job will have on your and your family’s health and well-being.

Place a check or X in the box after completing each step.  Make notes or add information as needed for reference.

CAREER DECISION-MAKING
___Attended Career Decision-Making and Planning class offered by the Career Resource
      Management Center (CRMC)

___Completed Career Planning Survey to begin the career decision making and

   
      planning process and identify steps in process for completion
___Completed self-assessment


___Wrote out on a separate sheet of paper my interests, skills, and values



___Discussed these with a CRMC staff member


___Took one or more of the following assessments available in CRMC to further


      understand my interests, skills, values, and temperament


___Discover program


___ CPP Online Assessment

___Other resources

___Discussed similarities and differences between what I knew about my interests, skills,  

      values, and temperament before taking the assessment and what I learned from the

      assessments
___Identified careers that matched my personality, from results of the assessments
___Researched careers of interest to me, using CRMC and other resources to cover the

      following:

___Description of the occupation

___Job outlook

___Salary information (national, state, and local)

___Skills, competencies, and personality traits of people in the career
___What workers like and dislike about the career
___Education and training requirements, to include licenses, accreditation, and other
      special qualifications

___Related occupations

___Descriptions of actual jobs and current job openings in the field
INDIVIDUAL DEVELOPMENT PLAN (cont.)

___Education and training options, such as college degree programs, internships, and
      apprenticeships

___Talked to people in the career field
___Identified and defined life roles using Life Roles Exercise


___Discussed life roles and career options with spouse/family

___Evaluated careers of interest in terms of their impact on and fit with other life roles

___Made sure to stop career decision making process activities when feeling

___Tired
___Anxious
___Frustrated
___Ill
___Rushed or pressured

___Unsure of myself and my ability to make a good decision
___Discussed thoughts and feelings with CRMC staff member or trusted relative/friend

___Returned to career decision-making process activities when feeling better

___If having trouble making final career choice, used the Career Decision-Making Exercise to:

___Help organize information


___Prioritize what is important to have in a career

___Assign a weight to each priority


___Evaluate each priority for each career option


___Assign a score to each career accordingly  
___Made one last check on final career choice by answering the following questions:

___What do I want in the worker role of my life?

___What is the “end state” of career success I envision?

___What are the obstacles I need to overcome to achieve success in implementing my

      career plan?

___What resources do I need to successfully overcome the obstacles?

___Do I have the resources? 

___If not, where do I have to go to obtain them?

___Made final career choice after completing all steps above

CAREER PLANNING
___Training and education plan

___Identified skills needed to become qualified for entry into career


___Identified skills I possess that match those required


___Identified training needed to develop skills I do not possess



__ Identified appropriate college major if career requires college training


___Located college, school, university or other training provider that offers the required


      Training

INDIVIDUAL DEVELOPMENT PLAN (cont.)


___Obtained assistance from the CRMC, Lifelong Learning Center, or via Internet


      resources to locate all information above, if needed

___Obtained information on veterans and other financial aid information and


      assistance programs
___Accomplished the following for my job search:


___Attended job search strategies workshop offered by CRMC

___Attended resume/cover letter classes offered by CRMC


___Completed, saved, and printed resume and basic cover letter 


___Had resume critiqued by CRMC staff 

___Attended job fair preparation class conducted by CRMC  


___Reviewed list of employers attending job fair and positions available


___Identified employers with openings of interest


___Attended CRMC sponsored job fairs on base

___Attended Federal government job search and application class offered by CRMC



___Created appropriate account on Federal agency web site



___Built online Federal resume



___Created OF-612 or completed other job application forms and documents as



      required



___Constructed Knowledge, Skills, and Abilities (KSAs) for job openings of 


                   interest

 

___Applied for jobs after completing all above



___Used CRMC resources and obtained help from CRMC staff if needed


___Attended interview classes offered by CRMC

___Utilized other CRMC interview resources


___Attended job offer evaluation and salary negotiation class offered by CRMC


___Completed salary research for jobs or occupations of interest, to include personal

      salary range, and range for geographic area of job search

___Asked CRMC staff for help in evaluating job offer and negotiating salary/benefits

      before accepting offer


___Attended CRMC classes or used CRMC resources on importance of first year on the

      job, to include employer expectations and positive work habits

___ Understand the importance of continuing education and professional development as


       necessary in order to limit depreciation of skills and qualifications, and as a form of

       insurance against possible future job loss
Curriculum Guide


Handouts


Module 1








Career Decision-Making and Planning  


