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"This pocketbook provides a systematic and pragmatic approach to career transition.
A must for anyone, at any stage or turning point in their career."
Joan Porter-Butler, Employee Relations Manager (UK), Gap
"An excellent book, comprehensive and concise – ideal for readers looking for tips and guidance
as they progress their careers."
Colin Dalby, Head of Human Resources, Thomas Cook
"Over 30 years I have recruited a great number of people and conducted far too many interviews.
I wish all my applicants had read this book and followed Keith's advice."
Len Tunnicliffe, Account Director, Teradata, a Division of NCR
"At last, a concise and clear guide to career transition. A must have book
for anyone considering a new challenge."
Simon Leach, Market Development, Travelex PLC
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STEP 2 - SET YOUR GOALS

YOUR CAREER DECISION-MAKING PROCESS
1. Define your challenge
Think of this as your dream challenge.
I want to:
G

Get promoted

G

Find a job in Europe

G

Change jobs

G

Work in the Not for Profit sector

G

Find a job

G

Start a business

G

Work from home

G

Retire

G

Work part-time
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YOUR CAREER DECISION-MAKING PROCESS
2. State your goal clearly
What outcome do you want from the challenge?
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G

I want to be promoted to a higher grade in the next six months, with at least a
£1,500 increase in salary

G

I am unhappy in this job; I want to change jobs by July of this/next year

G

I want to return to work now that Matthew is eighteen months old

G

I want to give something back to society so I am going to start looking for work in
the Not for Profit sector in the South East

G

I want to apply to 25 large companies (more than 200 employees) within 30 miles of
Rugby that might be looking for trainee accountants

STEP 2 - SET YOUR GOALS

YOUR CAREER DECISION-MAKING PROCESS
3. List your initial alternative solutions
Think about your contingencies should
your goal not work out.
If I am not successful at gaining promotion
I can:
G

Try again for the same in six months

G

Leave the company

G

Try for a different type of job in three
months

G

Find a coach/mentor to help me
succeed

G

Complain to the union/my boss

G

Do nothing
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STEP 2 - SET YOUR GOALS

YOUR CAREER DECISION-MAKING PROCESS
4. Collect information and develop the list of choices
I am unhappy in this job; I want to change jobs by July of this/next year.
1. What kind of information do you need?
G
What have I got to offer?
G
What jobs are out there now?
G
Where are they?
G
What are these employers looking for?
2. Where can you obtain it?
G
Networking
G
Newspapers and other media
G
Internet job sites
G
Recruitment agencies
3. Is it relevant to the problem?
G
Yes, it is relevant to what I want to happen
G
I can start doing something
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STEP 2 - SET YOUR GOALS

YOUR CAREER DECISION-MAKING PROCESS
5. Compare and think seriously about your choices
G

What you know about yourself, ie: your values
- Have I done all the self-assessment?
- Do I know my skills, values, achievements, etc?
- Can I do this job?

G

Your commitments to others involved in the change
- Who else will it affect (eg: partner, children, parents, friends)?
- What impact will it have on them (eg: if we move then the children will have
to change schools)?

G

Your resources
- Can I/we afford the change, ie: the cost of houses in the new area?
- Can I cope with commuting three hours every day?

G

Your constraints
- Is the timing right?
- Will it mean a move?

- Will the children want to move?
- Will Sam find a job when we move?
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YOUR CAREER DECISION-MAKING PROCESS
6.

Choose one alternative

G

I am going to apply for the job I saw in the
newspaper today

7.

Take action on your choice

G

G

Analyse the job
Update your CV
Draft the letter of application
Research the job
Prepare for the interview

8.

Review

G

Review your actions frequently

9.

Make new decisions if necessary

G

If you are not going to be offered an
interview then start again

G
G
G
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