Career Planning Guide – Professional and Personal Development

Professional Employment Training @ Littleton High School with Ms. Hall
Interview Time!





Preparation


During the Interview


Follow-up





Identify characteristics needed for professional success 


(skills sought by potential employers: education, training, soft skills, & experience)





Planning for Success


Determine Vision, Set Goals





Self-assess abilities, interests and aptitudes (Bridges)








Choose a career direction


(research options in Bridges)








Assemble Your Toolkit:


Resumes


References


Cover Letters


Experiences


Copies of past applications, evaluations, recommendations


Transcripts, Professional Certifications and Professional Memberships


Research potential employers (industries, companies and contact people)


Letters of Resignation








Network





Develop Contacts





Join Professional Associations





Communicate with others in the profession – make good impressions





Characteristics of Professionalism: 


Communication – positive relationships, image through communications and demeanor


Ethics – decisions with greater good in mind – small habits lead to big ones


Respect – diversity, loyalty, follow-through, separation of private and professional issues


Teamwork – cooperation, conflict resolution, contribution, listening


Leadership – small or big roles – opportunities to demonstrate skills and knowledge








