
   

 
 

        

         

  
 

           
      

   

  
  

  
   

  
   

  
   

  
  

 

 
 

 

  

   

  

  

  

    

 

    

 

 

  

  

  

 

UNIVERSITY of WASHINGTON I PROFESSIONAL & ORGANIZATIONAL DEVELOPMENT 

 

CAREER PLANNING 
RESOURCE 

PROCESS OVERVIEW 

The worksheets in this document follow the process outlined below and are designed to 
provide a framework for your career planning and development. 

C A R E E R P L A N N I N G P R O C E S S 

S T E P 1 S T E P 2 S T E P 3 S T E P 4 S T E P 5 
Career Concepts  Development Questions Goal Setting  Development Activities Action Planning 

CAREER PLANNING TIPS 

Along with completing the worksheets in this packet, keep these tips in mind to facilitate your 

career and professional development: 

 Think broadly about what your next step might be. There are many opportunities out 

there. If you get too specific about what you want, you may miss out. 

 Your career development is your responsibility, but it can be helpful to find others who 

support you and encourage your growth. This could be a manager, colleague, or mentor, 

or even a friend of family member. 

 Networking is one of the best ways to develop your career, but this can be particularly 

challenging for shy individuals. Keep in mind that getting comfortable with networking 

takes practice. 

 Through networking, you may learn of opportunities you’d like to pursue, but you will still 
need an excellent cover letter, resume, and interviewing skills. Seek assistance in 

preparing your cover letter and resume and with practicing interviewing. 

 Career development takes time. You may not get your dream job immediately after 

completing a number of learning and development experiences. Be patient but 

persistent. 

University of Washington – Professional & Organizational Development, Box 354962, Seattle, WA 98105-4962 

206.543.1957 fax 206.543.8700 pod@uw.edu http://hr.uw.edu/pod/ 

http://hr.uw.edu/pod
mailto:pod@uw.edu


CAREER CONCEPTS WORKSHEET 

C A R E E R P L A N N I N G P R O C E S S 

S T E P 1 S T E P 2 S T E P 3 S T E P 4 S T E P 5 
Career Concepts  Development Questions Goal Setting  Development Activities Action Planning 

CHARACTERISTICS OF INDIVIDUALS AND THEIR CAREER BELIEFS 

Every one of us has an idea of what career progression means, what it looks like and how it 
happens. Review the items below to identify and reflect on your own career concept(s). 

CAREER LADDER/LINEAR 

 Success is defined as moving up the organizational ladder 

 Prevalent in the U.S. 

 Gets in the way of career growth when logical moves up are not available 

 Can lead to frustration from lack of levels to which to aspire 

 Motivated by power and achievement 

EXPERT/LATERAL 

 Success is defined as being known as the best/most knowledgeable among his or her 

peers 

 Believe that one should be good at one or two things 

 Can be frustrated by being forced to multi-skill out of area of expertise 

 Believe that those with the best skills will be the most employable 

 Motivated by security and expertise 

SPIRAL/KNOWLEDGE BASED 
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 Success is defined as being able to move from one position to a 

related but often broader position 

 Career movement occurs usually every 5 to 10 years 

 May believe in being well-rounded and building transferable skills 

 New positions are natural extensions of previous work 

 Motivated by growth and creativity 



ROAMER  

  

  

   

   

   

 

           
     

  

          

          

           

      

 

 

  

      

  

  

UW PROFESSIONAL & ORGANIZATIONAL DEVELOPMENT 3 I PAGE 

 Success is defined as being able to change jobs often 

 Movement takes places in fewer than 5 year intervals 

 New positions are often unrelated to previous positions 

 Tend to value work with high people involvement 

 Motivated by variety and independence 

Choose which career concepts above you identified with the most and the least. Your top one 
or two are your preferred career concepts. 

MOST 

☐ Career Ladder / Linear 

☐ Expert / Ladder 

☐ Spiral / Knowledge-based 

☐ Roamer 

LEAST 

☐ Career Ladder / Linear 

☐ Expert / Ladder 

☐ Spiral / Knowledge-based 

☐ Roamer 

Source: Adapted from an article by Robert N. Llewellyn, 

HR Magazine, September 2002 



VISUALIZING YOUR PATH 

Once you’ve identified your preferred career concept(s), you can better identify the next 
steps in your career path. Answer questions about your top one or two career concept(s). 

CAREER LADDER/LINEAR 

IDENTIFY THE LOGICAL PROGRESSION FOR YOUR POSITION FOR THE NEXT 3 TO 5 PROMOTIONAL 

LEVELS. 

EXPERT/LATERAL 

IDENTIFY LATERAL MOVES THAT WOULD BE LOGICAL FOR YOU TO BECOME AN “EXPERT” IN YOUR 

CHOSEN FIELD. 

SPIRAL/KNOWLEDGE BASED 

IDENTIFY KNOWLEDGE-BASED MOVES WITHIN AREA OF EXPERTISE THAT WOULD BE LOGICAL FOR 

YOU. 

ROAMER 
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IDENTIFY WAYS TO MAXIMIZE POTENTIAL WITHIN YOUR CURRENT POSITION, AND STAY INFORMED 

OF OTHER OPPORTUNITIES WITHIN UW SYSTEM. 

Source: Adapted from an article by  Robert N. Llewellyn, 
HR Magazine, September 2002 



DEVELOPMENT QUESTIONS WORKSHEET 

C A R E E R P L A N N I N G P R O C E S S 

S T E P 1 S T E P 2 S T E P 3 S T E P 4 S T E P 5 
Career Concepts  Development Questions Goal Setting  Development Activities Action Planning 

This questionnaire can help you begin thinking about your likes, dislikes, goals and abilities. 
Reflecting on these items can greatly assist you in your career development or job search. As 
you go through the questionnaire, jot down your response. Or, consider asking a friend or 
colleague to help you with this exercise by asking you these questions. 

CURRENT JOB 
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1. WHAT DO YOU LIKE MOST ABOUT YOUR CURRENT JOB? 

2. WHAT WOULD YOU LIKE TO DO MORE OF? 

3. WHAT DO YOU LIKE LEAST ABOUT YOUR CURRENT JOB? 

4. WHAT WOULD YOU LIKE TO DO LESS OF? 

5. WHAT SKILLS DOES YOUR CURRENT JOB REQUIRE? WHAT’S YOUR CURRENT SKILL LEVEL IN THESE 

AREAS? 



PROFESSIONAL GROWTH GOALS 

1. TWO OR THREE YEARS FROM NOW, WHERE WOULD YOU LIKE TO BE PROFESSIONALLY? 

2. WHAT WOULD YOU NEED TO ACHIEVE NOW TO ACCOMPLISH THIS? 

3. WHAT NEW RESPONSIBILITIES OR CHALLENGES WOULD MOVE YOU AHEAD? 

UNTAPPED ABILITIES 
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1. IS THERE SOMETHING MORE THAT YOU COULD DO THAT WOULD MAKE A GREATER 

CONTRIBUTION TO YOUR ORGANIZATION? 

2. IS THERE A NEW TASK OR ROLE YOU COULD TAKE ON THAT WOULD MAKE BETTER USE OF YOUR 

TALENTS? 

3. WHAT ADDITIONAL VALUE COULD YOU PROVIDE? WHAT WOULD IT TAKE TO “RELEASE” THIS? 

4. WHAT ARE YOU NOT “ALLOWED” TO DO THAT YOU COULD DO AND WOULD LIKE TO DO? 

5. WHAT CHALLENGES WOULD YOU LIKE TO FACE THAT MIGHT HELP YOU GROW? 



JOB SATISFACTION 

1. WHAT WOULD HELP YOU OBTAIN MORE SATISFACTION FROM YOUR WORK? 

2. WHAT CHANGES COULD YOU MAKE IN YOUR PERFORMANCE THAT WOULD SATISFY YOU MORE? 

NEW SKILLS AND CAPABILITIES 
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1. WHAT NEW JOBS, ROLES, ABILITIES, ETC. WOULD YOU LIKE TO BE BETTER AT? 

2. WHAT TRAINING, CERTIFICATIONS, ETC. WOULD YOU LIKE TO OBTAIN? 

Source: Strategic Employee Development Guide, 

Robert Brinkerhoff and Rhonda Messinger 



GOAL SETTING WORKSHEET 

C A R E E R P L A N N I N G P R O C E S S 

S T E P 1 S T E P 2 S T E P 3 S T E P 4 S T E P 5 
Career Concepts  Development Questions Goal Setting  Development Activities Action Planning 

Once you’ve thought about what the next step in your career might be, use this worksheet to 
think about what professional development goals you need to set to move forward. If you’re 
struggling with this step, ask for help from a friend, colleague, or your supervisor. 

DEVELOPMENT TARGETS 

WHAT SKILLS OR COMPETENCIES DO YOU WANT TO DEVELOP/IMPROVE? 

PERFORMANCE GOALS 
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WHAT WILL IMPROVE AS A RESULT OF THIS? 

HOW WILL YOU BENEFIT? 

IN WHAT WAYS WILL THE FOLLOWING INDIVIDUALS/GROUPS BENEFIT: YOUR TEAM? YOUR 

CUSTOMERS? YOUR SUPERVISOR? 



STRATEGIES 

WHAT STRATEGIES WILL YOU USE TO HELP YOU IMPROVE? 

 Asking for and receiving regular feedback from peers, supervisor, and/or employees (identify who): 

 Coaching from a respected role model or from you supervisor (identify potential candidates): 

 Training (identify specific courses or programs): 

 Informal learning (identify articles or books to read, journals or memberships to subscribe to, etc.): 

OTHER WAYS? 

OBSTACLES 
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WHAT OBSTACLES EXIST? 

HOW WILL YOU MANAGE THESE? WHO CAN HELP YOU? 



DEVELOPMENT METHODS WORKSHEET 

C A R E E R P L A N N I N G P R O C E S S 

S T E P 1 S T E P 2 S T E P 3 S T E P 4 S T E P 5 
Career Concepts  Development Questions Goal Setting  Development Activities Action Planning 

Now that you’ve set some professional development goals, it’s time to think about how you’ll 
learn the new skill. There are four components of an effective professional development 
opportunity: development method, application opportunity, success measure, and 
development support. Careful thought needs to be given to each of these components to 
successfully develop and apply new skills. This worksheet will lay the groundwork for your 
action planning and any related conversations with your supervisor. 

DEVELOPMENT METHOD 
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There are a variety of development methods by which a new body of knowledge or skill can 

be obtained. Some common development methods include: 

 Self-Paced Learning 

Examples: Books 

Web-based training 

 On-the-Job Experience (a skill learned and developed via hands-on practice while working) 

Examples: Committees 

Conferences, Forums 

Field Trips 

Job Shadowing 

Peer-Assisted Learning 

“Stretch” Assignments 
Special Projects 

 Training 

Examples: Courses, seminars, workshops 

UW Professional & Organizational Development offerings 

 Off-the-Job Learning 

Examples: College/university courses 

Conferences 

Continuing education 

 Relationships and Feedback 

Examples: Coaching 

Mentoring 

Networking 

Performance Appraisal 

Professional Associations 



IDENTIFY HOW THE SKILL OR KNOWLEDGE CAN BE DEVELOPED AND WHAT BARRIERS OR OBSTACLES 

YOU MIGHT FACE. 

APPLICATION OPPORTUNITY 
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To really learn a skill you need an opportunity to practice it. Identify which opportunities 
might be available for practice: 

 On the job—either as a part of special assignment or a part of one’s regular assignment 

 In a community activity 

 In a simulation exercise (practice in hypothetical situations with one or more trusted co-

workers, supervisor, etc.) 

 In a committee or informal team setting 

IDENTIFY WHEN AND WHERE THE SKILL OR KNOWLEDGE CAN FIRST BE TRIED OUT AND WHAT 

BARRIERS OR OBSTACLES YOU MIGHT FACE. 



SUCCESS MEASURE 

It’s important to know when you’ve successfully learned the skill. 

 What will your behavior look like or what result can you expect once you are more skilled 

or knowledgeable in the area? 

 Why do you want to learn this new skill or body of knowledge? 

 What will it do for you? 

 For others? 

IDENTIFY ONE OR MORE OBSERVABLE RESULTS THAT WILL INDICATE SUCCESS AND WHAT BARRIERS 

OR OBSTACLES YOU MIGHT FACE. 

DEVELOPMENT SUPPORT 
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We all need help not only developing new skills but maintaining the new habits and abilities 
the learning provides. 

 What do you need to support your acquisition of the new skill/knowledge?  

 Who do you need this assistance from? 

 What are you concerned about? 

 What barriers do you anticipate? 

 How can others help you avoid or get past the barriers? 

IDENTIFY RESOURCES, FEEDBACK, PERMISSIONS, TOOLS, COACHING AND OTHER ASSISTANCE YOU 

CAN ACCESS: 



ACTION PLANNING WORKSHEET 

C A R E E R P L A N N I N G P R O C E S S 

S T E P 1 S T E P 2 S T E P 3 S T E P 4 S T E P 5 
Career Concepts  Development Questions Goal Setting  Development Activities Action Planning 

This form can serve as a formal agreement between you and your supervisor to document 
your development progress. If your supervisor is not currently involved in assisting you with 
your plans, you can use this form to keep yourself on track. 

SETTING YOUR TARGET 
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DEVELOPMENT TARGET (SKILL TO BE DEVELOPED): 

PERFORMANCE GOAL THIS SUPPORTS (RESULTS TO IMPROVE OR MAINTAIN): 

PROFESSIONAL/PERSONAL GOAL THIS CONTRIBUTES TO:  

DEVELOPMENT METHOD 



IDENTIFYING OPPORTUNITIES FOR ACHIEVEMENT  

   

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

   

    

 

I EMPLOYEE: MANAGER: 
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APPLICATION OPPORTUNITY 

SUCCESS MEASURE 

DEVELOPMENT SUPPORT 

Source: Strategic Employee Development Guide, 

Robert Brinkerhoff and Rhonda Messinger 
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