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[bookmark: _3azgfh38gbez]Career Planning Worksheet

This worksheet will help you identify your interests, skills, and values (self-reflection). It will allow you to explore your options and set goals (focus). You can also write down any deficits you still have (competencies, skills) and what steps are necessary to be offered a job by your dream employer. Working through these worksheets will also help you prepare for the application process.
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[bookmark: _Toc102663017]Who am I, what can I do, and what interests me? 
[bookmark: _Toc102663018]My strengths
Many people find it difficult to spontaneously name their strengths. Or their strengths seem so self-evident to them that they do not even think to call them that. That is why you recorded your strengths in the self-reflection task. You can also ask your friends and family for feedback on your strengths. What do they think you do very well, what makes you stand out, where do they see your strengths? 
Include their answers in your list. 



	Self-Reflection
	Feedback by Friends/Family
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Now write down your values according to your priorities. What are your top five values? The values question is fundamentally important because our values determine how we work and the environment in which we are happy and productive. It is also essential to understand how your values fit with the values of your future employer. Their top five values should match yours. 



	Priority
	Values
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There are professional skills and transferable skills. Technical skills are acquired, for example, during training, in your studies, and at work. Professional skills are most strongly linked to specific functions. They relate to a particular area of expertise. Transferable skills (soft skills), on the other hand, can be applied equally in different roles and/or industries. You have acquired these skills in a wide variety of situations – in your free time, at home, but also in your studies or doing a part-time job. 


	Professional Skills
(e.g., Marketing, Finance, PowerPoint Application, etc.)
	Transferable Competencies/Skills
(e.g., Leadership, Management, Communication, Convincing Others, etc.)

	
	

	
	

	
	

	
	

	
	

	
	





To formulate your skills clearly, it is helpful to use the STAR method. To do so, think about examples of situations in which your skills have been helpful. 

S: Situation
Describe the situation, context, or background. 
T: Task
Describe your task and the challenge it represented.
A: Activity
Explain what you did and how you dealt with the situation. 
R: Results
What was the outcome? What feedback did you receive? What lessons did you learn from the experience? What skill did you learn?


[bookmark: _Toc102663021]My interests
What interests you in particular? What topics do you like to discuss? Which courses did you enjoy the most during your studies? What things do you enjoy so much that you completely forget the time? What social issues are you concerned about? What would you like to stand up for in the future?


	Key Interest
	How Do I Want to Incorporate This Interest Into My Work?
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[bookmark: _Toc102663022]Where can I apply my skills? What environment is stimulating
for me?

To formulate your goals more precisely, transfer the results of your exploration work as well as your preferences concerning an employer into the following table. 

[bookmark: _Toc102663023]Industries, companies, and areas of activity that interest me more than others:

	Priority
	Industry
	Company
	Area of Activity
	Responsibilities

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	






[bookmark: _Toc102663024]What I want from/expect of an employer and my needs regarding work: 

	Employer
	Must-Have
	Nice-to-Have
	No-Go
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How do I define my career objectives using SMART goals? 

The term SMART is an acronym composed of the first letters of the five SMART criteria against which every goal should be measured to be as specific as possible.

	SMART Goal
	Meaning
	My Goal

	

S
	Specific
Generalizations and vagueness are the natural enemies of goals. Your goals need to be formulated as precise statements that leave no doubt about what you want to achieve. Ideally, it would be best to summarize the goal in a single concise sentence. 

	

	
M
	Measurable
To determine whether you have reached your goal, you must formulate it so that it can be measured. In some cases, this is easy – for example, the first salary received. For other goals, you need to find substitutes. Example: “job satisfaction.ˮ

	

	
A
	Attractive/Achievable
The sense of achievement that results from your job motivates you additionally because it turns a relatively objective goal into an emotional one. Emotions, in turn, strengthen your desire to achieve the desired goal.
	

	
R
	Realistic/Relevant
Goals are allowed to be big, but they should be realistic. A realistic wording makes it easier for you to actually implement them.
	

	

T
	Time-Bound
Every goal needs a time frame within which it should be completed. The deadline is not only a critical checkpoint for success, but it also spurs you on. “In the new yearˮ
is too vague and will lead to you postponing the implementation again and again. Plan partial steps, set interim goals, and achieve them more quickly. (Ideally, you put your partial steps into an activity plan.)
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Activity planning

Select the specific direction your career should take from your preferred options. This does not necessarily have to be a particular job, but the area of activity (field of work) should be clear. Then compare your current status (self-reflection skills/abilities) with your goal. Make a note of any gaps you still need to fill. Then research how you could build up missing skills and acquire the appropriate qualifications.


	Area of Activity
	Current Status 
	Future Status: What Skills and Abilities Do I Still Need to Acquire?

	
	
	

	
	
	

	
	
	

	
	
	



Self-reflection, exploration, and setting a focus are indispensable prerequisites in finding a job. You now have a solid objective and can go job hunting. 
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