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Creating Your Plan

| Career Discovery section that | want to go over with you to help you get the
most out of the planbook and to help you find an ideal career.

\ [ This planbook is pretty straightforward forward, but there are some things in the J
|

1 First off, you will want to complete and review pages 15-41. Doing this will help you detail what you are
looking for in a career and give you an idea of what careers and fields are out there.

@ Next, you will want to complete at least one of the career discovery activities. They are:
e Career Options Comparison (p. 42, 43)

e My Career lkigai (p. 44-49)

¢ The Career Combine (p. 50-53)

This step is the most important because it will provide you with career options.
| recommend that you use The Career Combine career discovery activity to help you find a career. This

activity uses Al instead of a career discovery coach to help you find a career that caters to everything
| you outlined on pages 15-41.

@Once you have completed one of the career discovery activities, pick your top two career options and
write them on the Career Choice A and B pages (p. 54 and 55).

Complete My Career Choice A (p. 56-59) and My Career Choice B (p. 60-63) to find out more about
your top career choice to see if they are really a good fit for you.

You can use page 64, Career Path, to identify the career paths of your top career choices or to map out
various career paths for the career that you have chosen, indicated on page 65, My Career Choice -
_ The Journey Starts Here. )

@Next, you will identify some of your short-term and long-term career goals (p. 67). ]

9 )Now that you have chosen a career proceed to the High School section (p. 76) to start goal setting and
action planning for your career while in high school.

-9 At this point in your career planning, you should also start reviewing plansheets in the Career Prep
section (p. 204). Plansheets that cover topics like creating an ATS resume, searching your online
presence, durable skills, and self-reflection are all important things to start working on while in high
school.

6 Simultaneously, goal set and action plan for the next step after high school graduation while working in
the High School section. You will need to proceed to the appropriate section in the planbook based on
the education requirements of your career. You might need to jump to the CTRL + ALT + ENTER (p. 322)
section if your career goals allow you to take an alternative route other than college, the College CTRL
(p. 144) section if you need to go to college, or the ’'m A Hustla (p. 370)section if you have
entrepreneurial goals.
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"Haters get on ya job. It's motivation." Well, that's what T.I. Whether it's hateration or validation,
motivation can come in a lot of different ways. Listed below are some forms of motivation. Look

over these to identify what factors motivate you. Being familiar with these is also beneficial

when working with others. Being able to identify what motivates the people you work will help

you understand their behavior as well as allow you to work it or lead them more effectively.

Intrinsic Motivators

Personal Growth - to improve yourself and to learn new things

Passion - a strong interest or love for a subject or activity

Achievement - the satisfaction of accomplishing goals or overcoming challenges
Autonomy - the need for independence and control over your work or decisions

Purpose - feeling that what you are doing is meaningful and contributes to a larger cause
Curiosity - the drive to explore, understand, and discover

Mastery - the desire to develop and excel in a specific skill or area

Extrinsic Motivators

Rewards - tangible incentives such as money, gifts, or perks

Recognition - acknowledgment or praise from others, including awards, titles, or public appreciation
Competition - the drive to outperform others or be the best in a given field

Status - the desire for a certain social standing or reputation

Fear of Consequences - avoiding negative outcomes such as punishment, failure, or disappointment
Peer Pressure - the influence of others’ expectations or norms

Obligation - the need to fulfill duties, responsibilities, or expectations

Social Motivators

Affiliation/Connection - the need to build and maintain relationships with others
Contribution - the desire to help others or contribute to a community or society
Approval - seeking acceptance or validation from others

Belonging - the need to be part of a group, community, or culture

Collaboration - the enjoyment or benefit of working with others towards a common goal

Physical & Environmental Motivators

Comfort - the need for physical well-being and comfort

Health - the desire to maintain or improve physical and mental health
Security - the need for safety and stability, including financial security
Routine - the comfort of a structured, predictable environment
Challenge - the stimulation of facing new or difficult tasks

Change - the need for variety or new experiences

Psychological Motivators

Identity - actions driven by a sense of who one is or wants to be
Self-Expression - the desire to express oneself creatively or authentically
Ego - the need to maintain a positive self-image or self-esteem
Adventure - the thrill of trying new things or taking risks

Freedom - the need to feel unrestrained or free from control
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Likes & Loves

1 Use these plansheets to list the details of the things that you like and love.

Like/Love Details
Thing/Topic/Activity that you like or love.

What do you like/love about this?

Like Love

Thing/Topic/Activity that you like or love.

What do you like/love about this?

Thing/Topic/Activity that you like or love.

What do you like/love about this?

Thing/Topic/Activity that you like or love

What do you like/love about this?

Thing/Topic/Activity that you like or love.

What do you like/love about this?




The Ultimate Career Planbook: Career Discovery 2

Like/Love Details Like Love

Thing/Topic/Activity that you like or love.

What do you like/love about this?

Thing/Topic/Activity that you like or love.

What do you like/love about this?

Thing/Topic/Activity that you like or love.

What do you like/love about this?

Thing/Topic/Activity that you like or love.

What do you like/love about this?

Thing/Topic/Activity that you like or love.

What do you like/love about this?

Is there a common theme with your likes and loves? If so, what is it?
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Are You Interested or Not?

C Use this plansheet to expand upon the things that you are interested in. For each item you
00 are interested in, identify an organization or activity that you can take part in to see if this
C interest is worth pursuing a career in or developing skills and knowledge in.

Not
Interested

Interest Details Interested

Interest

How will you pursue this interest?

What did you like or dislike about this interest?

Interest

How will you pursue this interest?

What did you like or dislike about this interest?

Interest

How will you pursue this interest?

What did you like or dislike about this interest?

Interest

How will you pursue this interest?

What did you like or dislike about this interest?
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Are You Interested or Not?

16

4 Use this plansheet to expand upon the things that you are interested in. For each item you
00 are interested in, identify an organization or activity that you can take part in to see if this
C interest is worth pursuing a career in or developing skills and knowledge in.

Not
Interested

Interest Details Interested

Interest

How will you pursue this interest?

What did you like or dislike about this interest?

Interest

How will you pursue this interest?

What did you like or dislike about this interest?

Interest

How will you pursue this interest?

What did you like or dislike about this interest?

Interest

How will you pursue this interest?

What did you like or dislike about this interest?




Hard or Soft
Skill

Years
of Exp.
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Current Skills
# Askills inventory is essential for when you start to explore careers. Listing your current skills in
= a career search is a great way to start finding careers you might be interested in. It is also
helpful to have this list so that when you are creating and editing your resume, you will have a
list of your skills readily available. Use this plan sheet to list your current skills, the number of
experience you have with each, and your proficiency level for them.
Current Skills

Proficiency Level

Skills Proficiency Level Legend

Novice (N): No experience or knowledge

Intermediate (I): Moderate experience and knowledge

Beginner (B): Some experience and knowledge

Advanced (A): Advanced experience and knowledge



Hard or Soft

skill ‘

The Ultimate Career Planbook: Career Discovery
Desired Skills
# While you're at it, go ahead and start a list of skills that you are interested in acquiring or that
= you think you might need for a career that you are interested in.
Desired Skills

Desired Proficiency
Level

18
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Your Dream Job

What is the average salary for this job?

Is this salary enough to cover your living expenses?* Yes/ No

If No, how will you compensate for the income shortage?

If your dream job doesn’t exist, what are some jobs that are similar to it?

What are the education requirements for them?

Which of these similar jobs is the most appealing alternative?

Do you currently have education requirements? Yes / No

Do you currently have education requirements?

What skills are needed for this job?

Do you currently have these skills? Yes /No

If No, how will you obtain the skills needed?

If your dream job doesn’t exist, what do you need, and what actions do you need to take to make
it a reality?

0 0 | *If your Dream Job exists, skip ahead to pg. 52 Career Choice A. }
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Online Career Planning Resources

00

{ Here are some helpful resources to help you out while planning your career in various sections of this
planbook. And remember you can always find helpful career information at www.careerinsights501.com

Salary Calculators

Glassdoor Salary Calculator (www.glassdoor.com) is a salary calculator that is based on employee-related data.

Payscale (www.payscale.com) is a salary calculator that provides a personalized salary report based on your experience, education,
and job title.

Salary.com (www.salary.com) is a salary wizard that provides you with a detailed salary report based on role, industry, location,
education, experience, and more.

Indeed Salary Calculator (www.indeed.com) allows you to compare salaries by job title, company, and region.

College Comparison

College Navigator (NCES) (www.nces.ed.gov/collegenavigator) provides detailed data on U.S. colleges, including tuition, financial aid,
enrollment, retention rates, and graduation rates.

Niche (www.niche.com) compares U.S. high schools, colleges, and grad schools on various criteria, like academics, student life,
diversity, campus, and alumni outcomes. This website also features student reviews.

BigFuture (www.bigfuture.collegeboard.org) lets you compare schools based on factors such as location, major offerings, campus
environment, and financial aid options.

U.S. News (www.usnews.com/education) ranks colleges based on metrics like academic reputation, graduation rates, and faculty
resources. You can also compare colleges by different categories like region, tuition, and program offerings.

College Simply (www.collegesimply.com) lets you compare colleges based on criteria such as test scores, cost, size, and acceptance
rates.

Company Data & Comparison

Glassdoor (www.glassdoor.com) provides you with employee reviews, salary information, benefits, and company culture ratings. You
can compare companies based on feedback from current and former employees.

Comparably (www.comparably.com) allows you to compare companies based on employee reviews, diversity, work-life balance,
compensation, and even CEO ratings.

Indeed (www.indeed.com) offers company reviews, ratings, and salary data based on employee experiences. You can compare
companies on factors like management, work-life balance, and job security.

CareerBliss (www.careerbliss.com) allows you to compare companies based on employee happiness, job satisfaction, and company
culture. You can view employee reviews, salary data, and workplace ratings.

Great Place To Work (www.greatplacetowork.com) ranks companies based on employee satisfaction and workplace culture. You can
compare top companies that have earned certifications for being excellent workplaces.

City-Data & Comparison

Numbeo (www.numbeo.com/cost-of-living) is a website that allows you to compare cities worldwide based on cost of living, crime rates,
healthcare, traffic, and more.

Expatistan (www.expatistan.com/cost-of-living) compares the cost of living in U.S. cities based on expenses like housing, food,
transportation, and entertainment.

LivingCost.org (www.livingcost.org) provides details on cost-of-living comparisons between cities around the globe, including housing,
food, utilities, and more.

City-Data (www.city-data.com) - provides detailed information on U.S. cities, including demographics, crime rates, housing, weather,
schools, and employment statistics.

U.S. Census Bureau (www.census.gov) offers extensive data on population, income, housing, education, and business for cities
across the United States.

NeighborhoodScout (www.neighborhoodscout.com) offers city data focused on crime statistics, school quality, housing trends, and
real estate insights. This website is particularly useful for homebuyers and renters.

Livability (www.livability.com) provides insights on what makes cities livable, with data on housing, cost of living, amenities, education,
and job opportunities.

Al Generated Content Checkers

GPTZero (www.gptzero.me/) is aimed at detecting Al-generated content in academic settings. It analyzes text and provides a
confidence level of whether it was Al-generated.
Originality.ai (www.originality.ai) is designed for content creators, agencies, and businesses to detect Al-generated text and plagiarism.
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My Work Conditions

1 Detail your ideal work conditions.

Shift: Day / Night / Other: Time Frame:

: AM/PM - : AM/PM

Work Days: S/M/T/W/T/F/S Season: Spring / Summer / Fall / Winter

Ideal Work Conditions:

Ideal Work Culture:

Ideal Work Environment:

Technology:

Special Assistance:

Ideal Work Environment Summary:
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Dislikes & Non-Negotiables

V"‘7 Different industries and fields will have different work practices and norms. For example, some might

require full-time workers to work more than 40 hours, while others might require you to work in high-
stress environments. Let’s take some time to list your no-noes and no-goes.

What are jobs that you will not or can’t work?

What is the minimum hourly rate or salary that you will accept?
What location(s) are you not willing to move to?

What fields/industries are you not willing to

What are your professional development non-negotiables?

Work location: In-Office/Hybrid/Remote

What type of work environment(s) don’t you want to work in?

What days are you not willing to work?

What is the maximum number of hours a day/week you are willing to work?

What maximum percentage of required travel are you willing to agree to?
What benefits are you not willing to do without?

What values are you not willing to compromise?

What type of managers or management styles don’t work well with you?

What are the health and safety risks that you won'’t take part in?
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My Career lkigai - Example

# Here is an example of the My Career Ikigai - Visual completed. Use this as a guide to help you
= complete your My Career Ikigai - Visual on the next page.

Your Passion
» Cooking
* Singing

What are things that
you are good at?

Cooking What you
Critical Thinking Goap AT
3D Modeling
Building things
Planning
Leadership

Knowledgeable
about human body

Singing

Your Profession
» Cooking/Chef
* 3D Character Designer
* Vocal Coach

Your Ikigai:

What you
LOVE
Your Your
PASSION MISSION
IKIGAI
Your Your
PROFESSION VOCATION
What you
can be
PAID FOR

Cooking, natural foods, food nutrition

What are things that
you love?

Singing

Helping People
Cooking

Traveling
Community Service

What are things that
you can be paid for?

Cooking
3D Modeling
Building things

Knowledge of
human body

Your Mission
» Cooking
e Nutrition Service

What are things that
the world needs?

Whatthe ¢ Organic/natural food

N"é‘l’_:"[‘)’s « Income Equality
e Clean Water
e Cultural awareness
Your Vocation
» Cooking



What are things that

you love?
Your Passion

The Ultimate Career Planbook: Career Discovery
My Career lkigai - Visual
\"‘7 Use the information that you filled out on the My Career lkigai plansheet (or answer the questions here)
= to start filling in this plansheet. Look to see if you have duplicate items in the overlapping questions to
find your Passion, Mission, Profession, and Vocation. If you don’t have any duplicate answers for the

overlapping questions, look at the responses for the two overlapping questions to see if you can

combine responses from each to create items that would work as answers to your Passion, Mission,
Profession, and Vocation sections (see the Hybrids section of My Career Ikigai - Instructions).

Your Mission
What you
LOVE
What are things that

Your
PASSION

Your
MISSION

What are things that the

PREVIEW
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\"7 Here are some helpful Al prompts to help you discover and learn about different careers. Type one of the
these prompts to get more detailed and personalized results.

Career Discovery (Personalized)

E{g\l/ild% me with 2-3 career o

Career Discovery Al Prompts

INTEREST 1

following in the Message field in ChatGPT or your preferred Al chatbot to get started. Also, try combining
INTFB

tions based on the following skills and interests: [SKILL 1, SKILL 2,
EST 2 INTEREST 31. Give me an overview of the iob. the education

ON
(0)))

PREVIEW

*Alternative Prompt

GENERATIVE AI TIPS
Be concise
00

+ Ask it to explain something to you
Have the Al Chatbot assume a role
Give custom instructions
Place restrictions on instructions

results

What ways and resources can | use to develop these skills? If possible, please provide a link to each.
situation

like you are [AGE, EDUCATION
Specify how you want your output/

LEVEL, PROFESSION, ETC.]

» Upload documents/text for
reference

* Provide context to your problem or «

Ask it to provide references
Use a specific tone

Formula: Task + Action + Goal
Formula: Role + Action +
Context + Expectation
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The Career Combine
# Maybe the Ikigai plansheets were too confusing, or maybe you want something simpler to help

you gather career ideas. Then this is the plansheet for you. Use this plansheet to list hard skills
(H), soft skills/durable skills (S), and things that interest you in each combination box. Then,
use an online tool like ChatGPT to research careers that require the items you listed. Search
for something like “What are careers that require teaching, art, and technology.” List the results
for each Career Combine in the last row of each table.

Combination 3 \ HIS

Combination 4 \ H/S

Combination 5 ‘ H/S

Combination 6 ‘ H/S

26



Work Experience Requirements:
Salary Range:

The Ultimate Career Planbook: Career Discovery
The Career Combine Career Options
4 Now that you have completed The Career Combine activity do some research online to learn
= about your potential career options and how they compare to each other. Use this information to
help you come to a conclusion as to which career is best for you.
Career Combine Combination #
Career Title:
Education Requirements:

Typical # of hours worked a day/week? Day:
Typical Work Days?

Work Environment:

Remote or Hybrid Options:

Week:
Career Combine Combination #
Career Title:

Education Requirements:

Work Experience Requirements:
Salary Range:

Is this a career option?
YES

NO
If Yes, Choice #
Typical # of hours worked a day/week? Day:
Typical Work Days?
Work Environment:

Remote or Hybrid Options:

Week:
Career Combine Combination #____
Career Title:

Education Requirements:

Work Experience Requirements:
Salary Range:

Is this a career option?
YES

NO
If Yes, Choice #
Typical Work Days?

Typical # of hours worked a day/week? Day
Work Environment:

Remote or Hybrid Options:

Week:

YES

NO
If Yes, Choice #

Is this a career option?
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The Career Combine Career Options: Pros & Cons
# List the pros and cons of each Career Combine career option here.
Career Combination Option #1
PROS CONS
Career Combination Option #2
PROS CONS
Career Combination Option #3
PROS CONS

28
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Is College For You?

# This flow chart will help you determine if college is right for you. There are a lot of factors

= outside of those listed on this flow chart that play a part in whether you should go to college or
not. Remember that this tool is to help you get an idea of whether you should go to college. It
shouldn’t be used as the ultimate determining factor. Take into consideration all the things
unique to you and your situation when deciding whether you should go to college.

Does your career require a college degree?
IT’S
OPTIONAL

Is going to college financially feasible for you?

YES

Are you a good student?

YES NO

Is there any benefit of going to
college over taking an LR Rl e L L
alternative route?

YES NO

Are these benefits worth going
to college over taking an
alternative route?

YES NO

Will going to college delay you
from achieving your goals?

YES B NO ZTEECERETTrreS :

Are you OK with this delay?

YES NO

Look into alternative

Go to college. €mmnne e -

education options.

Preliminary Decision | After following this flow chart, does college seem like your best next step?
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Is College For You? The Decision Is Yours

# This plansheet has a few more questions to help you determine if college is the best next step.
= Use this plansheet to consider all the factors and determine whether college is right for you.

Other Questions To Consider

If you aren’t a good student, do you have the drive to complete a bachelor’s degree?

Do you like school enough to go for four more years?

Are you going to college for someone else or because you feel it's expected of you?

What are other factors that you need to take into consideration?

Taking all things into consideration, is college the best next step for you? Why?
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My Career (Career Choice A)
V"7 Now that you have identified a career complete this plansheet to get a more in-depth idea of
= what this career entails.
Career Title:
Why was this the best career for you?
Job Description:

Top Hard Skills Needed:

PREVIEW



Unhealthy

Outlook Handbook (www.bls.gov/ooh/) and O*NET (www.onetonline.org/) to research the job/career you
Projected Growth Percentage:
Number of Jobs:

The Ultimate Career Planbook: Career Discovery 2z
Career Health (Career Choice A)
# Sometimes, we have a career in mind, but by the time we do what it takes to get into that
= career, like earn a college degree, that career or industry might be on the decline. Use this
plansheet to help you gain a better understanding of the health of the career, field, or industry
that you plan on entering.
are interested in.

Career Title:

To find out about the outlook and health of your future career start, by using sites like the Occupational

Employment Change (how many +/- people will be in this job role):
What are the opportunities for this:

Is this a:
Positive | Negative

PREVIEW



# of Estimated Semesters to Complete Degree

The Ultimate Career Planbook: Career Discovery
Discretionary Income (Career Choice A)
‘i‘7 Use this page to estimate how much discretionary income you will have based on the career that you
= have chosen.
| Tuition Expense
B [Tuition Cost (per semester)

-

Cost & Income

PREVIEW
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Action/ltem Description
What - Why - How
What - Why - How

What - Why - How

What - Why - How

Use this plansheet to list the things you must sacrifice and the difficult or tedious things you will
you need to do, why you are doing it, and how it will benefit your goals.

Sacrifice

The Ultimate Career Planbook: Career Discovery

Sacrifices & Grunt Work (Career Choice A)

need to grind through to reach your goals. For each sacrifice and grunt task, summarize what

Grunt

Work

What - Why - How

What - Why - How

What - Why - How

What - Why - How

What - Why - How

What - Why - How
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Career Path

3 Moving towards your dream job usually isn’t a one-shot deal. You typically have several jobs in between. Use this plansheet to
map out the different career paths for a single job, or if you are interested in starting in the same place but want to give yourself
some options as to where you end up, you can use this plansheet to map out those options as well. Talk to your career mentor,
academic advisor, manager, or someone in your network to figure out what this job path might look like. If you don’t have access
to any of these individuals, try searching for your dream job title on LinkedIn. Look at the profiles and work histories of
individuals who have worked in this role to see what roles they had that led up to the position you are interested in.

Career Discovery

.

The Ultimate Career Planbook
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Title
Now that you have had a chance to further examine things like discretionary income and the
health of your top career choices, which career do you want to pursue?

00

36



Workshops/Webinars:

The Ultimate Career Planbook: Career Discovery
Networking Opportunities
# Networking can happen anywhere, but there are some key places where professional
= networking takes place. Use this plansheet to list potential events, organizations, and platforms
where you can network with other professionals relevant to your career goals.
Conference/Event:
Professional Organization:
Online Groups:

Alumni Networks:

Conference/Event:

Professional Organization:
Online Groups:

Alumni Networks:

Workshops/Webinars:

Conference/Event:

Professional Organization:
Online Groups:

Alumni Networks:

Workshops/Webinars:

Conference/Event:

Professional Organization:
Online Groups:

Alumni Networks:

Workshops/Webinars:




Workshops/Webinars:

The Ultimate Career Planbook: Career Discovery 28
Networking Opportunities
# Networking can happen anywhere, but there are some key places where professional
= networking takes place. Use this plansheet to list potential events, organizations, and platforms
where you can network with other professionals relevant to your career goals.
Conference/Event:
Professional Organization:
Online Groups:
Alumni Networks:

Conference/Event:

Professional Organization:
Online Groups:

Alumni Networks:

Workshops/Webinars:

Conference/Event:

Professional Organization:
Online Groups:

Alumni Networks:

Workshops/Webinars:

Conference/Event:

Professional Organization:
Online Groups:

Alumni Networks:

Workshops/Webinars:
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Professional Organizations
V"7 List the details of the professional organizations that you are a member of or that you plan on
= joining in the future. Explain how they play a role in you achieving your goals.
Name:
Type:
Website:
User ID: Membership Start Date:
Benefit:
Name:
Type:
Website:
User ID: Membership Start Date:
Benefit:
Name:
Type:
Website:
User ID: Membership Start Date:
Benefit:
Name:
Type:
Website:
User ID: Membership Start Date:
Benefit:




Purpose of Relationship/Meeting:

Social:

The Ultimate Career Planbook: Career Discovery 20
My Professional Network
# List the vital connections that you have made, want, or need to make during this stage of your
= journey.
Name:
Company:
Phone:
Email:
Social:

Result of Relationship/Meeting:

Name:

Company:
Phone:

Email:

Social:

Purpose of Relationship/Meeting

Social:

Result of Relationship/Meeting:

Notes:
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clo.\1
SETTING

START SETTING
YOUR CAREER GOALS
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First Floor: Introduce yourself!

Going Up” - Elevator Pitch
# You have 30 seconds to say it! Use this page to develop your elevator pitch.

Second Floor: Explain what you do — grab their attention!

Third Floor — Tell them what you want!

Fourth Floor — Call to action - stay connected!

00 (" When developing your elevator pitch, try to avoid talking about your back story. If a potential employer or
( partner wants to know about it, they will ask, or you can tell them after you've captured their interest.

42
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Education Goals
# Now that you have identified a career that you would like to pursue, let's take a moment to list
= some of the short-term and long-term education goals needed to make this career happen.
Goal (Short-Term / Long - Term):
Start Date: Target Date:
Goal (Short-Term / Long - Term):
Start Date: Target Date:
Goal (Short-Term / Long - Term):
Start Date: Target Date:
Goal (Short-Term / Long - Term):
Start Date: Target Date:
Goal (Short-Term / Long - Term):
Start Date: Target Date:
Goal (Short-Term / Long - Term):

Start Date: Target Date:
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# Now that you have identified a career that you would like to pursue, let's take a moment to list
= some of the short and long-term goals needed to make this career happen.
Goal (Short-Term / Long - Term):
Start Date:

Target Date
Goal (Short-Term / Long - Term):
Start Date: Target Date:
Goal (Short-Term / Long - Term):
Start Date: Target Date:
Goal (Short-Term / Long - Term):
Start Date: Target Date:
Goal (Short-Term / Long - Term):
Start Date: Target Date:
Goal (Short-Term / Long - Term):
Start Date: Target Date:
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SMART Goals
# Goal setting is vital in helping you achieve your goals. However, achieving a goal takes not only
= work but planning as well. Use this plansheet to detail one of your short/long-term career goals
by using the SMART Goals tool.
Initial Goal:
Specific: What do you want to achieve? The goal should be simple, clear, and concise.

PREVIEW
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SMART Goals
# Goal setting is vital in helping you achieve your goals. However, achieving a goal takes not only
= work but planning as well. Use this plansheet to detail one of your short/long-term career goals
by using the SMART Goals tool.
Initial Goal:
Specific: What do you want to achieve? The goal should be simple, clear, and concise.

PREVIEW
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CAREER PREP

PREPARE FOR AN
AWESOME CAREER



Notes:

The Ultimate Career Planbook: Career Discovery
Title
# Use this plansheet to write a high-level summary of your career goals.
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VV7 A mentor is a professional development resource that most professionals don’t consider. Having
= a mentor can help you accelerate your career goals. This plansheet provides you with
information to help you figure out who the best mentor is and what type of mentorship is best for
you.

Benefits of Having A Mentor
They have helped navigate the career path of

Types of Mentorship
!Professional Mentoring

|

PREVIEW




Notes:

The Ultimate Career Planbook: Career Discovery
My Mentors
# Mentorships are a great way to grow as a professional. They allow you to learn from others and
= expand your network. Use this page to complete the details of your mentorship or to plan what
you are looking for in a mentor and mentorship. Listed below are some common types of
mentorships.
Academic: A mentorship where you get support and guidance on academic tops.
growth and development as well as your career.
Mentor Name:

Career Planning: A mentorship where you get support and guidance on your (potential) career.

Personal Growth & Development: A mentorship where you are supported in your personal

Technical: A mentorship where you develop your technical skills.
Mentorship Type:
Phone:
Email:
Purpose:
Mentor Name:
Mentorship Type
Phone:
Email:

Purpose:
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College Comparison Plansheet

# This plansheet will allow you to compare up to three colleges to see which best suits your
= needs.

College 1 | College 2 | College 3
Criteria

Location
Setting (Urban, Rural, etc.)
Distance From Home

National Ranking
Enrollment (# of Students)
Acceptance Rate

Co-Ed? Male-Female Ratio
Student - Faculty Ratio
Major Offered?

Online Degree Program
Offered?

Application Deadline

Minimum GPA

PREVIEW
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Major Comparison Plansheet

V"y Use this plansheet to compare how the major you are interested in compare at the three
= colleges you are considering attending.

College Name:

Major Name:
Total Number of Major Courses (or Hours):
Key Relevant Career Courses Offered ﬁ;‘iﬁg

College Name:

Major Name:
otal Number of Major Courses (or Hours):
Key Relevant Career Courses Offered ﬁ;‘:ﬂg

II

College Name:

Major Name:
Total Number of Major Courses (or Hours):
Key Relevant Career Courses Offered ﬁ;‘iﬂg

Which college has the best major/program for you?




you develop a resume that is formatted to maximize your potential of ranking higher within an ATS.
things can confuse the ATS.

This is a resume that is created from scratch and typed word-by-word. Templates give ATSs trouble
identifying your information, so you want to stay away from them. Stick to a clean, traditional resume
Choose the Right Keywords

The Ultimate Career Planbook: Career Discovery
Creating an ATS Resume
‘iﬁ Applying for jobs is a job within itself these days. Most job seekers will start their job search online,
= where they will find and apply for jobs. Finding and applying for jobs online is easy. Getting your
resume noticed is where the problem lies for many. This is because your resume is screened by an
Use a Traditional or Custom Resume Format

Applicant Tracking System. More commonly known as an ATS. The following two pages will help

format with clear headings and bullet points. Don’t use unusual fonts, graphics, or tables. All these
This is probably the second most important thing to do after using the correct formatting. When
typing out your job duties, skills, and experiences, you want to make sure you are using the key
terms in the job description for the job you are applying for. Try to use these words as many times as
possible to help increase your ranking in the ATS. However, when doing so, you want to make sure
that you are using the keywords and terms naturally in your resume and where it makes sense to use
them, specifically in your experience and skills sections. Don’t include them just to try and get your

PREVIEW
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Save Your Resume in a Compatible Format

Save your resume as a Microsoft Word (.docx) or PDF (.pdf). If you can’t save it as one of those files,
try saving it as a plain text (.txt) file. ATSs start to run into issues reading your resume properly when
saved as other file types.

Proofread for Errors

Make sure that your resume is free of spelling and grammatical errors. Some ATSs may penalize
resumes with grammar errors. This is also important because if it is pulled for closer review, it will be
reviewed by a human.

Test Your Resume

Use an ATS resume scanner like Resume Worded or Jobscan to test your resume against an ATS.
Before submitting your resume to a job posting, make any necessary changes and resubmit it in the
system you used to test your resume to make sure that you score has improved.

Include a Customized Cover Letter

While an ATS primarily scans resumes, some can and do scan cover letters. If you are asked to
submit a cover letter as part of the application process, make sure that you follow the same key
formatting rules that you use when formatting your resume and ATS. This includes things like using a
traditional format for your cover letter, customizing it for each specific job role, and using keywords
and standard job titles throughout the letter. This will result in a higher ATS ranking.

Ultimately, your resume will reach a person, so you want to make sure that you format it so that it is

PREVIEW
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Behavioral Interview Question:

Situation
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Behavioral Interview Question:

58

Situation
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should post.

# If you are not sure if what you are about to post will be harmful to you, your brand, or your

company, use the T.H.I.N.K. acronym to help you determine whether or not it's something you

Is it true?

Are you sure that the information that you are about to share is accurate
that the information is true.

and true? If you aren’t, don’t post it. Check credible sources to confirm

Is it helpful?

Will what you post be helpful to your audience or you?

PREVIEW



Contact (Info):

The Ultimate Career Planbook: Career Discovery L
Google Yourself - Red Flag
# This plansheet is designed to help you identify and request the removal of negative things
= about yourself online. Start by searching your full name and other unique information about
yourself, such as the cities and states that you’ve lived in, companies you’ve worked for, and
sites.
Red Flag:
URL:

your educational background. You can also do similar searches about yourself on social media

Issue Resolved? Yes / No
Resolution Details:

Resolution Date:

Red Flag:

URL:

Contact (Info):

Issue Resolved? Yes/No
Resolution Details:

Resolution Date

Red Flag:

URL:

Contact (Info):

Issue Resolved? Yes / No
Resolution Details:

Notes:

Resolution Date:
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LinkedIn Profile Checklist

¥, A completed LinkedIn profile is important because it showcases your skills, experience, and career
= goals. It can also help you find job opportunities and auto-complete online applications. Here is a
checklist to help you effectively create an engaging profile.

Profile Picture |:|

*  For your LinkedIn profile picture, you should use a “professional-looking” picture. You don’t have to have a
professional photographer take a picture of you; it just needs to look like one did. Use a high-resolution image, look
happy, make sure it looks like you (and not 10 years ago), your face should take up most of the space, dress
appropriately, and lastly, there shouldn’t be anyone else in the picture.

* This is also a great way to showcase your brand. Use things like colors, clothing styles, etc. to help promote your
brand.

Banner Image []

» This image should represent your brand, industry, skills or knowledge, or career interests.
*  Your image should be sized and positioned correctly so that it shows the intended item or information. (As of
8/2024, the recommended banner size is 1584 x 396).

*  You should also use a high-resolution image for your banner image.

o) 10 P t 1€~ 1

PREVIEW
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Education |:|

» List your degrees, majors, minors, the name of the learning institution, and study abroad programs.

Volunteer []

« List any volunteer activities that you were a part of. Make sure that you include your role, the cause, and how you
contributed to the organization.

Skills & Endorsements [_]

+ List any skills that you have that are relevant to your career and career goals.

+ Ask classmates, professors, and colleagues to endorse your skills. If there are specific skills that you want to
highlight, try asking them to endorse those skills specifically.

* Make sure that your skills are ordered with the most relevant/important at the top of your skills list and the least
relevant at the bottom. This will most likely require you to go in and manually reorder them.

Recommendations []

*  For your recommendations, you want to prioritize asking individuals in a professional capacity to write these for you.
Some people to consider asking are your supervisors, professors, or work colleagues.

+ If you don’t have access to these people, ask classmates you have worked with on class projects to write a
recommendation for you.

Projects []

* Include any major projects that you have worked on. Explain how you used your skills and expertise while working

PREVIEW
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Title
# Your journey doesn’t include college, but there are some helpful plansheets in the college and
= high school section of this book. Below is a list of plansheets that can help you along your
alternative education journey.
These pages are indicated by the following icon found on the right corner of the title bar: m
—
2]
My CTE Classes #
College Interest List

College Comparison Plansheet @

104
103
122,123
124
Major Comparison Plansheet 125
Learning Institute Profile @ 126, 127
College Application Checklist 130
Dorm/Apt Move-In Checklist 131
Scholarship List 132, 133
Student Loan List = 134, 135
Grants & Other Financial Aid

136, 137



How will you fund your education?

The Ultimate Career Planbook: From High School to Careers
CTRL + ALT + ENTER
# You've decided that college isn’t the best option for you. Alternative career paths aren’t always
= as straightforward as following a college curriculum. Use this plansheet to map out the big
picture of how you plan to achieve your career goals without a college degree.
What career have you chosen to pursue?
What are the education requirements for this career?

Skills

What are the necessary skills that you need for your career?

Years of Exp

Skill Level

Skills Proficiency Level Legend

Novice (N): No experience or knowledge
Purpose:

Intermediate (I): Moderate experience and knowledge

Beginner (B): Some experience and knowledge

Advanced (A): Advanced experience and knowledge




What level do you want/need to be at with this skill?
Where will you learn this skill?

The Ultimate Career Planbook: From High School to Careers
# Reskilling is when someone learns an entirely new and different skill set. Use this plansheet to
= identify and plan how you will learn new skills.

What new skill do you need to learn?

What is the cost of learning this skill?

What is the time commitment to learn this skill?

When do you want or need to have learned this new skill?
What are the benefits of learning this skill?

What new skill do you need to learn?

What level do you want/need to be at with this skill?
Where will you learn this skill?

What is the cost of learning this skill?

What is the time commitment to learn this skill?

When do you want or need to have learned this new skill?
What are the benefits of learning this skill?

What new skill do you need to learn?

What level do you want/need to be at with this skill?
Where will you learn this skill?

What is the cost of learning this skill?

What is the time commitment to learn this skill?

When do you want or need to have learned this new skill?
What are the benefits of learning this skill?
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1 List any conferences and seminars that you have attended or plan on attending that will help
= you obtain the knowledge needed to achieve your career goals.
Name:
Type:
Website:
Start Date: End Date:
Cost: Funding Source:
Benefit:
Name:
Type:
Website:
Start Date: End Date:
Cost: Funding Source
Benefit:
Name:
Type:
Website:
Start Date: End Date:
Cost: Funding Source:
Benefit:
Name:
Type:
Website:
Start Date: End Date:
Cost: Funding Source:
Benefit:
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Certifications & Certificates List
" Keep track of the certifications and certificates that you have or need and how they benefit your
= career goals.
Awarded By:
Name:
Certification or Certificate:
Date Awarded: Expiration Date:
Benefit:
Awarded By:
Name:
Certification or Certificate:
Date Awarded: Expiration Date:
Benefit:
Awarded By:
Name:
Certification or Certificate:
Date Awarded: Expiration Date:
Benefit:
Awarded By:
Name:
Certification or Certificate:
Date Awarded: Expiration Date:
Benefit:
Awarded By:
Name:
Certification or Certificate:
Date Awarded: Expiration Date:
Benefit:
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Title
#, What are your overall goals for your college career? Give a high-level summary of how these
= goals play a part in your achieving your career goals.

What is your overall GPA goal?

How will your overall GPA goal tie into your education and career goals?
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College Application Checklist
# Here is a checklist to help you make sure that you have completed the basic requirements
= when applying to colleges. It is important to note that this is a general checklist that covers the
basics of applying to a college. Be sure to check with each college that you are applying to, to
make sure that you complete all the requirements for their admission process.
College Name >
Complete and submit application(s).
Pay the application fee.
Request to have your high school (or other college) transcript sent.

PREVIEW
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V"‘y Keep track of the scholarships that you have applied for, been awarded, or are interested in
= applying for.
Name:
Deadline: Amount:
Contact Name:
Contact Email/Number:
Website:
Applied: Yes/No Date Applied: Awarded: Yes/No
Name:
Deadline: Amount:
Contact Name:
Contact Email/Number:
Website:
Applied: Yes/No Date Applied:

Awarded: Yes/No

PREVIEW
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Il Year College Plan
# Use this plansheet to plan your college class schedule.
Course Title Time
Semester:

Course

Code

Days | Grade

Credits
GPA:

Course Title

- Course .
Time Code Days | Grade |Credits
Semester: GPA:
Course Title Time Course Days | Grade |Credits
Code
Semester: GPA:
Notes:
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V’=‘7 Use this plansheet to plan your college class schedule.
Course Title Time
Semester:

Course

Code

Days | Grade

Credits
GPA:

Course Title

. Course .
Time Code Days | Grade |Credits
Semester: GPA:
Course Title Time Coursa Days | Grade |Credits
Code
Semester: GPA:
Notes:
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College Al Prompts

1 Here are some Al prompts that will help you decide which college and major is right for you.

0

(=)

00

00

00

00

Academic
What colleges have the best programs for NAME OF MAJOR]?

Academic
Compare the curriculum for NAME OF MAJOR] at [NAME OF COLLEGE A] vs. [NAME OF COLLEGE

B].

Academic
Which colleges offer unique opportunities, like study abroad or research, for students majoring in [NAME

OF MAJOR]?

Campus Life & Culture
What is student life like at [NAME OF COLLEGE]?

Campus Life & Culture
What colleges have student organizations related to [LIST YOUR INTERESTS]?

Campus Life & Culture
What are the demographics for NAME OF COLLEGE]?

PREVIEW
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This page was intentionally left blank. Use it to take notes, brainstorm, doodle, or however you
see fit.

PREVIEW

76



¥ Ta
41

The Ultimate Career Planbook: From College to Careers
Area of focus:

Interdisciplinary Studies - Focus Areas
hen, detail how they will play a role in your career goals.

ke some time to figure out what areas you want to focus on with your interdisciplinary studies.
How does this area of focus relate to or benefit your career goals?

Area of focus:

How does this area of focus relate to or benefit your career goals?

Area of focus:

How does this area of focus relate to or benefit your career goals?

Notes:
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Marketable Courses
# Think about courses that you have taken or plan on taking and how they relate to your career
= goals as an employee or entrepreneur. How can you use these courses to sell your skills,
knowledge, and experiences to future employers or clients?
Course title:
or clients?

How can you use this course to sell your skills, knowledge, and experiences to future employers

Semester:

Course title:

or clients?

Semester:

How can you use this course to sell your skills, knowledge, and experiences to future employers
Course title:

or clients?

Semester:

How can you use this course to sell your skills, knowledge, and experiences to future employers
Course title:

or clients?

Semester:

How can you use this course to sell your skills, knowledge, and experiences to future employers
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GRAD
SCHOOL

OKAY, THIS IS MY LAST DEGREE
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Is Grad School the Right Choice?
# Getting a Master’s and, even more importantly, a doctorate isn’t always the golden ticket to a
= prosperous and fulfilling career. In most cases, people pursuing a doctorate pursue careers in
academia, medicine, law, or research. If you plan on entering corporate America, make sure
educational goals.

that you research how necessary these degrees are. It could be that they aren’t. Use this
plansheet to help you determine if obtaining a master’s or doctorate aligns with your career and

Is this a personal accomplishment, a career-related accomplishment, or both?

Do you want to spend your career as a researcher or apply the knowledge in corporate settings?

Does the industry that | want to work in favor graduate degrees or work experience?

Is there or will there be a need for the area that | will specialize in?

PREVIEW
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Grad School Goals - Overview
#, What are your overall goals for your grad school? Give a high-level summary of how these
= goals play a part in your career goals.

What is your overall GPA goal?

How will your overall GPA goal tie into your education and career goals?
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“Trust The Process” - Dissertation Timeline (Sample)

& “Trust the process” is something that you will hear time and time again while working on a doctorate. But it's hard to trust a
= process when you don’t know what the process is. This plansheet will help eliminate some of that confusion. The table below is
a sample timeline with suggestions on when to start working on certain aspects of your doctorate.

Year AUG SEP OoCT NOV DEC JAN FEB MAR APR MAY JUN JUL

2024-25 COURSE WORK

CHOOSE MAJOR CHOOSE DISSERTATION
COURSE WORK ADVISOR TOPIC

COMPLETE PLAN OF STUDY

2025-26 COURSE WORK COURSE WORK

CHOOSE COMMITTEE MEMBERS START WRITING RESEARCH PROPOSAL

START PROPOSAL PREPARATION (LIT COMPS
REVIEW - PRELIMINARY - RESEARCH

UESTIONS - DETERMINE RESEARCH
m\_quoov CONTINUE PROPOSAL PREPARATION

DEFEND

2026-27 CONTINUE PROPOSAL PREPARATION SUBMIT PROPOSAL PROPOSAL

APPLY FOR IRB

2027-28 RESEARCH RESEARCH

SUBMIT DISSERTATION DEFEND
PROPOSAL DISSERTATION
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The Ultimate Career Planbook: Career Discovery
The Dead End Job
# ORBI is stuck in a dead-end job and needs help getting out. It’s up to you to guide him down a
= new career path to reach his dream job!
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