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PREFACE 
 
Career development starts at the beginning: What degrees should you pursue to better your chances to 
enter your dream job’s field? What should you put into your portfolio? What should you do in an 
interview? Career development doesn’t stop after you’ve been offered the job. Between yearly 
evaluations, promotions, and the day-to-day grind, you’ll need to constantly prove your value to your 
organization. By creating a personal brand and leveraging your strengths, you’ll be primed to move 
through your career trajectory. Encouraging career development not only helps keep people in their jobs, 
but it also keeps them happy.  
 
This collection includes 14 selections from ASTD books, Infoline issues, and T+D articles geared toward 
furthering your professional development and that of your employees. It will help you understand how to 
get where you want in your career, how to stay there, and how to continue to grow professionally. 
 
The six books included in this collection cover a range of career development topics. The first part begins 
with 10 Steps to Successful Training. Steps 1 and 10 present ways to use the history of training to your 
advantage in creating successful training, ideas for creating your professional development plan, and tips 
for becoming a lifelong learner. The two chapters from ASTD Competency Study introduce the new 
ASTD Competency Model and discuss eight key trends that are driving change for training and 
development professionals. Chapters from Career Moves discuss career trends for T&D professionals as 
well as insights and tips for navigating the evolving T&D world. Finally, Career Contentment addresses 
the global epidemic of job dissatisfaction and reveals how anyone can achieve career contentment to 
improve their quality of life. Part II includes chapters from two books, Career Development Basics and 
Success for Hire. These chapters cover the importance of career development and 10 key strategies to 
cultivate employee potential, as well as how to develop your current offerings, programs, and growth 
incentives to encourage employee loyalty.   
 
The five T+D articles in this collection focus on career development from a start to finish perspective. 
The first article discusses the different type of qualifications available to T&D professionals, the next two 
articles focus on the job search process and creating a personal brand. The fourth article in this collection 
explores the theory that an organization’s survival depends on the combined success of employees and 
employers. The last article is a new take on the career ladder—it explains that moving laterally, or even 
down, in your career path isn’t necessarily a bad thing. 
 
Three Infolines also focus on the job search and professional development. The first issue, “Build Your 
Training Portfolio,” explains what should go into your portfolio and how to use it best. “Jumpstart Your 
Job Search and Get Hired Faster” gets into the nitty-gritty of the job search, by explaining the networking 
and the interview processes. Finally, “Defining and Leveraging Your Professional Value” empowers you 
to effectively communicate your professional value and negotiate for the salary you deserve. 
 
One of the benefits of a collection such as this is that you can start wherever you like! Turn to the chapter 
that most appeals to you, or go through each of the selections in the order they’re presented here. For 
more information on career development—or any other topic—please visit ASTD’s website at 
www.store.astd.org, where you can learn more about any of the books highlighted here. 



INTRODUCTION 
 
Before you read this collection, here is an outline of each included publication. The descriptions below 
provide a brief summary of each book, T+D article, or Infoline, as well as the purpose of each piece we 
have included as the best on career development. 
 
PART I: CAREER DEVELOPMENT FOR T&D PROFESSIONALS 
 
10 Steps to Successful Training 
This book provides practical applications for the immediate implementation of effective training. With 
three decades of experience, legendary training expert Elaine Biech focuses on results, not formulas, to 
pinpoint the key traits of successful training and reveal actions that most positively affect bottom-line 
results and fast-forward learning. Included in this collection are Steps 1 and 10. Step 1, “Understand the 
Role of the Trainer,” presents an overview of the history of training—including significant events and 
noteworthy research and theories—and outlines how you can use this history to your advantage in 
creating successful training. Step 10, “Get Involved—Helping Others Learn Is Fun and Rewarding,” 
includes ideas for creating your professional development plan and tips for becoming a life-long learner. 
 
ASTD Competency Study: The Training & Development Profession Redefined  
The ASTD Competency Study is your essential guide for understanding and using the ASTD Competency 
Model. Use the ASTD Competency Model to discover what training and development practitioners need 
to know and do to be successful, now and in the future. The ASTD Competency Model is the definitive 
framework for the training and development profession; understanding and applying the model is 
essential for staying current and relevant in the field. This book presents the academic research behind the 
Model in a practical, actionable way. Ultimately, it helps training and development practitioners add 
power to their development plans by honing in on the key competencies and trends that really matter. The 
Executive Summary provides an overview of the key trends in the training and development field and 
their implications on the profession. It also gives a brief overview of the ASTD Competency Model and 
its uses. Chapter 2, “What Key Trends Drive the Field,” discusses eight key trends that are currently 
driving change for training and development professionals. 
 
T+D, “Certificate or Certification? That is the Question”  
Certified Professional in Learning and Performance (CPLP), Certified Financial Planner (CFP), and 
Project Management Professional (PMP)—the qualifications landscape can be a confusing alphabet soup.  
But, certificate and certification are just different terms for the same thing, right? Wrong, at least 
according to national standards. In this article from the November 2010 issue of T+D, Jennifer Naughton, 
senior director of credentialing at ASTD Certification Institute, and Lenora G. Knapp, president of Knapp 
& Associates International, explain the different types of qualifications and credentials. 
 
Career Moves: Be Strategic About Your Future 
Shifting demographics, economic turmoil, globalization, and a connected mobile culture have 
dramatically changed today’s workforce. Experienced career experts Caitlin Williams and Annabelle 
Reitman show you how to create your dream career by using and blending these changes in your career-
planning process. Explore key competencies that professionals need to be successful, and learn how to 



make them work for you. Chapters 5 and 10 are included in this collection. In Chapter 5, “Progressing 
Through a T&D Career,” Reitman and Williams discuss career trends for T&D professionals, including 
engagement drivers, types of career moves, professional shifts and transitions, and retirement trends. 
Chapter 10, “Managing for Professional Success,” provides insights and guidelines for successfully 
navigating your career in the evolving T&D field. 
 
T+D, “A Top 10 List of Resources to Launch Your Career” 
You’re completing your degree and contemplating what your next steps will be. With all the knowledge 
and skills you’ve developed through your studies and internships or work experiences, you’re full of 
enthusiasm and ready to take on the world. So how will you locate the opportunity that will enable you to 
put all that you’ve learned to work? In this article from the September 2011 issue of T+D, author  
Alan De Back provides his top 10 job search and career building resources. 
 
Infoline, “Build Your Training Portfolio” 
A career portfolio is a powerful way to distinguish yourself from other training professionals and to 
showcase your knowledge, skills, abilities, and competencies in ways that a résumé cannot. It is also a 
great tool for getting buy-in and support from your current employer. This Infoline will help you 
understand what should go into your portfolio and how to use it to demonstrate your mastery of training 
competencies. 
 
T+D, “Branded for Success” 
The concept of building a personal brand and executing a marketing strategy to promote it to a specific 
audience is a foreign concept for many outside of the world of marketing. Branding and marketing 
oneself in the same way as global brands like Nike, IKEA, Apple, or Google is a significantly daunting 
paradigm shift for most professionals. In this article, Terri Horton demonstrates how powerful your 
personal brand can be and shows how you can leverage it to demonstrate the value in your unique 
combination of experience, background, and expertise. 
 
Infoline, “Jumpstart Your Job Search and Get Hired Faster” 
This Infoline outlines all the steps and instruction you need to take control of your career search. You’ll 
learn how to know and convey what you want, stand out from the crowd using your personal brand, 
choose the right networking strategies for you, convey your value during interview, and successfully 
negotiate the job offer. The overarching goal of this Infoline is not only to get you hired faster, but to be 
in a position that you love, with a company that fits, and to get paid what you are worth. 
 
Career Contentment: Don’t Settle for Anything Less  
Career satisfaction directly affects personal fulfillment and mental and physical well-being. Through this 
book, author Jeff Garton wants everyone learn how to get the most from their career. The secret is 
deceptively simple, a meaningful, fulfilling career is available to anyone who makes the active decision to 
pursue it. Career Contentment details the various organizational factors affecting job satisfaction and 
shows you how to take control of your own happiness. The three chapters in this collection come from 
part I, “Attracting Meaningful Work,” which provides the foundation for recognizing and building your 
own sense of career contentment. 
 



Chapter 1, “Nine Principles for Creating an Employment Mindset,” provides the foundation for 
understanding the physics of attraction related to employment, the power of your thoughts and emotions 
to affect results, the importance of leveraging the beneficial effects of serendipity, and the importance of 
momentum and non-negative “opportunity thinking” to your developing character and overall efforts. 
Chapter 4, “Make Confident Career Choices,” provides detailed guidelines for deciding which employer 
and opportunity is ideally suited to you based on an examination of your motivations and values. Finally, 
chapter 5, “Keep Your Career on Track,” identifies how to recognize and leverage your inborn 
paradoxical qualities and resiliency strengths to stay on track, bounce back, and endure, despite the 
inevitable challenges you’ll face.  
 
Infoline, “Defining and Leveraging Your Professional Value” 
Are you considering making the next move in your career? It could be a lateral move, a promotion, or a 
position outside your current organization. The first step is to understand your professional value, so that 
you can effectively communicate it to potential employers and then leverage it to get the salary, benefits, 
and responsibilities you want. This Infoline will show you how to assess your professional worth; use 
negotiation strategies and tactics to get what you deserve; and conduct yourself confidently during the 
negotiation process. 
 
PART II: CAREER DEVELOPMENT FOR TODAY’S WORKFORCE 
 
Career Development Basics 
Career Development Basics is a succinct, ready-to-use guide to help make career development a priority 
in your organization. This book arms learning professionals with the tools to uncover hidden talent, retain 
high-performing employees, and grow mutually-beneficial, thriving employee/employer relationships. It 
explains how to create a career development program that will: identify high-potential employees, 
promote a shared vision, implement reward/recognition programs, and sustain a career development focus 
regardless of short-term costs and other economic constraints. 
 
Chapter 1, “Career Development: Whose Responsibility Is It?,” looks at the importance of career 
development in an organization and tips and tricks for determining who should take responsibility for 
career development in the workplace and when. In chapter 3, “Key Career Development Strategies for 
Every Organization,” the authors share 10 key strategies that any organization can follow to cultivate their 
employees’ career potential. 
 
T+D, “Career Development: Shifting from Nicety to Necessity” 
The pressures of globalization, a world that has become flat, swift and chaotic economic shifts, and 
exponential growth in technology advances are now the new normal. Employees and employers alike 
seem at a loss to anticipate and cope with the turbulence and rapid evolution of these changes. Rather than 
proactively controlling their own destinies, employees find themselves in a reactive mode, with 
diminishing personal power and productivity. It’s essential for them to develop the ability to manage and 
direct these changes to their own benefit. In this article from the January 2012 issue of T+D, authors 
Beverly Kaye and C. Patrick Smith discuss how the survival of an organization depends on employees 
and employers working in tandem to meet career and organizational goals. 
 



Success for Hire: Simple Strategies to Find and Keep Outstanding Employees 
In Success for Hire Alexandra Levit explains how to develop an effective hiring process to remain 
competitive in a talent-hungry market. From candidate searches to growth plans for long-term employee 
retention, this book details how to find and keep outstanding employees. It will help you avoid knee jerk 
reactions, use every minute of an interview efficiently, and research effectively to ensure you pursue the 
right candidates. This collection includes two chapter: chapter 8, “Develop Strong Training and Growth 
Plans,” guides you in current offerings, developing workable course designs, customizing programs 
according to individual employee needs, and facilitating mentoring, whereas chapter 9, “Achieve Long-
Term Retention,” helps you ensure that your best people stay put and shows you how to provide growth 
opportunities and incentives, promote work/life balance, and encourage more effective 
supervisor/employee relationships. 
 
T+D, “Lose the Career Ladder and Hit the Wall” 
The past decade has ushered in dramatic changes to the way we communicate, collaborate, and compute. 
Yet most managers and employees alike are stuck in a time warp when it comes to career development. 
They have old-fashioned images of advancement up some corporate ladder to that corner office in the 
sky—a mindset that’s out of sync with today’s business reality. No wonder career development is such a 
challenge and disappointment to many. In this article from the September 2012 issue of T+D, authors 
Beverly Kaye and Julie Winkle Giulioni explain that up isn’t the only way to go if you’re seeking to 
advance your career. Lateral, or even downward, moves can be just as beneficial to achieving your career 
goals. 
 




