Tool 37-1
A Plan to Take Ownership of Your 
Career Development
Halelly Azulay
Chapter 37, “From Ward to Steward,” ATD’s Handbook for Training and Talent Development, 3rd ed.
Use these activities to help you get your career on track. 
Write Your Career Development Goals
	1-Year Goal

	

	

	

	



	5-Year Goal

	

	

	

	



	10-Year Goal

	

	

	

	





Skill Development
	1. What are your current skills and competencies and how can you hone, enhance, and sharpen them?

	

	

	

	

	

	

	

	



	2. What skills and competencies do you need to develop for your next role or next step on the career lattice, and how can you hone, enhance, and sharpen them?

	

	

	

	

	

	

	

	





Career Conversations Strategy and Peer Coaching
Part 1. Develop a Strategy for Career Conversation Success 
Individually, think of the kind of career development conversation you need to have with your manager. 
	1. What is your desired outcome for this conversation? What does success look like for this conversation?

	

	

	



	2. What are one to three key points of discussion to help you guide the conversation? What do you need to say or do to make the conversation successful?

	

	

	



	3. What are some potential objections, obstacles, or concerns that your manager might have about your ideas or needs that you could be prepared to overcome and assuage?

	

	

	



Part 2. Strategize
With one or two colleagues, share the strategy you have created to have a productive career development conversation with your manager and get their feedback and input to enhance your strategy.
	Notes:

	

	

	

	


What’s Your Personal Brand?
1. List 20 people who know you well and are likely to be honest with you. It’s best to choose people who know you from a variety of angles and roles—including peers, bosses, clients, vendors, family, friends, teammates, and so on.
2. Send them a personal, individual email (not a mass mailing or bcc) that explains you are on a quest to build your personal brand and you hope they will help you assess your current personal brand by sending you their top three words that describe you. 
a. Give them a reasonable deadline. Usually a week or 10 days is doable and respectful of their prior commitments. 
b. Ask them to confirm whether you can count on them.
c. Send a gentle reminder after a couple of days if they don’t confirm.
d. Send them a gentle reminder if they don’t send the three words by the deadline.
3. Send a thank you note to those who contributed to your effort expressing your sincere appreciation. (Extra points for handwritten snail-mail notes!)
4. Compile the words you’ve received and look for themes. These are important brand attributes as experienced by others. Take them seriously, especially if more than two people said the same thing.
5. Draw lessons about strengths and blind spots. Devise a plan for maximizing your strengths and capitalizing on them, as well as ways to overcome or neutralize your blind spots.



Personal Brand Self-Reflection
	What is your desired personal brand?

	

	

	

	

	



	Who is the most important audience that your brand needs to compel?

	

	

	

	

	



	Who or what can help you assess your brand and its impact and effectiveness?
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