Career Planning
Making Decisions About Work
Choosing a career is an important decision that everyone must make.  The decision will affect the rest of your life.  I will affect the amount of money you will earn.  It will also affect the amount of satisfaction you will get from your work and life.  A full-time job requires at least 40 hours of work every week.  Most full-time workers spend 2,000 hours working each year.  That is time you will want to spend doing something you enjoy.

Jobs and Careers
Work is essential to almost everyone’s economic and social well-being.  It includes jobs, occupations, and careers.  A job or occupation is work that people engage in to earn pay.  A career is a work history of one or more jobs in the same or related fields of interest.  Each occupation in a career builds on interest, knowledge, training, and experience form the other jobs.
[bookmark: h.b4s07fg64a4t]Pursuing a career requires career planning.  Career Planning consists of assessing your potential, analyzing your options,, and preparing for the future.  That preparation could include education or training as well as developing specialized skills or abilities.
[bookmark: h.1zomfs88a7ji]
[bookmark: h.8ox98am9tuvb]What is the difference between a career and a job?
[bookmark: h.ax0qzxe28n32]___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
[bookmark: h.nkwd2lw7pdmt]
[bookmark: h.ufuw48f2q6wx]Self-Awareness
[bookmark: h.9tlaxb7jk9fp]Before you start thinking about careers, you should note what interests you.  Knowing yourself is a key part of your journey into the working world.  Who are you?  What do you value most?  Answering these and other questions can help steer you down the right career path.
[bookmark: h.m4imti59wah7]
[bookmark: h.ofjvvgy9mb1d]Your Interests
[bookmark: h.x8ovfagpw0zt]Your interests are your favorite activities.  They could lead to a career that you would enjoy.  Make a list of your interests.  What are your favorite things to do? What school subjects do you enjoy?  Which type of books do you read, and what TV shows and films do you watch?  You might see patterns in your list of interests.  Things that you enjoy doing may involve working with people, information, technology, or all three.
[bookmark: h.b2g2b26vkuhp]Most people who enjoy working with others have a friendly demeanor.  If you are interested in working with people, then you might enjoy being a salesperson or a nurse.  However, several careers deal with information.  Jobs that require handling information usually involve reading or doing research.  Maybe you enjoy visiting libraries or learning about history.  If so, then you might like being a detective or a lawyer.  Many people interested in technology enjoy making or fixing things.  If this sounds like you, then you might find reward in being a video producer or an electrician.
[bookmark: h.wl38fq9z9wn0]
[bookmark: h.sqwkts4nue45]Your Values
[bookmark: h.mb851r76e2m4]Values are what you believe to be important.  They are the beliefs and ideas by which you live.  Your values help you to make all kinds of decisions - from choosing friends to choosing a career.  Your work values are the aspects of work that are important to you.  Understanding your work values will help you select a career that suits  you.  
[bookmark: h.yf49ghz6nlj7]
[bookmark: h.udftn0qr5r2v]Your Skills, Abilities, Aptitudes, and Personality
[bookmark: h.gxk1hkbzismk]Once you have some idea of your interests and values, you should consider your skills, abilities, aptitudes, and personality.   A skill is proficiency for performing a task that is developed through training and experience.  An ability is a natural or acquired skill or talent.  Besides basic skills such as reading and writing, you may have a special ability to learn languages or to play a sport.  An aptitude is your potential for learning a skill.  Having an aptitude is like having a knack for something.  
[bookmark: h.23jqmkna11g]Personality is the set of characteristics that make someone special.  It is the sum total of your feelings, actions, habits, and thoughts.  If someone asked you to describe your personality, what would you say?  You might start naming some of your characteristics.  What are some of the first words that come to mind?
[bookmark: h.9c2sodkg1fxr]
[bookmark: h.obckyruoqtf2]What are values?
[bookmark: h.49tzkg4qcm5]___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
[bookmark: h.94hovn4yjqwc]
[bookmark: h.usi1cr620m3p]How Work is Changing
[bookmark: h.n2a2n9yvgual]The world of work is constantly changing.  Some of the businesses fail, while new ones start.  Certain workers are no longer needed.  Others are in demand.  The way people work is also changing.   As previously discussed, technology enables work to be performed more quickly, easily, and in more cost-effective ways.
[bookmark: h.s2f6967jv72l]The working world is no  longer limited by U.S. borders.  The global economy continues to grow.  People around the world want many goods and services that U.S. businesses sell.  More U.S. companies are opening offices abroad, and overseas firms are operating within the United States.  Companies do business via e-commerce.  These changes create more job opportunities for workers.  
[bookmark: h.dxgrwpj17w3a]
[bookmark: h.8hu3bk9w4by4]Adapting to Change
[bookmark: h.a4ct0n2u64gn]Today’s workers must be adaptable and willing to learn new technologies and ways of working.  Every day you should work to improve your basic skills, develop thinking skills, and build personal skills.  You will use these skills in all kinds of work later.  They will help you adjust to new technologies and to change.  They will also help you to compete with others in the working world.
[bookmark: h.kpfnp0588ca]What is the difference between a job and a career?
[bookmark: h.ojr70re8t8c]___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
[bookmark: h.ptqznxby1jxf]What is the difference between an aptitude and an ability?
[bookmark: h.etbfq6i29fxf]___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
[bookmark: h.cithzqt87zp4]Discuss some ways that work is changing.
[bookmark: h.54jzcqvivp5o]___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
[bookmark: h.3ggp4t57flaw]
[bookmark: h.enb02otenjyx]Finding Information on Careers
[bookmark: h.dt16c1xperwh]After you identify potential careers, it is time to do some research.  The information you gather will enable you to pinpoint the right career and develop a career path.  There are many sources of job information.  
[bookmark: h.vgueiuj6a8k]
[bookmark: h.b4khf0eo894t]Why is it important to research careers?
[bookmark: h.jmk9mvpbwla3]___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ 
[bookmark: h.ymmzq61gpe0b]
[bookmark: h.jq0qlp8lotxv]Written Sources
[bookmark: h.43bt6dvknpp]There is a lot of written information about careers at libraries and on the Internet.  Also, the Occupational Outlook Handbook (OOH) describes hundreds of jobs.  It lists the fastest growing fields and gives addresses of places to write for more information.  
[bookmark: h.cv6bxe5tf43n]
[bookmark: h.4dpgpfhj7v7d]Career Counselors
[bookmark: h.39dz1edf8m5k]A career counselor is someone who is trained to provide information and guidance on choosing a career.  A career counselor can also help you learn more about your interests and abilities.  Most school counselors can provide career counseling.
[bookmark: h.bosdm1hl7uie]
[bookmark: h.utukesfg3233]Networks
[bookmark: h.5kxp6gg0a6kw]Another way to get information is by networking.  Networking is the practice of building informal relationships with people whose friendship could bring advantages such as job or business opportunities.  
[bookmark: h.rqzzbq4qcr9q]
[bookmark: h.qr4uuw2nr62]Work
[bookmark: h.abyuijqd0v6k]The best way to learn about a career is to work.  New workers often benefit from job shadowing, which involves following another working on the job for a few days.  Internships are another option.  An internship is a temporary paid or unpaid position that involves direct work experience in a career field.  You might also consider volunteerism, or working without pay.  
[bookmark: h.k9xvwcodinll]Understanding the Working World
[bookmark: h.ob1kbkfogi9b]There are some general aspects about the working world that you should know.  They may affect you at some point during your career.
[bookmark: h.6q4ibsvkaxkt]
[bookmark: h.2651cd94epd3]The Career Ladder
[bookmark: h.miyltmxj0asl]Most occupations have career ladders. A career ladder is a series of different jobs within a career.  You might start with an entry-level job, which is suitable for a worker who is new to a job, field, or subject.  From there you might be promoted to a higher level job with more responsibilities.  Continually improving your skills will help you to succeed by climbing a career ladder.   
[bookmark: h.2rgf46tfdcec]
[bookmark: h.3tbxpt5b5eyh]Outsourcing
[bookmark: h.wut08e5vl748]While U.S. companies face global competition for sales, some U.S. workers face global competition for jobs.  Many U.S. firms outsource work to other countries.  Outsourcing is using outside sources to do tasks traditionally handled by internal staff.  It is usually done to cut costs.
[bookmark: h.af7245tkpj4q]
[bookmark: h.y6x6elqfk6sr]The Role of Supply and Demand
[bookmark: h.18eq5d7kgoho]Many people think that supply and demand affect only the prices  they pay for goods and services.  However, supply and demand also affect the job market.  If there are more qualified people than there are openings for a job, then it will be difficult for a worker to get the position.  People who have special skills, talents, or knowledge are also highly sought after for jobs.  The more demand there is for a worker’s set of skills, the easier it will be for him or her to get a job.
[bookmark: h.2vtk7jcve78b]
[bookmark: h.xhxrrmpm42jw]Setting Goals
[bookmark: h.rihd717izay3]Before  you reach your career goal, you must first set and reach other goals.  Goals can be short-, medium- or long-term.  A short-term goal is something you might start and reach quickly.  A medium-goal is usually more challenging and takes longer to achieve.  A long-term goal may take a long time to reach.  Short-and medium-term goals can help you achieve a long-term goal.  When setting goals, be as specific about each one as you can.  Specific goals are easier to aim for and achieve.  
[bookmark: h.whacudwsxe7c]
[bookmark: h.22k73w2vyy8y]Making a Career Plan
[bookmark: h.251wuznirpxa]As you can see, making a career plan takes effort.  You can create one now for one our your career choices.  It is a good way to prepare for future career decisions.
[bookmark: h.vt2p2qrsqq7b]
[bookmark: h.fovynfpn2byz]Plot Your Career Course
[bookmark: h.6u5m0ce6osvu]Now that you have seen the process of career planning, get started with your own career.  First, write your ultimate goal at the top of a sheet of paper.  Then use library and Internet resources to research and make three lists.  Your teacher, school counselor, and family can also help.
[bookmark: h.40ewpdjs30oh]
[bookmark: h.tjgkns5tjase]Graduation Plan  In the first list, identify and select current courses, activities, and experiences that are related to your career goal.  This list could lead to a specific career choice.  
[bookmark: h.rey6l2rkijvm]
[bookmark: h.8zkoh4xnn4gq]Education and Training Plan  In the second list, detail the education or training you will need after high-school.  Be specific.  List and explain your education and training alternatives, including courses you might take, and certificates or degrees you must earn.
[bookmark: h.2srj4ze2plxo]
[bookmark: h.99pnw942ntps]Experience Plan  In the third list, note experiences that will lead to your specific career choice.  Include internships and volunteer, part-time, and temporary jobs.
[bookmark: h.x7fd5jd7p4l4]
[bookmark: h.r7chxmgm8otm]Set Your Goals  Once your lists are complete, determine whether each of the items listed is a short-, medium-, or long-term goal.  Chart your goals in the order in which they will happen.  Think about when you might start and complete each one.  What can you do now?  What will you so one, three, or five years from now?  How long will it take to reach your ultimate goal?  
[bookmark: h.2pgb06etv0hp]
[bookmark: h.9syfmewe1s4h]Achieving Your Goals
[bookmark: h.k3gnu6b99qqc]The more specific and realistic your goals are, the more likely you are to achieve them.  However, your goals and the time you spend on them may change over time.  If you are not reaching your goals, do not lose motivation.  Find out why you are stuck.  As you review and revise your goals, you must also renew your motivation.  The most important thing is to have a plan that gets you moving toward your ultimate career goal.  
[bookmark: h.w7bfctlhal6e]
[bookmark: h.kx0xg1lstgis]Identify some resources to use for career research.
[bookmark: h.fbdguror9vg6]___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
[bookmark: h.isbu8rkxgvc3]
[bookmark: h.4o6gezw21wlv]What are some ways to gain work experience?
[bookmark: h.osvq56m2rpvl]___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
[bookmark: h.z4gv6az62rzw]
[bookmark: h.gytdw48x175l]What are short-, medium-, and long-term goals, and how do they relate to a career plan?
[bookmark: h.gjdgxs]_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
