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This guide is designed to support you to do your 
best thinking about your career. At Persuasion, 
we recommend that clients step back and do a 
bit of deep thinking about their career every
three to four years. 

In between those times, it is useful to take note
of the natural prompts that occur. For example,
we might notice new trends in our profession or 
marketplace. We should notice the trajectories
of those we admire and be alive to the twists
and turns in the careers of our contemporaries.

The paths of peers, colleagues, customers and other 
key figures all contain clues that can help us to work 
out the opportunities that exist.

What is most important of all, is that we constantly 
review and prioritise what is most important to us. In 
career terms, the values and skills that you have 
formed and the experiences you’ve yet to have are 
the compass that should guide your career 
development.

How to Use this Guide

In putting together this guide, our aim is to
support you to examine in a neutral way, what is 
most personal and therefore most important to 
you. 

The guide contains a collection of activities and 
prompts for you to work through as you audit
your career to date. These are organised into 5 
Sections.

The output of your thinking should help you to 
clarify what you would like to achieve. The action 
plan at the end of this document provides a place 
where you can capture the actions that you want 
to take now.

We suggest that you:

• Work steadily through this document.
• Try to complete all sections but notice which ones 

are most interesting for you and focus your time 
in these areas. 

• Don’t worry about the practicalities for now. Use 
the audit framework to do your biggest and 
broadest thinking about your future career.

• Use your reflections about past experiences to 
guide you towards the future.

• Notice what you have accomplished, what you’ve 
learned and how you did it.

• Be straight with yourself. This is no time for 
modesty or meekness!

• Discuss your thoughts with loved ones, friends, 
mentors or other advisers. Use them as a 
sounding board while you form your ideas.

Introduction

Questions, comments or feedback?
We’d love to hear from you
Contact us at: info@persuasion.ie

Good Luck
From
The Persuasion Team
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Phases of Career Development

Section 1: Finding Out Who You Are Now

The starting point in any career choice is self-
awareness.  Having a thorough knowledge of
your skills and competencies, your likes and 
dislikes, strengths and weaknesses, is essential
for selecting the right career.  

In this section, you will be invited to explore your 
career and yourself by responding to lots of 
questions.

By asking yourself searching questions, you will
find out the most important factors for you in 
choosing a career. 

For some, money will be a key motivating force, 
while for others, intellectual stimulation, or the 
opportunity to contribute to the greater good
may be important.  Everyone has different needs 
from work, and it is only through taking time to 
reflect, that we find out what is really important.

How a person’s career evolves tends to reflect very 
closely their psychological development and how 
their life overall works out. As we develop and as our 
life experience deepens, our preferences, motives 
and priorities evolve. 

Our careers tend to stop working for us, if we ignore 
fundamental shifts and changes in us. It is important 
that we afford ourselves the time to step back and 
assess the extent to which our career choices meet 
our needs - in terms of career satisfaction, work/life 
balance and more practical issues such as income and 
family responsibilities. 

Changes in family circumstances such as redundancy 
and other major life changes often precipitate a very 
deliberate career change.  In other cases, the 
changing role of work in our lives often occurs 
imperceptibly, over time and without an obvious 
opportunity to update career preferences or plans.  

Some of the exercises in this workbook 
should help you to review your career to 
date with a view to making changes to 
ensure that your career keeps pace with 
other key developments in your life. 
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Phases of Career Development

Section 1: Finding Out Who You Are Now

This section summarises some of the key frameworks and models that inform our thinking about career 
development through the key life stages. You may find it interesting to review these and to reflect on the 
model or stage that most closely reflects where you are at now.

Biosocial Life Cycle

This model describes career development according to typical life stages.  This model and many similar 
models describe the key life tasks that tend to be experienced at different ages. While no-one’s life is 
executed strictly in accordance with a textbook model, the typical patterns and themes in life cycle 
models of career development help us to normalise the issues that concern us and to frame issues that 
we experience in the context of social demographics and  personal development. 

Stages of Life

Stage Issues Tasks

Adolescence to late 
twenties/early 
thirties

Building career and family.
Commitments tend to be 
provisional.
High energy and enthusiasm 
make it easier to cope.

Leave home.
Use peer group for support without 
being overwhelmed by it.
Make valid education or vocation 
choices.
Get on with spouse.

Thirties First major reappraisal.
Test provisional 
commitments.
Re-examine ideals.
Entering stabilisation or major 
redirection.
Realities of work, marriage, 
money, family.

Settling down.
Begin to make more final choices.
Come to terms with occupation.
Come to terms with marriage.
Manage career and family conflict.

Late thirties/early 
forties

Midlife crisis.
Face disparity between 
dreams and reality.
Recognise first signs of body 
breakdown.

Self-confrontation forced by 
recognition of own mortality. Make 
choices and learn to live with 
consequences of previous choices.
Person becomes more open to 
outside world.
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Phases of Career Development

Section 1: Finding Out Who You Are Now

Forties/fifties Self-acceptance and 
contentment grow as problems 
faced. 
Relative stability associated with 
50s. 
Mellowing but troubled by 
recognition of declining abilities, 
health, finances.

Cope with empty nest.
New patterns of intimacy between 
spouses.
Prepare for retirement.

Sixties - death Major transitions.
Difficult if declining competence 
forces retirement.
Threat of withdrawal into self. 

Retirement - financial trouble.
Face prospect of dependency.
Managing health. 
Death.
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Phases of Career Development

Section 1: Finding Out Who You Are Now

Dimensions of Career Cycle

There are three basic dimensions which describe the external career and provide external reference 
points for how the internal career is experienced. 

1. The hierarchical dimension - the typical
progression up the ladder via promotions.

2. The functional/technical dimension - this
describes a person’s special area of expertise.
Some people enter a special function area
and remain there for their entire career,
while others move between areas of
expertise, for example, when someone
shifts from Engineering to Sales. The term

‘second career’ refers to a move along the
functional dimension or a change of work. 

3. The inclusion or membership dimension - this
describes the move toward the centre or core of
the occupation or organisation.  This usually
correlates with a move along the hierarchical
dimension.  Movement along this dimension can
help to satisfy people who have reached the end
of the hierarchical dimension. 

Stages and Tasks of the Career Cycle

The Career Cycle model describes the traditional 
career trajectories that are seen in organisations. 
The model given below is the ideal model and is 
based largely on traditional l career trajectories. 

Changes that have taken place in the last 20
years have really challenged this view of career 
development. These changes are driven by a 
complex set of socio-economic shifts and are 
facilitated by technological and lifestyle changes.

The emergence of the ‘Gig economy’ is one such 
example that is often referenced. There are, 
however, many other models that seek to explain 
nonlinear career development patterns.

Nonlinear career patterns are often used to describe 
how the careers of people with family or caring 
responsibilities tend to develop.

The Career Cycle model can be applied to any full 
time employment, even if the job isn’t considered 
‘professional’.  The term ‘internal career’ is used to 
explain how an individual experiences the stages and 
tasks of their own career. 
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Section 1: Finding Out Who You Are Now

By combining these dimensions, the Career Cycle model describes career development within 
organisations across three dimensions: 

Summary of the Career Cycle

Stage Issues Tasks

Child/Adolescent Gain self-insight. Learn about occupation options.

Optimise chances of using talents.

Achieve success.

Entry to occupation or 

organisation 16-25

Ability to be both independent 

and dependent and to learn how 

to specialise.

Assert self and be willing to develop new 

skills which will contribute.

Learn to be subordinate.

Full membership in 

early career 17-30

Testing between individual and 

organisation to see if you can 

meet each other’s needs long 

term.

If work remains challenging, a 

person may remain in that career.

Become a full member.

Begin to make a full contribution.

Learn to function effectively without 

close supervision.

Acquire self-confidence and ability to 

judge own performance.

Mid-career 35-45 How to use experience beyond 

area of technical competence.

May have period of crisis with 

assessment of performance vs 

ambitions. 

Reassess position of work in total 

life.

Take on mentor type role.

Reassess work relative to family needs.

Recognise where contribution is likely to 

be.

Trauma if conflict between work and 

family.

Career not meeting financial needs.

Late-career Fulfil growing emotional need to 

be a mentor.

Remain up to date with technical 

area.

Less of a problem for those who transfer 

into a generalist role.

From 40 to retirement 

depending on career 

and person

Learn to accept reduced levels of 

power.

Manage a life less dominated by 

work.

Remain engaged up to level of abilities.

Retain sense of identity and self-worth.
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Phases of Career Development

Section 1: Finding Out Who You Are Now

Some Reflection Questions

• Does your career trajectory fit one of the traditional models described above?
• What are your expectations in terms of career development?
• How do these or other models inform the future development of your career?
• Is your career likely to take a non-linear development route in the future?
• Do you see yourself moving along a specialist or a generalist path?
• How will contemporary developments impact on your career – for example – the gig economy; 

remote working; portfolio careers or the Third Act?
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Autobiographical Data

Career History

Review Your Past Experience

Your Achievements

Section 2: Reviewing Past Experience
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Autobiographical Data

Section 2: Reviewing Past Experience

To start actively thinking about yourself and where you want to get to in your career and life, let’s start 
by reviewing the past - not for the purpose of judging what you have and haven’t done, but rather to 
understand the sort of person you are and to identify what have been formative experiences in arriving 
at who you are today.

Write about your life up to now.  Include both your career and personal experience.

Early Life

Describe where you grew up, family, parents, schooling, general memories of childhood, etc.

Young Adulthood

Describe your education, key figures of influences, mentors, getting started in your career, travel, 
settling down, decisions taken which were milestones, achievements etc.



Persuasion © 2020
11

Autobiographical Data

Section 2: Reviewing Past Experience

Current Life

Describe your life today e.g. family, leisure interests, what’s important to you, career achievements.



Persuasion © 2020
12

Career History

Section 2: Reviewing Past Experience

Starting with your most recent position, review your work history using a page for each separate 
employer or significant position change/promotion (if with the same employer).  Choose the most 
significant employers if you are lacking space. 

The information collated in this section, along with 
autobiographical data, will support you in drafting your 
CV, which you may ultimately need.
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Employment Summary 1

Section 2: Reviewing Past Experience

Employer

Dates

Position title

Reporting to

Brief details about company
(e.g. industry sector, size by 
staff number and/or turnover, 
market position)

Key responsibilities

Key achievements/major 
contributions
(Try to think of at least three!)

Most enjoyable aspects of this 
job

Least enjoyable aspects of this 
job

Reason for leaving

Remuneration details (salary, 
bonus, and benefits)
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Employment Summary 2

Section 2: Reviewing Past Experience

Employer

Dates

Position title

Reporting to

Brief details about company
(e.g. industry sector, size by 
staff number and/or turnover, 
market position)

Key responsibilities

Key achievements/major 
contributions
(Try to think of at least three!)

Most enjoyable aspects of this 
job

Least enjoyable aspects of this 
job

Reason for leaving

Remuneration details (salary, 
bonus, and benefits)
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Employment Summary 3

Section 2: Reviewing Past Experience

Employer

Dates

Position title

Reporting to

Brief details about company
(e.g. industry sector, size by 
staff number and/or turnover, 
market position)

Key responsibilities

Key achievements/major 
contributions
(Try to think of at least three!)

Most enjoyable aspects of this 
job

Least enjoyable aspects of this 
job

Reason for leaving

Remuneration details (salary, 
bonus, and benefits)
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Employment Summary 4

Section 2: Reviewing Past Experience

Employer

Dates

Position title

Reporting to

Brief details about company
(e.g. industry sector, size by 
staff number and/or turnover, 
market position)

Key responsibilities

Key achievements/major 
contributions
(Try to think of at least three!)

Most enjoyable aspects of this 
job

Least enjoyable aspects of this 
job

Reason for leaving

Remuneration details (salary, 
bonus, and benefits)
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Section 2: Reviewing Past Experience

What have you learned about yourself from reviewing your past?

Are there any main patterns or trends emerging?

What have been the main highlights for you and what challenges have you faced?

Can you reflect on when you seemed to be the most content and at your happiest?  What conclusions 
does that lead you to?
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Section 2: Reviewing Past Experience

How you do you feel about your future career direction?  Would you like to follow the same path or 
make a complete change?
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Learning and Development

Having opportunities to learn new things and develop ourselves in different ways, contributes to how 
satisfied we feel about the jobs we are doing and the direction we are taking in life and career. 

This section asks you to reflect on and consider, learning and development opportunities and activities in 
two ways: From the past and for the future.

We all learn from different experiences and in different ways - some more formal than others.

Formal Learning Review (education to date, from Junior Certificate onwards)

Qualification, Year Awarding Body Benefits/Gains/Comments

e.g. B Comm., 1984 UCD Learned about business theory.  Decided I 

wanted to go into business.

Section 2: Reviewing Past Experience
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Learning and Development

Training Courses/Programmes (e.g. computer courses)

Course Title Awarding/Training Body Benefits/Gains/Comments

Section 2: Reviewing Past Experience
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Learning and Development

Extracurricular or Non-Career Related (e.g. hobbies, languages, interests, sports, etc.)

Course Reason for Doing it Benefits/Gains/Comments

Section 2: Reviewing Past Experience
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Learning and Development

Future Training and Development Plan

Future Training and 
Development Ideas

Reason for Doing it Action

Section 2: Reviewing Past Experience
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Your Achievements

Identifying career achievements is one of the most 
essential aspects of self-assessment and career 
planning. 

Our achievements demonstrate key skills and 
competencies and are concrete. 

They provide tangible examples that show how we 
have contributed to an organisation or an event. 

They help to support and validate what our internal 
perceptions of ourselves might be in terms of skills 
and abilities.

In the world of careers, the word ‘Achievements’ is used to describe the outputs of activities you 
undertook in your role. Achievements might include outcomes from the day to day operation of your 
role. e.g.:

• Achieved OT earnings for 5 years 
• Led the management team to deliver above budget earnings for 3 consecutive years
• Chaired the Firm’s annual Away Day meetings
• Recruited 3 new sales managers and supported them to develop a team of 15 area 

managers covering territories in key international and domestic markets.
• Redesigned the learning and development plan to focus on digital learning strategies
• Implemented a new compensation plan for senior executives
• Presented the new strategy to employee meetings in three locations.

Section 2: Reviewing Past Experience

Try to think of as many achievements as you can, both from your career and personal life.
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Your Achievements

Section 2: Reviewing Past Experience

Achievement Description
Key learning/ observation about this 
achievement?
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Your Achievements

Section 2: Reviewing Past Experience

Achievement Description
Key learning/ observation about this 
achievement?
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Your Achievements

Reflect on what you have written about your achievements and consider what they tell you about yourself, 
in terms of what you want/need in the future.  Use the space below to summarise trends, patterns or 
conclusions.

26

Section 2: Reviewing Past Experience
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Introduction

Skills and Competencies Assessment

Other Skills 

Reviewing Your Competencies

SWOT

PEST Analysis

Section 3: Skills and Competencies
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Introduction

Section 3: Skills and Competencies

A skill is an ability to do something well.  Skills can 
be loosely divided into several areas, including 
work or job specific skills and transferable skills. 

Job specific skills are the skills essential for 
performing your work.  You may acquire them 
during education, on the job, by training yourself
or you may build them up over time.

Transferable skills are non-specific skills, which
can be carried from one job to the next, many of 
which we use in everyday life.  Such skills include 
problem solving, the ability to communicate,
Organising your time effectively and researching 
information.

The following skills assessment will enable you to determine what skills you possess, what skills you are 
good at, what you enjoy doing and what you tend to dislike.  You may be a great mathematician, but that 
doesn’t mean that you want to spend your life crunching numbers

On the following pages, the skills have been grouped under various headings:

• Working with Ideas/ Being Creative
• Working with People
• Working with Data
• Working with Materials or Things
• Personal Competencies
• Other Job-related Competencies

Use these lists to consider your level of competence in each area and rate to what degree you enjoy 
using that skill/competency.  You may find that there are some you never use and therefore are not 
applicable to you.  For the ones that are relevant include, where possible, a practical example of how you 
used the skill/competency.

This is not an exhaustive list and if you feel there are other competencies relevant to you, you should add 
them to the list.

Level of Competence Enjoyment Level

1. Basic 1. Low

2. Competent 2. Medium

3. Highly Competent 3. High
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Working with Ideas/Being Creative

Competency/Skill
Competency 

Level

Enjoyment 

Level
Practical Example

Adapting ideas

Composing music

Conveying feeling or thoughts 

through drawing

Creating ideas

Designing

Developing other people’s ideas

Drawing/painting

Having insights

Improving situations

Reading for ideas

Redesigning things or events

Thinking conceptually

Thinking in detail

Using intuition

Coming up with ideas for ways 

to solve problems

Using graphics to communicate 

ideas

Writing creatively

Section 3: Skills and Competencies
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Working with People

Competency/Skill
Competency 

Level

Enjoyment 

Level
Practical Example

Motivating others

Negotiating

Persuading

Planning and organising the 

work of others

Presenting to a group

Group facilitating

Setting standards for others

Showing appreciation of others

Supervising others

Teaching/training

Working in a team

Coaching/mentoring

Giving people constructive 

feedback

Dealing with the public

Handling complaints

Networking to gain Influence

Section 3: Skills and Competencies
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Working with Data

Competency/Skill
Competency 

Level

Enjoyment 

Level
Practical Example

Analysing situations or data

Budgeting

Business process thinking

Calculating (numbers)

Report writing

Researching

Retrieving information

Assessing facts

Collating data

Dealing with detail

Planning tasks

Organising tasks

Classifying data

Evaluating systems

Making decisions based on 

factual data

Reading for information

Section 3: Skills and Competencies
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Working with Materials or Things

Competency/Skill
Competency 

Level

Enjoyment 

Level
Practical Example

Assembling things

Building/ Constructing

Displaying things

Finding out how things work

Handling objects

Operating machines

Physical dexterity

Using tools

Repairing things

Gardening

Cooking

Sewing

Section 3: Skills and Competencies
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Personal Competencies

Competency/Skill
Competency 

Level

Enjoyment 

Level
Practical Example

Ability to develop effective 

relationships

Able to work independently

Achieve goals

Adaptability

Commitment

Coping with stress

Decisive about self

High energy

Resilience

Self-aware

Self-motivated

Ambitious

Setting standards for self

Setting goals for self

Taking instructions

Tenacity

Leading others

Section 3: Skills and Competencies
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Professional/Managerial Competencies

Competency/Skill
Competency 

Level

Enjoyment 

Level
Practical Example

Client/Customer Focus

Commercial acumen

Negotiating

Computer literacy 

Consulting/advising

Entrepreneurship

Trouble shooting

Change management

Project management

Interviewing to gain information

Marketing products/services

Selling

Strategic thinking

Fundraising

Section 3: Skills and Competencies
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Other Skills

Competency/Skill
Competency 

Level

Enjoyment 

Level
Practical Example

Section 3: Skills and Competencies
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Focusing on the competencies you have highlighted in the Competency Assessment exercise and the 
achievements which you recalled in the Achievement exercise, use this page to summarise the analysis of 
your skills and competencies.

Highly Competent

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

Section 3: Skills and Competencies

Competent

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.
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Skills I want to use a great deal Skills I want to use sometimes

1. 1.

2. 2.

3. 3.

4. 4.

5. 5.

6. 6.

7. 7.

8. 8.

9. 9.

10. 10.

Section 3: Skills and Competencies

Skills I do not enjoy using Skills I would like to develop

1. 1.

2. 2.

3. 3.

4. 4.

5. 5.

6. 6.

7. 7.

8. 8.

9. 9.

10. 10.
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Section 3: Skills and Competencies

PEST analysis (political, economic, social, 
technological) is a thinking tool that is typically 
used to assess the key forces that impact on an 
organisation or a strategy.

It may be useful to put your emerging career 
strategy through a PEST analysis to ensure that it 
takes account of the key socio-economic and other 
forces likely to impact on careers in the coming 
years.

You should think broadly to ensure that you take a 
wide range of social political forces into account, 
bearing in mind, the huge impact that ecological and 
demographic forces such as climate change, weather 
events and disease are having on careers at the 
moment. Look for opportunities as well as threats.

First, Review the charts below to stimulate your thinking on the key trends that could impact your 
career development over the next decade:

POLITICAL factors to consider: ECONOMIC factors to consider:

Climate change politics 
Current domestic 
Legislation  
Legislative trends
International legislation 
Regulatory bodies and 
processes 
Government policies 
Global politics
Trading policies 
Alliances

Funding, grants and 
initiatives 
Interest groups
Power lobbies
Political trends
International relations
Election cycles
International pressure 
groups 
Wars and conflicts 
Globalisation

Economic trends –
domestic / global
Emerging markets
Fiscal and monetary 
policy trends
Seasonality issues
Market/trade cycles
Specific industry factors

Supply chain trends
Consumer behaviour
Market trends
Investor trends
Interest/ exchange rates
International trade issues
Peak globalization
Recession

SOCIO-ECONOMIC factors to consider TECHNOLOGICAL factors to consider

Lifestyle trends
Demographics
Media /social media 
trends
Demographics
Brands, companies
Technology
Consumer trends

Major events and 
influences
Ethnic/religious factors
Famine/disease
Advertising and publicity
Moral and ethical trends
Public opinion

Emerging technologies
Automation
R&D funding
Data analytics
Maturity of technology
Manufacturing maturity 
and capacity
Information and 
communications
Consumer demand

Technology legislation
Innovation trends
Splinternet
Smart everything
Robotics
Space technology
Licensing, patents
Intellectual property issues
Global communications
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Section 3: Skills and Competencies

Now, make a note/ comment on the trends in each area, they may have significance for your career:

POLITICAL: Relevant Trends ECONOMIC: Relevant Trends

SOCIO-ECONOMIC: Relevant Trends TECHNOLOGICAL: Relevant Trends
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Personality Traits

Assessing Personality Traits

Interpersonal Style

Work Values

Motivators

Lifestyle Analysis

Section 4: Traits, Personalities and Values
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Personality Traits

Section 4: Traits, Personalities and Values

There are many personality questionnaires that 
have been developed by psychologists and 
generally assess four main areas: Personality,
Skills, Values and Interests.

Your career coaching programme may include an 
element of psychological assessment. This should 
help you to increase your awareness and 
understanding of your own personality
preferences as they relate to work.

The following exercise offers a more practical and 
less researched self-assessment approach to 
personality and attitude.

Tick the personality traits and characteristics that are 
most applicable to you.  Go with your gut feeling 
rather than pondering for any length of time over 
each trait. 

Be as honest as you can and answer as you really 
think you are, not how you would like to be.

If you would like some external validation of your 
responses there is a second blank sheet which you can 
give to someone who knows you well, asking them to 
complete it about you.  You can then compare 
responses.
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Section 4: Traits, Personalities and Values

Assessing Personality Traits - Inventory

Adaptable Easy-going Modest Sincere

Adventurous Entrepreneurial Moody Shy

Aggressive Efficient Observant Serious

Alert Emotional Obstinate Sociable

Ambitious Energetic Open minded Strong

Analytical Enthusiastic Organised Sympathetic

Artistic Empathetic Optimistic Systematic

Assertive Extroverted Outspoken Tactful

Boastful Flexible Passive Tenacious

Blunt Fussy Patient Tidy

Calm Frank Punctual Tough

Caring Generous Practical Tolerant

Cautious Helpful Pessimistic Trusting

Cheerful Humorous Preserving Thorough

Competitive Idealistic Quiet Understanding

Confident Impatient Quick minded Unassuming

Conscientious Impulsive Reasonable Versatile

Conventional Independent Relaxed Volatile

Cooperative Industrious Reserved Worrying

Creative Introverted Reliable Wise

Curious Intuitive Responsible Witty

Decisive Inventive Sceptical Warm

Dependable Insensitive Sarcastic

Demanding Logical Self-disciplined

Dynamic Leading Self-starter

Dominant Loyal Sensitive

Diplomatic Methodical Sentimental
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Section 4: Traits, Personalities and Values

Assessing Personality Traits - Evaluation

In the space below, list up to ten behaviours from the inventory which are most like you, doing so in the 
order in which you feel are most dominant.

1. 6.

2. 7.

3. 8.

4. 9.

5. 10.

What are the five traits you most value in yourself?

1.

2.

3.

4.

5.

What are the five traits you least like in yourself?

1.

2.

3.

4.

5.
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Think about what you are looking for out of a career and what do you value most in a job?  Complete the 
exercise below and review the career suggestion.  Do these careers allow you to experience what you 
value?

Move around at work Work with my hands Work outdoors

Structure my own 
work

Demonstrate expertise 
in an area

Contribute new ideas 
to my profession

Answer complex 
questions

Write and present my 
ideas

Express my opinions 
freely

Create and develop 
new things or ideas

Help others through my 
work

Contribute to a better 
world

Make a difference
Participate in personal 
development activities

Work with others for a 
common purpose

Get ahead in my 
career

Influence others
Afford a very 
comfortable lifestyle

Impress people
Command respect and 
status

Do what is expected of 
me

Attend to details to 
meet requirements

Work in a secure 
environment

Complete tasks that 
are clear and direct

Predict my hours and 
work

Have a changeable 
work day/environment

Section 4: Traits, Personalities and Values

I value experiences where I can (select all that apply).  If there are other things about work that you 
value, list them also. 
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Achievement

Chance to use your strongest skills and feel good about your work

Being challenged and doing interesting work

Learning and gaining new skills

Independence

Able to decide what work you do

Supervising your own work

Being creative and finding new ways to do things

Recognition

Chance to move up and be a leader

Being able to direct and influence others

Having an important or prestigious job

Relationships

Getting along with your boss, coworkers, and customers

Working with diverse people of many cultures and backgrounds

Helping and caring for other people

Support

Having a boss that stands behind their employees

Access to the right tools, training, and resources needed to do your job

Working Conditions

Having good work conditions

Being well paid and having good benefits

Having a job with low risk of a change in pay or work duties

Having a variety of things to do on the job

Section 4: Traits, Personalities and Values
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Select the three most important:

1.

2.

3.

Does your current or most recent role fulfil these?

How could you fulfil these values in a future job?

Section 4: Traits, Personalities and Values
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Section 4: Traits, Personalities and Values

By this stage, you are developing a better 
understanding of yourself, but without having 
focussed specifically on what is often the most 
critical aspect of ourselves and our work,
namely our interpersonal style and our 
relationships with people.

In this section, we encourage you to assess your 
interactions with other people you have met and/or 
worked with during your career.

To do this thinking, we suggest you use the structured 
approach set out on the following pages.  

First, focus on positive productive relationships.  Next, 
consider people you have had poor relationships with.
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Section 4: Traits, Personalities and Values

Positive Relationships

Name

Nature of relationship

What was good about the relationship?

How you both benefited

Name

Nature of relationship

What was good about the relationship?

How you both benefited

Name

Nature of relationship

What was good about the relationship?

How you both benefited
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Section 4: Traits, Personalities and Values

Positive Relationships

Name

Nature of relationship

What was good about the relationship?

How you both benefited

Name

Nature of relationship

What was good about the relationship?

How you both benefited

Name

Nature of relationship

What was good about the relationship?

How you both benefited
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Section 4: Traits, Personalities and Values

Review of Interpersonal Style

Are there trends in your interpersonal style which you can see emerging? 

Look back over your answers to consider these points.

Are there learning points from past experience/mistakes that you would like to keep in mind?
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Time is an important resource in your life.  We have a total of 168 hours each week to accomplish many 
things we like to do, enjoy doing and need to do.  Excluding time spent sleeping, which averages 53 hours, 
how do you spend your time?  When you know the answer to that - are you happy with the way it is spent, 
or could it be reorganised so that you get more out of life?

Analyse your time allocation in a typical week by considering the following list of categories:

Categories Time (hours, mins) per week

1. Work (at the office and at home)

2. Commuting to/from work

3. Family (quality time only)

4. Chores (grocery, house, garden)

5. Socialising

6. Time just for you

7. Other

Total 115 hours

Section 4: Traits, Personalities and Values

Draw a line graph to visualise how you use your time.  Use a different colour to depict how you want to 
spend your time.

Hours

100 • • • • • • •

90 • • • • • • •

80 • • • • • • •

70 • • • • • • •

60 • • • • • • •

50 • • • • • • •

40 • • • • • • •

30 • • • • • • •

20 • • • • • • •

10 • • • • • • •

5 • • • • • • •

Less than 5 • • • • • • •

Work Travel Chores Family Social You Other
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Section 4: Traits, Personalities and Values

Are there any surprises? 

List specific actions you need to make your ideal goal a reality:
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Section 4: Traits, Personalities and Values

STRENGTHS WEAKNESSES

OPPORTUNITIES THREATS

Using the competencies and skills above, identify what are your strengths as an employee.  With this, 
identify your personal weaknesses which could be improved upon.  Also, by using the PEST analysis from 
before, current opportunities and threats for your carer can be identified. 
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Section 5: Defining Your Career Target
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Section 5: Defining Your Career Target

The ultimate purpose of all the reflection,
exercises and discussions in this workbook is
to help you develop a clear idea/picture of what 
you want to achieve in your career.

In this section of the guide, the focus is on
helping you to clarify and define your career
target.

Having a clear career target, that clearly describes 
the activities you want to do and the sector and/or 
culture in which you see yourself working is an 
essential piece of work  to have in place as you set 
out to navigate career changes. 

Being in a position to articulate the changes you want to 
make will help you to be more effective at networking.

It will also come in handy when you go to draft CVs and 
attend interviews. You will also be able to assess 
opportunities that you uncover.
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Work Experience - most relevant parts which need to be highlighted

Key skills and competencies

Section 5: Defining Your Career Target

In this section, you may find it useful to summarise yourself briefly from what you understand already. 
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Learning and development

Section 5: Defining Your Career Target
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Section 5: Defining Your Career Target

Use the following questionnaire to reflect on how you currently manage your career and to identify 
what else you could do to get the most out of the investment you have made in your career.

Tick the appropriate box beside each question below in accordance with the rating scale outlined: 

1. Rarely behave this way/significant development needed
2. Sometimes behave this way/could do more
3. Often behave this way/competent in this area
4. Continually demonstrate skill in this area/significant strength

Career Goals 1 2 3 4

1. I have a clear career plan

2. I am working towards definite objectives and goals

3. I regularly reflect on my progress against my goals

Core Competencies 1 2 3 4

4. I understand what a competency is

5. I can assess my behaviour against the competencies required by the
firm in my role

6. I recognise how my personal style and core strengths fit into work
competencies

7. I am working in growing specific competencies

Career Fit 1 2 3 4

8. I feel fulfilled in what I do most of the time

9. I feel that I am getting more competent in my role

10. I see my job as a good fit with who I am

11. My career path can meet my expectations

Getting Feedback 1 2 3 4

12. I prepare for my annual performance appraisal

13. I seek and obtain informal feedback from partner and/or colleagues
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Section 5: Defining Your Career Target

Growth Mindset 1 2 3 4

15. I am open to feedback, even when it relates to development needs

16. I can recognise the learning when I get things wrong

17. I am open to taking on challenges even when I’m not certain what
to do

18. I am prepared to invest time and energy into on the job learning

Development Opportunities 1 2 3 4

21. I recognise opportunities to develop the behaviours I need within
my daily work

22. I focus on addressing feedback offered to me

23. I am confident about asking questions about what is expected of me

24. I put myself forward for new activities and opportunities in the firm

Making Progress 1 2 3 4

19. I can identify areas where I have made progress over the past few
years

20. I take time to review learning experiences objectively seeing what
has gone well and what could go better next time

Business Awareness 1 2 3 4

25. I pay attention to what is going on in the market and business world

26. I display interest and curiosity in client businesses/ organisations

27. I think about how trends and key developments could impact on the
firm, clients and the legal profession

29. I am well informed about the firm’s strategy and clients

Building a Network 1 2 3 4

30. I participate in firm social events frequently

31. I am conscious of getting to know partners and colleagues across all
departments of the firm

32. I keep in touch with other people in my network – e.g. former
colleagues and college friends

33. I look for ways to maintain a profile with clients and in the market
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Section 5: Defining Your Career Target

Now consider the following work options, to enable you to define some of the parameters of your work 
preference:

Describe the career move you want: Comments/ Specifics

Similar (to most current/recent role)

Enrichment of current role

Move laterally

Promotion

Move down

New industry sector

Own business

Contract

Other
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Section 5: Defining Your Career Target

A career target statement:

• Allows you to focus your search on areas that are likely to produce results.
• Enables you to talk meaningfully with network contacts.
• Is a benchmark against which to assess job offers.

Try to capture the main criteria in the table below:

Career Target Summary
Describe your ideal role

Work Content
Describe the key elements which you 
want the role to include

Organisation/Industry Sector

Culture
(e.g. factors which determine culture 
may be contributed to by size, 
global/local, innovative, commercial)

Management
(e.g. style of management)

Location
(Willingness to move house/travel?)

Remuneration

A career target is a short statement that describes 
the kind of role you seek. It should include a brief 
description of the kinds of activities your role 
should focus on (e.g. leading, designing, analysing, 
deciding).

It should include a description of the culture, 
industry sector or environment in which you
expect to work.

It should describe the outcomes you expect from 
your contribution (e.g. helping patients deal with 
their illnesses; making profits; serving customers; 
solving business problems; helping organisations 
grow, etc).

You might also find it useful to include a brief 
statement about how this role builds on your 
previous career achievements.
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Section 5: Defining Your Career Target

Key Work experience for Career Target

Most important skills and competencies

Areas for improvement/ weaknesses

Most important values

Dominant personality traits

Interpersonal style
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Section 5: Defining Your Career Target

Review your responses in this workbook. Then, use this template to create an action plan. You should 
identify clear actions that will help you move closer to achieving your career target.
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About Persuasion

Persuasion is a People Science practice specialising 
in Executive Coaching; Facilitation, Stakeholder 
Consultation and Leadership Development.

Founded in 2002, Persuasion is a trusted
thinking partner to leaders, executives and 
entrepreneurs.

We help organisations and individuals to clarify what 
success means. Then, we help figure out how to make 
it happen.

Why Clients Choose Us

We specialise in working with ambitious and 
courageous people and organisations who
Want to achieve more. We like to work on
assignments that call for analysis, vision and 
inspiration.

Persuasion Expertise

Our team has wide-ranging expertise in organisation 
learning & consulting, executive coaching; leadership 
development and assessment. We use our expertise 
where and when it has impact.

Get in touch with us

Want to learn more about how we can help?

Please get in touch.

info@persuasion.ie
+353 1 703 7300

Visit Our Website

01 0420

https://www.persuasion.ie/

