February / March 2008
(Revised May 2009)

Career Navigator

nelping You Nevigate Trough VougUMESSIET i

Planning Your £

hL 5o

Career =
3

% \.m

e
>

E‘mploy'ment Advisors

K a[.elei»‘r‘, Planning
Caree@Goal Setting

g Exploring Careers)

Kamloops

Centres

j
. Canada




Thi s | GascerdNavigdicor “f oc us e
career planning and exploration.

From labour market information gathering,

goal setting strategies and career
assessments, there is no limit to how you
can explore your many career opticrand

all of this can be done with the support of an
Employment Advisor at the Kamloops Work
Search Centres.

Our hope is that you will see the benefits of
having someone there to help and
encourage you in your career search and
allow you to take advantage of the expertise
and skills available to you in your
community!

Ask to speak with an Employment Advisor!
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| Career Planning

Megan, Employment Advisor, Kamloops Work Search Centre

You might hear people complain about their jobs, their
pay, what they have to do at their job and their

co-workers, and you may also know people who enjoy
heading to work every day, people who have created a o
meaningful career for themselves. What is the differ-

ence between the two? Career planning! °

The i dea of

“pl anni ngitisea career” s

Career planning will help you:

Organize your career search

Match your interests with several career paths
Explore and research your career choice
Establish career goals

relatively new
Lay out a roadmap for achieving your ideal career

different world of work now. People can expect to
work in two or three different fields and within those
fields, ten to fifteen different jobs. Even retirement is
becoming an obsolete idea as many people will con-
tinue working in some capacity throughout their entire
lives. If we are going to be working in more jobs, for
many more years, career planning becomes even more
important!

86% of people who engaged in career planning found em-
ployment, while less than 4% of people who primarily
looked for job openings on the internet found employment.

(What Colour is Your Parachute, 200B)

e Stay on track and move forward towards your
dreams!

Career planning is a continuous process that requires
considerable thinking, motivation, flexibility and decision
making— but it can result in you finding a more satisfy-
ing, challenging and rewarding career!

G¢KS Of SI NENJ @2dzNJ GAaAz2y
Ot 2a8SNJ e2dz FNB G2 FAY

Source: Managing Your Career by Ken Lawson (2000)

The Role of an Employment Advisor

Kamloops Work Search Centre

The Kamloops Work Search Centres have skilled
Employment Advisors who can assist with:

u Career decision making

U Job search skills

U Skill enhancement

U Resume and cover letter development
U Referrals to:

- skills training and education

- selfemployment assistance

- targeted wage subsidies

- job creation projects

- youth focused employment programs

- supported employment programs for people
with disabilities
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Qj Do | need an Employment Advisor?

. Kamloops Work Search Centre
\/ 2

An Employment Advisor at the Work Search Centres can help you dev. &
career plan and implement a job search strategy. If any of the follo
situations apply to you, you should consider booking an appointment wi
Employment Advisor:

1. | often get stuck in stressful and/or dead end jobs.
21 don’t know what | want to do.
3. | have trouble getting along with my bosses oweorkers.

4. | often get passed over for promotions.

5. My work bores me.

6.1 don’'t respect the people |
7.1 feel like I""m not Iliving up
8. My work is meaningless.

9.1 change jobs a | ot, but the
10. I have trouble setting or meeting goals.

11. | had bigger dreams for myself.

12. | often get fired or laid off.

13. I have a reputation as a troublemaker.

14. People take advantage of me at work.

15. | never get any credit for the work that | do.

16.1 feel 1li ke | don’t have any s
1771t s hard to get up and go to
18.1 don’t know how to sell myself
19.1 feel like | don’t have anythi. mp |
20. | never get the salary that | deserve.
21. My resume is a disaster.

22,1 don’t know what | want to do.
231 don’t know how to | ook for a

24. 1 want to be my own boss.

.My work doesn’t fit my personal
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Career Planning

Become Self Aware

Use the S.M.A.R.T. Formula: $ Skills/Interests/Values/Personality
$ Specific — $ Level of Education/Training

$  Measurable $  Lifestyle/Family Situation

$  Attainable $  Financial Needs/Health

$  Realistic

$ Time Based

Research,
Research
&
More Research!

Make Decisions

Investigate Options

Financial Feasibility
Prioritize options

$ Determine readiness $ Required Education
$ List options ——— $ Labour Market Information
$ Examine costs and benefits $ Personal Suitability

for each $

Make a decision

Feb/March 2008-Planning Your Career Career Navigato



Steps to Career Planning

‘ , Kamloops Work Search Centre

Become Self-Aware: The starting point in every- Take a look at career planning websites (page 14) and read
thing begins with you. You need to increase yourthe career descriptions and think about whether you could
awareness levels about yourself. How can you knowPe€ interested in certain careers. Research how and where
what you want to do if y®@getthedigagang and educatiendo pyrgue thegejjobse Int
ask yourself? You need to figure out what makes youddition to researching the jobs, you will also need to

tick. Conduct a personal inventory which identifies: r esearch the various indust
_ your money on getting an education only to find that the
What are your interests? industry you want to work in is now obsolete. Take a look
What are your talents and skills? at what is happening around you and what effects these
could have on your <career ¢
What do you value? Is the industry growing? Declining? Becoming obsolete? Is it
What is your education and training? being restructured?

You may not be able to control what fate may throw Make Decisions: Once you have gathered and
your way, but you can identify what it is that you want reviewed all the information, it is time to narrow down your
in your life. Not what someone else expects you to do,choices to a few possible career paths. Try them on for size
but what you want! When you become aware of who by talking to people who are doing it. Verbalize your intent
you are, you are more likely to end up working in a jobto everyone. The more people who know what it is your
you enjoy. Use the assistance of an Employmentwanting to do, the more people can help you get to your
Advisor to help you find out who you are. Talk to your career destination. Ask family, friends and teachers if they
family, friends and teachers and ask them what they know anyone who is doing the job. Ask that person if you
think are your strengths and weakness. By finding outcan interview them or shadow them for a day. It is called
about yourself, you are better able to pick a pathway networking, and in the real world of work, it is not always
that is most suitable to YOU. People who find workwhat you know, but whom you know! Use it to your
that matches their interests are usually the most advantage.

satisfied and successful.

Find out what the job is really like. Is this what you want?
Investigate Options. Once you have taken the Once you have chosen your destination and are committed
time to find out about you, it is now time to look at the to your choices, you need to create your career goals and
labour market information (LMI) and explore your develop your action plan.
career options. When sorting through the information,
remember things are not always as they appear. Fley3€t Goals: Your career choices have been narrowed
your brain and start thinking laterally. For instance, youdown through becoming sedware, research and
may not have the ability or desire to become a networking and now it is time to set goals for yourself.
programmer, but you may have the talents to work in Setting goals will help you with your career search by
the software industry in a different capacity. Think breaking the task into small, measurable steps (see the
about the different professions that are related to following pages). For example, if your goal is to become a
computers. When vyou're clicenged Practical gflurseoone goal may e tp gpend paing
may want to find the answers to the following ques- time volunteering in a care home.
tions:

What type of jobs are out there? Finally: Re member you don’'t have
What jobs are in demand? any career decision you make now. It is only a road map,

and as you move through life you may find better, different,

or similar pathways to follow. Your career plan is a living

What type of training and education will you need? plan that can guide you in making decisions about your ca-
reer. Take control now!

What options do you have for employment?

How will you pay for training and education?
Source:www.discoverlT.org
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Career Testing Some Things You Should Know

Kamloops Work Search Centre

The first step in career exploration is becoming-agtare, and for many people it often makes sense to take a career
assessment or vocational test. These assessments have been around since the 1940s and have been proven to &
valuable and reliable tool in the career exploration process. They are offered in the Work Search Centre at th
recommendation of an Employment Advisor.

Here are some guidelines to keep in mind:

1. There is no perfect test that is right for everyone. The goal of taking a career assessment is to help you under-
stand yourself better in order to make better career decisions. When choosing the right test for you, you need to find ¢
comfortable format as well as the right content. Discuss your options with an Employment Advisor.

2. Tests make more sense when interpreted by experts. Employment Advisors are trained in the interpretation of
the career assessment results and can help you understand what the results mean and how to make the best career d
cisions based on that information.

3. There is no perfect answer. A t est wi | | not provide you with the *
It can only provide guidelines to help you discover t
test to tell you who you are and what you should do, the real value of tests is exploratory. A good test can provide nev
insights and ideas.

4. Tests are designed to facilitate self-knowledge , not replace it. No test results should ever be treated as gos-
pel if they don’'t seem accurate to you. They can’t
searching. Trust your intuition.

5. The test is just the starting point. After taking the test and discussing the results with an Employment Advisor,
you may have more career options than you could have
of career planning, during which you will look at the career options and decide if they are suitable or not. This stage ca
seem like a lot of work, but ultimately you are the one who benefits so dedicate some time to yourself and work through
the career exploration process.

Knowing Your Strengths

Job Search Guide “ Rec ouumieziizpl=o=tie Skill's & Abilities”

In becoming seléware, it is important for you to look at Personal Skills
the skills you bring to the workplace. There are three

main skill sets to consider in the world of work: Are your individual attributes, such as attitudes, person-

ality, working unsupervised and being trustworthy. You
Technical Skills: can brainstorm all
the skills that you
have acquired
throughout your life-
time from a range of
sources which could
include your hob-
Transferable Skills bies, sporting activi-

Are the basic skills required to perform a variety of tasks. {i€s, and other train-
They can be “transferred” NG \Whntegrdgies
other like skills in money handling, customer service, and interests.
problem solving and communication.

Are the specialized skills and knowledge required to per-
form specific duties such as: driving a forklift, arranging
flowers and word processing. Each one of these broader
skills is made up of many specific skills a person must be
able to do in order to complete those technical skills.
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When exploring careers, there are several things to look at:

Look at Yourself:

Looking at Career Options

Kamloops Work Search Centre

i

Look at the Occupation:

What are you looking for in a job/career?

What are your reasons for looking for a new job/career?
What do you want the job/career to be like for you?
What are your skills?

What are your selling features to an employer?

What motivates you to come to work?

What gets you excited about work?

Think of a job that didn’'t
didn’t enjoy doing?

What kind of support do you have in place?
Do you have anything physically that could limit you in a job?

Do you have any health issues that could impact your job?

i
i

i

Look at Education / Training:

What do you know about that occupation?
Have you done any research up to this point?
What type of demand is there for this type of work?

What resources can you use to find out more about this caree

What types of personal skills or aptitudes will apply in this care
option?

What types of organizations hire people in this career?

i
i

i

What type of education or training does this career require?
Where can you obtain the education or training that is required
How long are you willing to go to school? Why?

How can you plan financially for any training that is needed?

What is your learning style?

Feb/March 2008-Planning Your Career Career Navigato



Labour Market Research

Kamloops Work Search Centre

When you are looking for work or planning on a career change, labout
ket information or “LMI” is a t
mean?

LMI is a term for information about the factors impacting work. This i
mation can be about thevorld of work; what people do in their jobs, wh
employers want them to doexisting and potential workers; people whc
are working, people who are not working but want to (unemploy
rate), people who will be looking for work in the future, and finalyploy-
ers;compani es, organi zations, and
qualification requirements.

From LMI you will be able to draw conclusions about the type of
available in different occupations, industries and who is hiring. As W
developing the career planning skills needed to effectively manage
career, you need to know the facts relating to work, and opportunities
you are interested in.

LMI can help you understand the
ket and answer gquestions such as:

U How can | become more employable?

U Which skills are in demand by employers?

U What are the predictable growth industries and occupations?
u Do | need more education?

U What are the main industries in the area where | live?

U Are there jobs for those with few qualifications?

Looking at Labour Market Information can be a good use of your time
will set out the realities of the job market and allow you to avoid wag
time in areas where you are unlikely to be happy or successful.

The Work Search Centres has a variety of resources to help you re
occupations, including handouts on:

U Labour Market Information
u Company Research

U Networking

U Internet Sites

U OnLine Job Search

U Informational Interviews

There are also binders and newsletters with labour market informz
specific to a variety of occupations, including construction, mining,
service, forestry, oil & gas industry, social services, tourism and more,

Please ask a staff member for more information!
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P20 Seven Steps to Decisieldaking
% Kamloops Work Search Centre

Step 1: Identify why you want to make the decision and how it will impz
your life. Question for thought: What do | think will change or
happen in my life as a result of making this decision?

Step2: lookat a wide range of alternae
few obvious choices. See the decision making grid on the
following page. Question for thought: What are the alternative LS
courses of actions that | have examined. Are there any other
possibilities?

Step 3: Consider all the negative consequences as well as the positive
consequences that might flow from each alternative.

Step 4: Search for new information that will help yowvaluate your
alternatives. Question for thought: Are there any alternatives
I haven’t considered? Il s my

Step 5: Payattentiont o al | new information|
your first preference. Question for thought: Have | carefully
considered the options that are not my preferences?

-,

Step 6: Re-examine the positive and negative consequences of all your |
possible choicese ven t he ones y o+tbhéefaree | y
you make a final decision. Ahis point you consider your
alternatives and then make a decision.

Step 7:  Make plans for carrying out your decision, paying special attention to problems that might come up.
Question for thought: How am | going to carry through with my decision? Are there any supports | need
to acquire?

Source: Career Starts 2001

Setting Goals

Career Starts, Kamloops Work Search Centre

Remember to use the.M A R.T. Formula when you are setting goals!

SPECIFIC: Make sure your goals are specific and not vague or indefinit

MEASUREABLE: Make sure your goals are measurable using dates, tim
guantities, etc.

ATTAINABLE: Make sure that your goals are truly attainable.

RELEVANT: Make sure your goals are relevant to the rest of the goals in
your life

TIME-FRAMES: Make sure you set timérames for you to achieve your goals in!
Alsoreward yourself when you achieve one of your sheggrm goals. Your

reward may be as simple as renting a video, taking a walk in your favorite park ‘ :
or having a flavored coffee. By giving yourself an award after completing your i E
goal you will feel more motivated, energized, and focused on yourterng >
objective!
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DecisionMaking Grid

Kamloops Work Search Centre

Occupation #1  Occupation#2  Occupation #3

Things to Consider

1. What are the working conditions
(Shift work, physical
requirements)

2. Impact on family

3. Fits with personal values

4. Is the occupation in demand

5. What are the expected levels of
income

6. Will | have to rdocate

7. Skills, training & education re-
quired

8. What is the length of training

©

. Can | afford training?

10. Other:

Feb/March 2008-Planning Your Career Career Navigato




£ .’] Goal Setting Exercise

Career Starts, Kamloops Work Search Centre

1. My long-range goal is to: ( Use very specific terms)

a) Some benefits to achieving this goal are:

b) I will know that | have achieved this goal when:

c) The time that | am giving to achieve this goal is:

2. What is a medium range goal (2-5 years) that will be a part of this process?

a) Some benefits to achieving this goal are:

b) 1 will know that | have achieved this goal when:

¢) The time that | am giving to achieve this goal is:

3. What is a short-range goal (1-24 months) that will be a part of this process?

a) Some benefits to achieving this goal are:

b) 1 will know that | have achieved this goal when:

c) The time that | am giving to achieve this goal is:

4. What is a daily or immediate goal that will be a part of this process?

a) Some benefits to achieving this goal are:

b) I will know that | have achieved this goal when:

¢) The time that | am giving to achieve this goal is:

Feb/March 2008-Planning Your Career Career Navigato



Feeling Overwhelmed?

Career Planning
Consider the Pathways Progra

Vision 21 Consulting

Websites

Canadian Career Consortium
The career planning process can be overwhelming for many pedtwww.careerprospects.ca
ple, and can be difficult to do alone. In Kamloops, the Pathways
Program offers free career decisiomaking support and is funded
by Service Canada. They offer two program options:

Canadian Career.com
www.careers.ca

Pathways Fast Track Career Builder .
www.careerbuilder.ca

This is a three week program designed for those eager to move
quickly through the research and decistanaking process. *Career Cruising
WWW.careercruising.com

Pathways Success

This is a five week program for those who prefer more flexible prpcareer Owl
gram hours and more oren-one assistance in identifying their | Www.careerowl.ca
career goals.

Career Edge
Who is it for? www.careeredge.ca

The program is for anyone legally entitled to work in Canada. YQareer Navigator and Quizzes
do not have to be collecting benefits to take the Pathways Pro-
gram. ltis for people who are undecided about their career direg
tion because they do not have enough information about labour | career Paths On-Line

market opportunities or about their own skills and attributes or | www.careerpathsonline.com
about how these two fit together.

WWW.jobsetc.gc.ca

Career Planning for Students & Peers

o .
What do | get out of it www.educationplanner.bc.ca/careerdevelopdr

You get time dedicated to analyzing yourself and the labour mar
ket in order to make the best possible decision about your future
career. You also get the support of career planning and career ¢
cision making. Upon completion of the program, you will have | Mapping Your Future

covered all the bases in the career planning process and will leayeww.mappingyour-future.org/planning
with a plan of action for your short and long term career goals that .
takes into account your real life, your family commitment, your | Quintessential Career &
financial capabilities and your own learning styles and personalitj/ob Hunting Resource
preferences. Pathways is an investment in yourself! WWW.quintcareers.com

Job Futures
é/yww.iobfutures.ca

How do | get in? Work Info Net

You can get into the Pathways Program through a referral from d www.workinfonet.bc.ca
Case Management Agency including the Kamloops Work Search
Centres. Ask to speak with an Employment Advisor at the Kam-
loops Work Search Centres for more information about the Path{ www.workfutures.bc.ca
ways Program.

Work Futures

* Requires username and password, askja
The Pathways Program is delivered by Vision21 Consulting, Suitestaff person at the Work Search Centres for
204—444 Victoria Street, Phone: (250) 32865, email: the information

info@pathwaysprogram.cayww.pathwaysprogram.ca
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Workshops Offered

The Kamloops Work Search Centres offer workshops on a variety of
career planning and job search topics. See an Employment Advisor to
sign you up for a workshop!

Resume Essentials

This workshop will cover how to prepare a professional resume that
reflects your skills, knowledge, and education that are relevant to the
job you are seeking. Participants will come away from the workshop
with a solid foundation for which to develop their resume.

Cover Letters

This workshop provides information and practice producing an effec-
tive cover letter. The goal is to make it easier for participants to write
a specific and targeted cover letter in the future.

Interview Skills

This workshop is designed to give participants the tools to prepare for
their next employment interviewWe will cover everything from how

to prepare in advance, how to answer questions during the interview,
to what to do after.

Self-Employment Exploration

I't’s not always about ‘jobs’ ..hav
contract or starting your own businesdhis information session will
provide you with the basics about selimployment to help you de-

cide if this might be the way for you to g&ind out the differences
between employment and sefmployment, which occupations/

estlons comments industries offer strong opportunities for sedimployment, and why

bli catlo 2 Let you may be selling yourself short if you are focusing all of your efforts
on finding a traditional “job”.

Strategies for Finding Work

Are you getting the results you want from your job search? If not,
this workshop is for you! We will discuss the importance of knowing
what you want to do and utilizing a number of job search techniques
to land that next job. The workshop will focus on the difference be-

. tween an active versus a passive job search, how employers prefer to
OUI’ WEbSIte hire, networking, information interviews, telephone strategies, and
the importance of keeping track of the jobs you have applied for.

Check out our website for more informati@n Workatude from Stress to Success

on career planning. In addition, there are
many useful website links, job search hapd-Welcome to a fun and uplifting workshop that will leave you feeling

outs. and various industry information pad k- refreshed and ready to take on some of the Challenges of dally life.
ages. We also have previous issueq of his workshop has been developed out of a need expressed by our
“Career Navigator” news | et t efr clignis whowerefeeling thegsiress of the jliss cycle and issues sur-
viewing and much, much more. rounding loss of confidence/selorth/self-esteem etc...All you

need to do is come with an open mind and a willingness to look at

Visit us atvww.kamworksearch.com other ways of viewing your situation!
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North Kamloops Work Search Centre
353 Tranquille Road, Kamloops, BC V2B 3G4
Phone: (250) 373111 / Fax: (250) 378123

Email: info@kamworksearch.com
Website: www.kamworksearch.com

Kamloops
Work Search

Centres

South Kamloops Work Search Centre
623 Victoria Street, Kamloops, BC V2C 2B3
Phone: (250) 373803 / Fax: (250) 372929

Email: info@kamworksearch.com
Website: www.kamworksearch.com
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