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EXPAND YOUR KNOWLEDGE & TALENTS 
Acquire New Skills to Become Proficient in Your Career 
 

 

 

OVERVIEW 
If you want to transition your career, you need to develop new competencies.  The more skills you have, the 

better your chances of getting the career you want.  In this section, we discuss the practice of acquiring new skills, 

so that you become proficient in your new job, career, or industry. This section provides information on what you 

need to do to acquire the new competencies and we recommend the use of a CAREER ACTION PLAN to manage 

your task list. 
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GETTING STARTED 

There are many ways that you can gain new skills and experiences. You can sign up for a workshop, attend a 

formal training class, or read a book.  Doing an activity in the community or voluntary work is also a really good 

way to gain work skills and contacts.  For example, you might volunteer in the office of a non-profit organization 

or work, local advertising agency, assist at design shop or more. While executing a Career Roadmap, you will 

alter learning and development techniques as needed, evaluate future personal development needs, and reflect on 

issues that arise during the process.  

You will need to refer back to your Roadmap to work through this section.  Begin by looking at your Roadmap 

to get a feel for all of the learning activities that need to be implemented over the next few weeks, months and 

years.  You need this document because we will use it to research sources, sign-up for courses, identify mentors, 

etc. In our Example 1 Career Roadmap, you will refer to the “Year One” column.  In this column, you will see 

that we need to make the following preparations: 

 Identify a college, determine whether to attend online, during the day or at night, register and pay for the 

course, and complete the class  

 Identify a training organization, register and pay for the seminar, make arrangements with work (if 

employed), and attend the seminar 

 Identify specific books by visiting a book store or browsing online and read the book 

 Identify and select a mentor with skills in a specific area, schedule meeting times, develop questions, 

attend the actual meetings, and reflect on discussion 

 Identify areas to gain new skills on-the-job, either at your current work location or a new location, secure 

the opportunity, gain the experience and continue to build on new skills 

As you can see, acquiring new competencies requires a lot of effort and a tremendous amount of persistence.  We 

didn’t say that change would be easy or quick.  A few months or even a year is not really a long-time to wait for 

something that could change your life. Now, let us talk about how to break down each step so that it is 

manageable. 
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CAREER ACTION PLAN 
The Career Action Plan is the most important step for ensuring proper execution of your Roadmap.  It details 

the specific activities that you will engage in to acquire new competencies and skills, when it will occur, and how 

much time is to be spent on each activity. It provides you with a means to manage all of the components of your 

career transition. As your career transition progresses, the plan should be updated to reflect what has already 

been accomplished. 

COMPONENTS OF THE CAREER ACTION PLAN INCLUDE:  

Identify Activities 

 As mentioned earlier, identifying the specific activities required to achieve the competencies outlined in the 

Roadmap is an important first step. You need to evaluate each competency in your Roadmap and ask 

yourself, “What are all of the activities that I would need to do to accomplish this task?”  List these activities in 

the left-hand column in your Career Action Plan. 

Establish a Schedule 

 The schedule is an important part of any plan. It tells you when you will complete the activities listed in the 

plan. A schedule is only effective, however, if it is pragmatic and realistic. When developing the plan make sure 

that you give yourself ample time to achieve the goal.  Being too aggressive or not aggressive enough will have 

dramatic impacts on the achievement of your goals.  

Assign an Owner 

 Some of your activities might involve other people such as friends and family. Be sure to assign a person or 

group to specific activities in the plan. This helps to ensure accountability. 

Monitor Progress 

 A key responsibility is to monitor your progress on an ongoing basis. It works best to set up a routine where 

progress is reported on a regular cycle – weekly or bi-weekly.  The Career Action Plan is a good vehicle 

for displaying and updating information on your current career status and progress to date.  
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Handling Schedule Slippage 

 A key issue that often comes up during the course of a career transition is "schedule slippage" and how to deal 

with it. Schedule slippage occurs when you can not find time to complete assignments and agreed upon dates 

get pushed out further on the calendar. Integrity is generally the best policy. If slippage is occurring, it is usually 

worse to try to disguise it because it only hurts you. If roadblocks exist, you should talk about them.  It is 

better to gradually tackle problems before they become more challenging or overwhelming. 

 

We have provided a sample Career Action Plan on the following page for your review.  This plan was 

developed for Career Roadmap Example I. We provided two different plans for you to review. The first plan 

focuses only on the “Skills Acquisition” activities.  The second plan includes activities required to get through 

the Career Development Framework, including “Skills Acquisition.”  Read them and determine which 

plans works best for you.    
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CAREER ACTION PLAN SAMPLE I  (SIMPLE PLAN) 
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CAREER ACTION PLAN SAMPLE II (EXTENDED PLAN) 
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REALITY CHECK 
Check in With Yourself Often To See How You Feel About Your Progress 

 

 

OVERVIEW 
How do you ensure you move forward in your career and not get trapped in paralyzing emotions? What steps can 

you take to minimize the fear and strengthen our physical and mental well being? Over the course of your 

transition, it will be important to check in with yourself to gauge how you are feeling at that precise moment. Are 

you 100% focused on what you are about to do? Are you still moving in the right direction? Does the direction still 

feel right to you?  Are you more passionate than ever? A lot of people do not check in on themselves and it is a 

shame because so much can be learned about yourself when you give yourself time to do a reality check.  

As you go through your career transition, be aware of your current emotional state, and the state 

you need to be in. If the two do not match up, you need to do something to change it. One of the main 

differences that I see between successful “transitioners” and others is that the successful ones will check-in with 

themselves often. This section provides you with tips and questions for checking in with yourself and ensuring that 

you still want to move forward in the same direction.   
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TIME FOR REFLECTION 
Your journey to date has been filled with lots of thinking. Now it is time to prepare to make the actual transition.  

Like many people about to embark on the actual change, you are probably feeling apprehensive about moving 

forward.  Fear is the single largest factor standing between you and your dreams. For a plethora of reasons, 

people fear making a job, career, or industry change. It might be fear of the unknown, fear of failure, or fear of 

what others might think. You are not alone if your mind is consumed with questions such as: 

 Can I really make this change happen? 

 Will anyone really hire me in this new career? 

 How am I going to prepare myself adequately for the role? 

 How long will it take me to make the transition? 

 Can I afford to make the transition now? 

 Will I be happy when I make the change? 

Some of you might feel energized about the thought of preparing your resume and interviewing for your new 

dream job. Others may feel very anxious about making the change.   We provide you with several questions that 

will get you thinking about all that you have accomplished to date and what you still need to do to achieve your 

goal.  

This section will enable you to face your fears and commit and act on your goals moving you one step closer to 

your ideal career.   
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YOUR HOMEWORK: 

REALITY CHECK WORKSHEET 

Use this Reality Check Worksheet to think about your career transition experience to date.                  

Please take 25 to 30 minutes to think about and answer the following questions.   

1. How do you feel about your progress thus far?  
 

 

 

2. How successful were you at following the Action plan you created for this transition?  
 

 

 

3. What have you learned about yourself as a result of this experience? How can you use this learning to work 
more effectively as you move on to the next step of your career development?  

 

 

 

4. Are you still invested and committed to your new career direction? Why or Why Not? 
 

 

 

5. What are you most proud of so far?   
 

 

 

6. What are some of the feelings you are experiencing regarding your career? (i.e. anxiety, stress, boredom, 
concern about the future, etc.) 

 

 

 

7. What is different for you now and what are the results of the differences? 
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TO ORDER OTHER SPECIAL REPORTS VISIT US ONLINE: 
WWW.GINACGROUP.COM 

 
1. Identify Career Issues and Goals 

Explore Issues and Factors Influencing Your Career Decisions 

Spend time investigating your current career situation, the challenges you are facing, and your overall goals. Begin to think about 
your career in a different way – in the broader context of your life as a whole. This report will help organize and clarify your 
thoughts and better define and communicate your career needs and goals. 

2. Understand Career Issues and Possibilities 
Learn How Your Talents Fit With Different Careers 

Assessments often lead us to learn new things about ourselves and/or understand ourselves in a different way.  This report will 
help you gain new insights on what you are good at, what you want or need to learn more about, what is most important to you 
in the workplace, and the types of careers that suit you best. 

3. Investigate Career Choices 
Open Your Mind to the World of Possibilities 

Generating a list of occupations of interest and exploring them in more detail allows you to gain a greater understanding of poten-
tial careers and positions that match your strengths, interests, and work/life goals. The goal of this report is to identify pros and 
cons associated with different career options or choices.  

4. Select the Perfect Career 
Select the Perfect Career Based on Research and Insight 

Weighing the many different factors, trade-offs, compromises, and work/life issues that could be impacted as a result of a career 
transition, your goal is to make a reality-based decision about your career future. By systematically weighing the many different 
factors, trade-offs, compromises and work/life issues this report will help you narrow your career options. 

5. Develop a Career Roadmap 
Gain the Competencies Required for Success 

By creating a Career Roadmap you will have a strategic plan that lays out the specific steps needed to make a successful transi-
tion. This report will help you to determine the competencies needed to pursue your career choice while identifying your current 
level of ability and suggesting opportunities for development.   

6. Expand Your Knowledge & Talents 
Acquire New Skills to Become Proficient in Your Career 

If you want to transition your career, you need to develop new competencies.  The career action plan provides you with a means 
to manage all of the components of your career transition. This report introduces you to the acquisition of new skills in order to 
become proficient in your new career as well as tips and questions for checking in with yourself to ensure you are moving in the 
right direction.  

7. Create a Job Search Plan 
Define Your Approach to Obtain a New Career 

The central planning device for changing your career is a Job Search Plan. It defines and describes your target market, out-
lines your marketing strategy, and organizes the work to be done. In this report you will learn how to develop a Job Search 
Plan to manage the change process, who to target and how to get your foot in the door.  
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8. Craft Your Transition Story 
Know What You Want to Communicate and Pitch It Clearly 

Create a personalized career transition story; one that showcases your unique talents, skills, and qualities. Your story will represent 
the totality of your career, and will highlight the top value propositions that you bring to an organization.  In this report, you will 
learn how to craft a compelling story that helps you survive and thrive during the career transition process and merges your past 
experience with your future roadmap. 

9. Develop Proven Communication Tools 
Accelerate Career Change with Resumes, Letters and Other Tools 

The most important assets for any career transition are the right tools. You need basic career tools to get promoted, change jobs, 
change careers, shift industries, or improve your performance. In this report, you will learn about the proven communication tools 
used to accelerate career change. 

10. Prepare for Stellar Interviews 
Articulate Your Unique Value During The Interview 

Due to this increased competition, and to the physical and financial limits of the employer, interviews have become increasingly 
tougher. In this section, we discuss the different types of interviews, interview preparation, and mock interview testing. We will 
also introduce the “Interview Scorecard” used to assess your interview skills. This report briefly outlines strategies you can use to 
become a stellar interviewee. Learn how to talk the walk and walk the talk. 

11. Build or Expand Your Network 
Build and Activate a Network To Achieve Your Goals 

Learn how to leverage your network of contacts to secure opportunities, make connections, and meet people who can help you 
achieve your goal(s). To have a successful career, you must understand how to use your network in a positive manner so that you 
build long-lasting relationships and continually develop your career. In this report, we will discuss the art of networking, generating 
opportunity and starting off on the right foot at work and at home.  

12. Manage Your Career 
Take Control of Your Career and Keep It On Track 

One of the things that many people forget, once they have achieved their career goals, is that the journey is not at an end. Having 
a new career is not an end in itself. Having a career is the environment in which you can continue to grow, prosper, and advance. 
In this report, we will explore how you will set goals that are specific to your job, your profession, your industry, and your career. 
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