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Introduction
This workbook, the first in the Create Series, is  
designed to help you to identify those aspects of 
career planning that you need more help with. 

Within this workbook there are a series of statements 
that you are asked to consider and comment boxes 
you are asked to complete. 

By working through these statements and comment 
boxes you will:

ü	 begin to think about yourself, your career goals 
and the steps you might need to take to achieve 
them

ü	 determine which career options most interest you 
and which you want to research more fully

ü	 draw together a list of the workbooks, from this 
series, that you might need to tackle

ü	 map out a career plan that reflects where you 
are now in terms of your career thinking and the 
work you need to do in order to move forward.

Why career plan?

There are lots of reasons why it is good idea to 
career plan. We all choose careers whether we like 
it or not, but haphazard career choices can result in 
some of the following:

l	ending up in a job we don’t enjoy
l	running up debts getting qualifications that we 

then find we don’t want to, or can’t, use for some 
reason

l	taking on jobs or courses that we can’t cope with 
and subsequently have to leave or get asked to 
leave

l	finding ourselves stuck with choices that are hard 
to change or move out of

l	ruling out possibilities before we have really found 
out about them

l	using up a lot of time, money and energy moving 
from one thing to another hoping to land up in a 
career that we enjoy

l	worrying about getting a good career but feeling 
powerless to do anything to make that happen

l	following a career path because we don’t know 
enough, or even anything, about the alternatives

l	continuously making bad career decisions for 
reasons we don’t really understand

l	not knowing the full range of our own skills 
and strengths and consequently having low 
aspirations

l	wanting something different but not knowing how 
to be confident enough to go after it.

Ask yourself the following question:

Why am I starting to career plan now?

Whatever your reasons for starting to career 
plan the fact that you have got this far shows 
you have made a good start. The process of 
creating a career plan, and then acting on it, 
is not easy but don’t give up. 

How to career plan

Good career planning is all about 
making well informed and realistic 
decisions about what you want to do 
with your life. Faced with the need to 
make such decisions, some people 
just seem to know intuitively what 
they want and they set about getting 
it. For the majority of us, however, 
it is not that easy. We are often not 
sure where to start. 

One way is to use a model for 
career planning, a bit like following 
a recipe. The model is not a rigid 
process that you cannot deviate 
from, but it does offer a pathway 
through the minefield that is career 
planning. Once you learn this model 
you can use it again and again when 
thinking about career changes in the 
future. The model is explained on 
the next page.
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A Career Planning Model

These stages overlap. For example, as you find out things about 

yourself this might suggest careers to research. As you research 

these careers you might lose interest in them and return to stage 1, 

albeit with some new insight into yourself - ‘I don’t fancy doing that 

now I know what it is all about!’. Alternatively, you choose a career 

and then find there are no vacancies so you have to go back to 

stage 2 and research some other ideas. 

This stage involves doing all the things you need to do 

to get into the career of your choice. This might involve 

tracking down job vacancies, filling in application forms, 

putting together CVs and covering letters or going for 

interviews. In other words, doing whatever it takes to get 

into the careers opportunity of your choice.

Where are 
you now?

Where do you 
want to be?

How are you 
going to get 
there?

The model used within this series 
of workbooks (and there are others) 
requires you to work through 3 stages. 

This stage is about getting to know yourself; where you 

are up to in your life; what you are good at and enjoy; 

what you dislike or don’t want to do anymore; the sort of 

things that are important to you; how you usually cope 

with change and make decisions and the factors you want 

to take into account when choosing what to do with your 

life. The more thoroughly this stage is done the better 

your career decisions will be.

This stage is about finding out all about the opportunities 

that might be of interest to you. These might be jobs, 

courses, self employment, in fact anything that you 

might like to spend your time doing. Good research here 

really pays off in the end. This is also the stage where 

you have to get a clear picture of what a career entails 

and decide whether it really suits you at this stage in 

your life.

Stage 1

Stage 2

Stage 3
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SA A D SD 

Key:  SA   strongly agree
 A  agree
 D   disagree
 SD   strongly disagree

This stage of the model is about getting a real feel for where you 
are now in terms of your life and career thinking. Please do not 
underestimate how important this stage of the model is, because, 
without this kind of understanding it will be hard for you to plan 
ahead properly. Rate yourself against the following statements:

How well do you think you know 
yourself?

If you have rated any statements Strongly Disagree 
or Disagree you need to spend time getting a better 
understanding of yourself and what you want to do with your 
life. To do this complete Workbook 2 - Create a self profile.

Create a career plan
Now that you have had a chance to look at the model of career planning used in 
this series of workbooks, you need to begin to analyse which areas need your most 
urgent attention. Although it would probably be useful for everyone to work through 
all 4 workbooks which cover the first stage of the model, this certainly does not 
apply to the workbooks focusing on stages 2 and 3. For example, you may be very 
interested in going to university and, therefore, complete this workbook and have 
no interest in self employment or taking a year out so leave those out.

What follows is a series of statements which are designed to get you to reflect on 
your current stage of career thinking. Working through these statements will help 
you to decide which of the Create workbooks you need to complete. Remember, 
be honest, there are no right or wrong answers but the more time you spend now 
clarifying what you need to do, the less time you will waste in the future. 

Stage 1 Where are you now?

I know what makes me happy

I am motivated by things that are important
to me, by things that I really care about

I know what I want to get out of my life

I have thought about how to cope with the 
practical difficulties I face in life 

Looking ahead, I can see where I want my
life to go

I know what job I want to do in the future

Understanding yourself‡

SA A D SD 

SA A D SD 

SA A D SD 

SA A D SD 

SA A D SD 
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I believe that I have a lot of skills

I can explain how I have developed these 

skills 

I know what my best skills are

I know which skills I want to develop

I know which skills I like using most

Looking ahead, I know what skills I want 

to use in the future

I can describe different styles of decision 
making and their consequences

I know how I make career decisions

I can identify how I block my own decision 
making process

I have ideas about how I want my life to 
develop in the future

I am confident that I can make good 
career decisions in the future

Key:  SA   strongly agree
 A  agree
 D   disagree
 SD   strongly disagree

How skilled are you?

If you have rated any statements Strongly Disagree or Disagree 
you need to spend time identifying all your skills and how you 
developed them. To do this complete Workbook 3 - Create a 
skills profile.

How good a career decision 
maker are you?

If you have rated any statements Strongly Disagree or Disagree 
you need to spend time looking at how you make career 
decisions. To do this complete Workbook 4 - Make better career 
decisions.

Key:  SA   strongly agree
 A  agree
 D   disagree
 SD   strongly disagree

Identifying your skills

Looking at how you make career decisions

‡

‡

SA A D SD 

SA A D SD 

SA A D SD 

SA A D SD 

SA A D SD 

SA A D SD 

SA A D SD 

SA A D SD 

SA A D SD 

SA A D SD 

SA A D SD 
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I can identify the situations where I lack 
confidence

I am aware of strategies that can help me 
to be more confident

I can describe the differences between 
aggressive, assertive and passive 

behaviour

I know how to behave assertively

I know which aspects of career planning 
make me most nervous

I know how to get help with these aspects

Key:  SA   strongly agree
 A  agree
 D   disagree
 SD   strongly disagree

How confident and assertive are you?

If you have rated any statements Strongly Disagree or Disagree 
you need to spend time looking at how to be more confident 
and assertive. To do this complete Workbook 5 - Be more 
confident and assertive.

This stage of the model is all about finding out about the opportunities 
that might be of interest to you. Good research at this stage really pays 
off in the future. However, not all of the main options covered here will be 
of interest to you, so you need to consider each one carefully and only 
choose those that are relevant to you. Rate yourself against the following 
statements:

I know where to go to get careers 
information

I am confident about using the internet as a 
source of careers information

I can identify people who might be willing to 
help me find out about careers of interest 

to me

I know how to write off for information

I am confident about contacting people for
information by telephone

I am confident about meeting people to 
discuss possible careers

How good are you at researching 
things?

Key:  SA   strongly agree
 A  agree
 D   disagree
 SD   strongly disagree

If you have rated any statements Strongly Disagree or Disagree 
you need to spend time looking at how to  research career 
opportunities. To do this complete Workbook 6 - Researching 
career opportunities.

Stage 2 Where do you want to be?

Knowing how to research career opportunities

Looking at how confident and assertive you are‡

‡

SA A D SD 

SA A D SD 

SA A D SD 

SA A D SD 

SA A D SD 

SA A D SD 

SA A D SD 

SA A D SD 

SA A D SD 

SA A D SD 

SA A D SD 

SA A D SD 
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I understand what all the different types of 
degrees are (BA, single honours, etc)

I am clear about which subjects I would like to 
study in higher education

I know how to match my qualifications with
course entry requirements

I know where I want to study

I know what happens to graduates who study
the courses I am going to apply for

I understand the changes taking place in the 
job market

I can work out what job or type of work I want 
to target when job hunting

I know how to track down vacancies, both 
advertised ones and non advertised ones

I know how to analyse a job vacancy

I feel confident that I can match myself to my 
target vacancy

Key:  SA   strongly agree
 A  agree
 D   disagree
 SD   strongly disagree

Is going to university an option 
that interests you? Now? Possibly 
in the future?

If you are thinking of going to university and you have rated 
any statements Strongly Disagree or Disagree you need to 
complete Workbook 7 - Choosing higher education.

Is getting a job an option that 
interests you? Now? Possibly in the 
future?

If you are thinking of trying to get a job or into a particular 
career and you have rated any statements Strongly Disagree 
or Disagree you need to complete Workbook 8 - Job hunting. If 
you are interested in finding out more about  working abroad or 
teaching english as a foreign language this workbook will also 
be of interest to you.

Key:  SA   strongly agree
 A  agree
 D   disagree
 SD   strongly disagree

Thinking about going to university?

Thinking about getting a job?

‡

‡

SA A D SD 

SA A D SD 

SA A D SD 

SA A D SD 

SA A D SD 

SA A D SD 

SA A D SD 

SA A D SD 

SA A D SD 

SA A D SD 
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I understand the differences between the 
three main routes to qualifications

I am clear about which subjects I would 
like to study or get trained in

I know where to get information and 
advice about  further education and 

training

I know where I want to study/train

I know how and when to apply for the 
further education or training courses that 

interest me

I am clear about my reasons for wanting to 
take a year out

I know what I want to do during the year

I am confident I can plan out and manage my
year out effectively

I have gathered together all the facts and 
information that I need to implement my plans

Looking ahead, I am confident that I will be 
able to sell positively my year out experiences

Key:  SA   strongly agree
 A  agree
 D   disagree
 SD   strongly disagree

Is going into further education or 
training an option that interests 
you? Now? Possibly in the future?

If you are thinking of going into further education or training and 
you have rated any statements Strongly Disagree or Disagree 
you need to complete Workbook 9 - Further education and 
training.

Is taking a year out an option that 
interests you? Now? Possibly in 
the future?

If you are thinking of taking a year out and you have rated 
any statements Strongly Disagree or Disagree you need to 
complete Workbook 10 - Taking a year out. If you are interested 
in finding out more about gap year challenges and expeditions, 
voluntary work or travelling/backpacking this workbook will also 
be of interest to you.

Key:  SA   strongly agree
 A  agree
 D   disagree
 SD   strongly disagree

Thinking of taking a year out?

Thinking about going into further education or training?‡

‡

SA A D SD 

SA A D SD 

SA A D SD 

SA A D SD 

SA A D SD 

SA A D SD 

SA A D SD 

SA A D SD 

SA A D SD 

SA A D SD 
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I am clear about my reasons for wanting 
to be self-employed

I want to start a business for which no 
capital is required and I know what to do

I may require capital and know how to 
produce a business plan

I have gathered the information and 
advice I need to set up a business

I feel confident that I can set up my own 

business

I know what costs are involved in doing 
further education and training

I can work out what it will cost me to 
continue in further or higher education or 

training

I know where to get information and 
advice about sources of student finance

I can roughly work out how much money 
will be available to me as a student

I am confident that I can manage my 
finances

Key:  SA   strongly agree
 A  agree
 D   disagree
 SD   strongly disagree

Is being self-employed an 
option that interests you? 
Now? Possibly in the future?

If you are thinking about self-employment and you have rated 
any statements Strongly Disagree or Disagree you need to 
complete Workbook 11 - Self-employment.

Is financing yourself as a student an 
issue that concerns you?

If you are concerned about the finance available to support 
you as a student and you have rated any statements Strongly 
Disagree or Disagree you need to complete Workbook 12 
- Student finance.

Key:  SA   strongly agree
 A  agree
 D   disagree
 SD   strongly disagree

Thinking about self-employment?

Worrying about how to fund yourself as a student?

‡

‡

SA A D SD 

SA A D SD 

SA A D SD 

SA A D SD 

SA A D SD 

SA A D SD 

SA A D SD 

SA A D SD 

SA A D SD 

SA A D SD 
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How are you going to get there?

SA A D SD 

SA A D SD 

SA A D SD 

SA A D SD 

SA A D SD 

I have gathered together all the facts and 
information that I need to produce my CV

I know how to put together a CV and target
it at an opportunity

I know how to put together a covering letter 
and target it at an opportunity

I have someone in mind to check them for me

I feel confident that I can sell myself well on
paper

Key:  SA   strongly agree
 A  agree
 D   disagree
 SD   strongly disagree

Stage 3

This stage of the model is all about doing the things you need to do 
to get into, or at least move nearer to, your chosen career option. 
This might involve filling in application forms, putting together CVs 
and covering letters or going for interviews. However, not all of the 
activities covered here will be of interest to you, so you need to 
consider each one carefully and only choose those that are relevant 
to you. Rate yourself against the following statements:

How good are you at writing 
covering letters and putting 
together a CV?

If you have rated any statements Strongly Disagree or Disagree 
you need to spend time learning how to write covering letters 
and CVs. To do this complete Workbook 13 - CVs and covering 
letters.

I have gathered together all the facts and 
information that I need to complete a job 

application form

I know how to complete a job application 
form and target it at a job vacancy

I know how to deal with difficult questions 
on application forms

I have someone in mind to check it for me

I feel confident that I can sell myself well 
on paper

SA A D SD 

SA A D SD 

SA A D SD 

SA A D SD 

SA A D SD 

Key:  SA   strongly agree
 A  agree
 D   disagree
 SD   strongly disagree

How good are you at filling in job 
application forms?

If you have rated any statements Strongly Disagree or Disagree 
you need to spend time learning how to fill in job application 
forms. To do this complete Workbook 14 - Job applications.

Do you need help with putting together covering letters & CVs?

Do you need help with filling in job application forms?

‡

‡
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SA A D SD 

SA A D SD 

SA A D SD 

SA A D SD 

SA A D SD 

I know how  to complete a UCAS 
application form

I understand the differences between 
Route A and Route B applications (Art and 

Design only)

I understand the UCAS Clearing system 
and know how to use it

I feel confident that I can write a personal 
statement

I have someone in mind to check my UCAS 
application form for me

SA A D SD 

SA A D SD 

SA A D SD 

SA A D SD 

SA A D SD 

I understand why employers use 
interviews as part of the employee 

selection process

I know how to prepare for a job interview 
in terms of the things I need to do 

beforehand

I know how to prepare for a job interview 
in terms of the things I need to think 

about beforehand

I feel confident that I can sell myself well 
at job interviews

I know where to get further information, 
advice and help with job interviews

Key:  SA   strongly agree
 A  agree
 D   disagree
 SD   strongly disagree

How confident are you about 
filling in the university application 
(UCAS) form?

How good are you at selling 
yourself at job interviews?

If you have rated any statements Strongly Disagree or Disagree 
you need to spend time learning how to fill in UCAS form. To do 
this complete Workbook 15 - University applications.

If you have rated any statements Strongly Disagree or Disagree 
you need to spend time learning how to sell yourself at job 
interviews. To do this complete Workbook 16 - Job interviews.

Key:  SA   strongly agree
 A  agree
 D   disagree
 SD   strongly disagree

Do you need help with filling in the university application form?

Worrying about how to sell yourself at job interviews?

‡

‡
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I understand why colleges and 
universities use interviews as part of their 

selection process

I know how to prepare for an academic 
interview in terms of the things I need to 

do beforehand

I know how to prepare for an academic 
interview in terms of the things I need to 

think about beforehand

I feel confident that I can demonstrate my 
intelligence and abilities in an academic 

interview

I know where to get further information, 
advice and help with academic interviews

SA A D SD 

SA A D SD 

SA A D SD 

SA A D SD 

SA A D SD 

Key:  SA   strongly agree
 A  agree
 D   disagree
 SD   strongly disagree

How confident are you about 
coping with academic interviews?

If you have rated any statements Strongly Disagree or Disagree 
you need to spend time learning how to deal with academic 
interviews. To do this complete Workbook 17 - Academic 
interviews.

Worrying about how to deal with academic interviews?

Now that you have identified those aspects of 

career planning that you need to spend more 

time thinking about or finding out about, in 

order to move forward, you need to draw up a 

plan of action. However, don’t forget that any 

career plan is only a snapshot in time. Just like 

building a house, you might start off with a plan 

but then as the project gets under way and you 

can see how things are beginning to look you 

might decide to add a room here and remove a 

wall there. Career plans are exactly the same. 

So whatever you decide to do, in this career 

plan, will be subject to alteration as you start 

to implement it. Don’t worry about creating the 

perfect plan. It is not possible. Instead, map 

something out, get started and keep reviewing 

it. Managing your own career is a sensitive, day 

to day experience which involves taking control 

of your own life.  It can be very hard work but it 

is very rewarding. So to start ...

Look back over your answers and then try to 

map out a way forward on the next page. 

u

à

à

Plan

Review Act 

à

Create a blueprint for action

The Planning Cycle

à

‡
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Don’t forget there are lots of people 
who can help and support you with 
your career plan. Why not discuss 
your ideas with a:

®	tutor/teacher

® Careers/Personal Adviser

® Other adviser

® supportive family member

® supportive friend
®	work colleague

My 

you have made a good start 
to career planning, now keep 

going - move on to more 
workbooks or set your own 

agenda for action- but keep 
rolling with it!

NoW 
Do It!

career 
plan

other workbooks in this 
series that I might need 
to work through:

By when:
(timescale)

How I am going to do this:
(Where, with whom, using 
which resources)

What I need to do 
to move my ideas 
forward:

My current ideas: (things I want to spend more time thinking about and finding out about)

01 Create a career plan

02 Create a self profile

03 Create a skills profile

04 Make better career decisions

05 Be more confident & assertive

06 Researching career opportunities

07 Choosing higher education

08 Job hunting

09 Further education & training

10 Taking a year out

11 Self-employment

12 Student finance

13 CVs & covering letters

14 Job applications

15 University applications

16 Job interviews

17 Academic interviews
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