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Welcome to this Study Programme aimed at helping you to launch your career. I’m Ron Scates 

and I will be taking you through this presentation.

Please note that progress through the Presentation is entirely under your control.  To advance to 

the next slide you must click the button on the control bar at the bottom of the screen. This 

means you can work at your own pace and have time to think about the information 

presented. you can make notes whenever you want to. You can also exit, and return later if 

you want to carry out any of the research or preparation described in the Presentation.

When you are ready, advance to the next slide by clicking the blue flashing button.
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• What do you really want from your career?

• Do you want a job with lots of technical challenges?

• Do you want a job that interests you but is not too demanding?

• How about promotion?

• What type of organisation do you want to work for?

Knowing Yourself

How do we decide?

One method is to use a: -

SWOT Analysis

Understanding yourself is the first stage of your preparation for finding a new career.  Take a 

moment and ask yourself a few questions:

What do you really want from your career? 

Do you want a job with lots of technical challenges?

Do you want a job that interests you but is not too demanding? 

How about promotion?

What type of organisation do you want to work for?

There are several ways to help you make these decisions which are presented as we progress. 

One of these methods is called a SWOT analysis.  Eventually you may come across these in 

your career so let’s have some fun and look at them now.

Click on the flashing blue button to proceed to the next slide
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Using a SWOT Analysis

SWOT is an acronym

••SStrengths

••WWeaknesses

••OOpportunities

••TThreats

ThreatsOpportunities

WeaknessesStrengths

I am a practical person I don’t like desk work

There is a need for 

plumbers at the moment

There may be too many 

plumbers if I move too 

slowly

Next we will carry out a SWOT analysis

SWOT is an acronym (a word made up from the letters in a title like NASA) and it stands for

Strengths

Weaknesses

Opportunities 

and Threats.

It is used a lot in business to help with decision-making.

A SWOT analysis can help us in identifying what we are good at or our ‘strengths’. What we are 

not very good at or our ‘weaknesses’. It can also help us in identifying where we can get help in 

achieving our goals or the ‘opportunities’ and finally what may obstruct us from achieving our 

goals or our ‘threats’. A SWOT analysis is normally displayed as a table as shown here. In each of 

the boxes we write down our relevant positive and negative attributes. By listing them in a SWOT 

table we can see at a glance what we like doing or not like doing. What is available that will assist 

us and what barriers may be obstructing us.

By doing a SWOT analysis we can use the information to help us decide on a career that we 

would enjoy doing and hopefully excel at.

If you carry out a SWOT analysis you will know more about yourself, making it easier to decide 

which career path to take, and then later on, which job opportunity to follow up and finally which 

job offer to take.

Click on the flashing blue button to proceed to the next slide
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Practical Exercise – A SWOT Analysis - 1

Completed SWOT Analysis

Here is a sample completed SWOT analysis that you can download and print. This will be useful 

as a reference whilst you are carrying out your own SWOT analysis.
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Practical Exercise – A SWOT Analysis - 2

Download Activity

Now click on the link below the icon to download and print a blank SWOT analysis form. When 

you have done this move onto the next slide in the presentation.
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Practical Exercise – A SWOT Analysis - 3

Start by listing your strengths in the ‘strengths’ box.

Examples of work related strengths could include: -
• Things you are good at
• Things you like doing
• Things other people say you are good at
• Your qualifications
• The strong points of your character and personality
• Relevant interests or hobbies

Next think about your weaknesses and list them in the ‘weaknesses’ box.
Examples of work related weaknesses could include: -

• Things you do not like doing
• Things you do not do very well
• Things you could be better at doing
• Lack of transport or a driving licence
• Not enough experience or knowledge

You should now have the sample SWOT analysis and the actual SWOT analysis sheet printed out 
and in front of you. Let’s begin by listing our ‘strengths’. Think hard about the qualities within 
yourself that you consider to be strengths. List work-related items such as:-

Things you are good at

Things you like doing

Things other people say you are good at

Your qualifications

The strong points of your character and personality

Relevant interests or hobbies.

Next think about your weaknesses and be brutally honest here. By knowing our weaknesses we 
can adapt to them or take steps to turn them into positive points. Examples of work-related 
weaknesses could be: -

Things you do not like doing

Things you do not do very well

Things you could be better at doing

Lack of transport or a driving licence

Not enough experience or knowledge.

When you have completed this part of the exercise click on the blue flashing button to proceed to 
the next slide.
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Practical Exercise – A SWOT Analysis - 3

List your opportunities in the ‘opportunities’ box.

Examples of opportunities could include: -
• Things that interest you
• Things that make you feel good
• Things that fit in with your lifestyle
• A job or work-experience opportunity
• A new business starting up locally
• Future trends that benefit your skills

List your threats in the ‘threats’ box.

Examples of threats could include: -
• Things that are obstacles to your success
• Things that make you unhappy at work
• Things that block your career development
• Family commitments or family issues
• Hobbies or social life

Take some time to do this correctly

Focus on your strengths and opportunities

Assess which weaknesses you cannot do much about

And those you can!

Turn those weaknesses into strengths!

Moving on to the ‘opportunities’ box think about what you currently have going for you no matter
how small and list these as opportunities. Some examples of opportunities could include: -

Things that interest you.

Things that make you feel good.

Things that fit in with your lifestyle.

A job or work-experience opportunity.

A new business starting up locally.

Future trends that benefit your skills – a shortage of plumbers for example.

Finally you need to examine the items that may stand in your way of achieving your goals. In the 
‘threats’ box list the threat items.

Examples of threats may include: -

Things that are obstacles to your success.

Things that make you unhappy at work.

Things that block your career development.

Family commitments or family issues that may hold you back.

Hobbies or social life that may get in the way of your career.

Don’t worry if you can’t complete all the boxes now, or if you can’t think of many things to enter, 
spread the completion over a few days to make it easier.

When you have completed the SWOT analysis, you can focus your career plans on the 

areas where you are strong.  As for the weaknesses, well they are not really 

weaknesses, we all have things that we are not so good at and have to accept them and 

work around them by avoiding situations where they might be a problem.

On the other hand, some of your so-called weaknesses may just be lack of knowledge, 

understanding or skills and if that is the case you could do something to improve the

situation so that your weaknesses become strengths or simply do not figure as

important.

When you are ready click on the flashing blue button to proceed to the next slide
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Practical Exercise – A SWOT Analysis - 4

A SWOT analysis can be also used to evaluate a potential employer!

By listing a company’s strengths, weaknesses, 
opportunities and threats can help you determine 
whether or not you want to work for them.

However, to be successful in your career the organisation you work for can be just as important as 

choosing the right job.  That is where the SWOT analysis can again be useful.  If you know all 

about yourself, then it is easy to use a SWOT analysis on a potential employer.  If you list their 

strengths, weaknesses, opportunities and threats and compare them with your SWOT analysis, it 

might help you decide whether you should or should not work for them.

When you are ready click on the flashing blue button to proceed to the next slide
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Personality Tests

These are also called ‘psychometric tests’

These are used by employers to see if you have the right personality to fit in with 
the organisation

These tests can show if you have an outward going or extrovert personality or 
whether you have a quiet or introvert personality

BBC Website Personality Tests

Business Balls Website Personality Tests

Career Questions
(Ask Your Seetec Consultant for the CD)

Another kind of self-discovery is to take a personality test, or psychometric tests. 

These tests are used by employers who want to know if your personality will fit in with the rest of 

the organisation or is right for the job.  For example, if you are a creative and ideas person, you 

may find life dull if you were to take a job that allowed you no opportunity to express yourself, the 

personality test will show this up and can provide a warning.  On the other hand, if you like a quiet 

life and prefer to keep in the background then a job or situation where you had to stand up and 

speak in public or in front of your work colleagues would be pretty awful, again the test can give a 

warning.

On this slide are a couple of links to some free personality tests. Give them a try to see if your 

perception of yourself matches that diagnosed by the test.

You can also try the ‘Career Questions’ career evaluation software if it is installed on the computer 

you are using by clicking this link here.

When you have completed the tests click on the flashing blue button to proceed to the next slide.
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Conclusion

• Learning about yourself is useful

• Use the SWOT Analysis and Personality tests to evaluate yourself

• Time spent learning about yourself now will assist you on the road to getting 
the job you want

• It will assist you in making the correct career choices

Learning about yourself can be useful at many stages of your career.  But at this early stage you 

only need to find what you are good at and then get a job that matches your strengths.

The time that you spend learning about yourself will be useful. It will help in your personal life, 

assist in making career choices and prepare you if you are asked to take a personality test when 

you go for a job interview.

My name is Ron Scates and I hope you found this presentation interesting and informative.


