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Why Participate in a Conversation
About My Career ?
A career conversation is simply a discussion between an employee and his or her manager
that supports the employee in developing career goals and an action plan for achieving
these goals. This conversation will not always result in a specific decision or plan right
away, but will set the stage for an employee to later clarify goals and set plans. Employees
and managers may have a number of career conversations over a period of time. The
employee often navigates toward other jobs or work opportunities in the same organization as a result of the career conversation. This result is beneficial for both the employee
and the employer. The employee can acquire more meaningful work, be promoted, find
better work/life balance, or feel more personal fulfillment. The employer can retain its
more satisfied workers and adapt more easily to changing business goals.
The employee’s career goals are informed by his or her personal needs and characteristics, as well as the business needs and strategic plan of the employer. As employees set
career goals, certain training options may be identified that will provide the skills needed
to achieve these goals. A career conversation is usually one hour long and may lead to
follow-up conversations. Both the employee and the manager need to do some preparation before the conversation occurs.
The career conversation process is outlined in the diagram “Career Conversation Process”
on the next page.
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The Career Conversation Process

THE MANAGER

THE EMPLOYEE

Encouraging Action

Action Planning

Discussing Possibilities

Discussing Possibilities

Expanding Exploration

This is my story

Adapted from Borgen (2001)
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Workbook Overview
This workbook for career conversations applies the principles of basic problem solving. It
will help you prepare yourself and offer resources to ensure your participation in a career
conversation is rewarding. It will also give you a resource to go to after a career conversation to continue with the planning process. Take the time before the career conversation to
read through the workbook. This preparation will help you to get the most from the career
conversation.
The following definitions of terms are offered so you and your manager can start with the
same understandings.
A “Career Conversation Employee Positioning System” (EPS) is an image designed to
portray the process of the employee moving to the destination (i.e. career goals) and the
employee’s need to assume responsibility to plan the most effective route to reach these
goals.
The “Challenges” represent common concerns of employees as they
develop career goals and plans.

The “Options” represent the resources that employees can apply to
making career related decisions.

“Charting a Plan of Action” represents the employee’s establishment of
action plans to achieve his or her employment related goal(s).

This workbook is organized according to each of the common roadblocks (challenges) and
offers information you can use on your side trips, to facilitate your participation in career
conversations, and achieve your career goals.
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CAREER CONVERSATIONS : EMPLOYEE POSITIONING SYSTEM (EPS)

Career
advencement
within the
wor kplace
Option 5
Charting a Plan
of Action

Challenge 5
I don’t know how
to make this happen

Option 4
Network: profesional and personal
Option 3
- Personal Inventory
- Skill Development

Challenge 3
I don’t know if I have the
skills and attributes for options

Option 2
Job options and possible career paths

Option 1
Resources

Challenge 4
I don’t know if I have
support to do this

Challenge 2
I don’t know what
options are available to
me in this organization

Challenge 1
I don’t know where to begin
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The workbook objectives are to :
Assist the employee in considering relevant information that is needed to
make career decisions and plans
Identify what is needed before decisions and plans can be made
Determine how to access information and support to help you meet these needs
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Challenge #1
I don’t know where to begin
Identify barriers and challenges to participating in career conversations

IDENTIFYING YOUR CHALLENGES TO CAREER CHANGE
The process of planning your career is like planning and taking a trip. One has a goal, a
destination in mind. However, there may be problems along the way. So it is necessary
to recognize the potential challenges or roadblocks and make the suggested side trips to
acquire the resources needed to overcome the challenges. For example, one may need to
go through a mountain pass that has been snowed over, so it becomes necessary to stop
at a town off the main road to purchase some snow chains, put them on your car, and
find out any tips about driving through that particular pass in the snow. In the same way,
each of you has a career goal, a destination – to get a promotion or to get training to do a
different job. You may have already encountered barriers that have hindered reaching your
destination. For example, you may have emotions such as frustration with your co-workers
or pressure from your family that interfere with taking the time to make career changes.
By recognizing these challenges and finding ways to overcome them, you will eventually
reach your destination.
The Career Conversation : Employee Positioning System has five general categories
of employment challenges. For each of these barriers there is a corresponding employability option where you may acquire the knowledge, skills, and/or support necessary to overcome the barrier or barriers you face.
You are on this Employee Positioning System somewhere. It is necessary to start by identifying your location on the map. It is also important to understand that you may have more
than one challenge and that this is common for employees.
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EXERCISE 1
To understand where you are on this map, think about how you have been able to advance
your career at work or barriers you have encountered in your career. Sometimes employees
do not achieve career goals due to personal reasons such as not seeing themselves in a
job with more responsibility or not feeling motivated to take a skills training course.
Other people find that their reasons have more to do with their place of employment, for
example, possible job vacancies are not posted for current employees to consider or they
do not know if their coworkers would support them as they work toward certain goals.
Sometimes it is our family or community that make it difficult to pursue our career goals,
for example, just accomplishing the demands of day-to-day life is overwhelming without
taking on anything else.
Consider factors related to yourself and your situation at work and outside of work and
write down the possible reasons below. Complete the following worksheet.			

Personal Reasons :

		
		
		
		
		
		
Workplace Reasons :
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A)

After identifying the reasons for the difficulty in achieving your career
goals in your workplace, you can now identify the challenge(s) that you
face right now. Put a check
beside the following challenges that you
currently face :
I don’t know what options are available to me in this organization. There are job
opportunities that I may not even know about, but I might like to try out. I don’t
understand how employees in this workplace typically move from job to job or get
promotions.
I don’t know if I have the skills and attributes for these options. I know there are jobs
and promotions I can apply for, but I am not sure that I am qualified. I don’t know
what type of training I need to get the skills and qualities needed for these options.
I don’t know if I have the support to do this. I am not sure whether my boss thinks
that I am capable of moving to a new position in the company. I don’t know if there
are any resources available to support any training that I take or whether training is
rewarded in this company. I don’t know if my colleagues, friends and family would
support me if I pursued other opportunities.
I don’t know how to make this happen. I have a goal and know what training I need
to achieve this goal, but am not sure what steps to take to make it all happen. I may
have been ready to make a move for a long time, but I can’t seem to achieve my
goals.

B)

After identifying the challenge or challenges you face, write out what you
need before you can get past each challenge. What specific kind of information do you need before establishing a goal and achieving it ?

Needs :
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Understand reactions to challenges.

As people anticipate having a career conversation and face challenges in making a career
change, they may experience a range of emotions. Here are some of the emotions and
related thoughts that you might feel or can expect to feel.

I don’t know if I can trust my manager
to be honest.

FEAR

I don’t know if I can be open and honest.
I wor ry that I will be misunder stood.
I wor ry that if I make a commitment
I can’t back out.

SADNESS

I will be sad at leaving my old job.
I will miss my cowor ker s in my new job.

Can I live up to expectations ?

ANXIETY

What if I say the wrong thing ?
Will all my failures be identified ?
What if I fail ?

I deserve better !

ANGER

It is too late to try to make me happy
in the wor kplace !
No one backs me up !
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These emotions are common for employees in your situation, but can put the brakes on
moving forward in your career. How do people manage these emotions to increase the
possibility that the career conversation will be successful? Just identifying and acknowledging that you feel this way is a step in the right direction. Here are some other possible
strategies to try:
Tell your manager that you have some of these feelings and let him or her know
that you do not want them to interfere.
Feelings are often the result of unsolved and ongoing problems.
What needs to be done to solve these problems ?
With change comes loss of something we value. It is important to allow yourself to
be sad about these losses but also look forward to the future.
What needs to happen in the career conversation so that you can be open and
honest ? Can you negotiate with your manager about what you need to engage in
the conversation ?
Who can you talk to about your feelings who understands you ?
Just talking about our feelings can make us feel better.
How have you managed these types of emotions successfully in the past ?
What else can you think of that will help you manage your emotions so they do not
become barriers ?
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EXERCISE 2
In the spaces below, write down any emotions you identify that may interfere with having
a successful career conversation or may become barriers to achieving your career goals.
Beside each emotion, write down one thing you can do about that feeling that
could be helpful.

Emotion
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Challenge #2
I don’t know what options are available
to me in this organiz ation
Understand how to get information about opportunities in your
workplace, job options, and typical career paths.

Challenges 2 and 3 require that you know about potential job options and the skills and
attributes necessary to work in those jobs. This means that you must find information that
satisfies what you need to know.
Go back to page 9 of the workbook and review the challenges that you identified for yourself. Now, list some questions related to missing information about possible job
options associated to these challenges.
Sample questions :
What job options are available to me in this organization ?
How are people promoted in this organization ?
What types of work are related to the kind of work I do now ?
What skills are needed to do a management type of job ?
How do employees job share so they have more time with their children ?
Is there any training available to help me acquire new skills ?
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EXERCISE 3
Your questions :
•
•
•
•
•
•
•

Having identified what information you need, it is time to look for answers to your
questions. There are 3 main sources of career information : print, people and
Internet.

1) PRINT
Many companies have printed annual reports and other documents that describe the
nature of their business, past accomplishments, and business goals and plans. You will
need to consult with your manager to determine if this type of information exists and
whether you can read it.

2) PEOPLE
Talking to people is often the best way to get up to date information about your company
and other jobs that currently exist or may be created. There are 2 steps to gathering information from people who you know (your personal network). This could include friends,
family, previous colleagues, your human resource or union representative, to name just a few.
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First, it is important to identify the people in your network. Start a list now of people
that you know at work and the jobs they have. Include everyone, even if you have little in
common with them, because some people you know may be able to provide information
or introduce you to someone you would like to talk to.

EXERCISE 4
People I know

Job
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EXERCISE 5
Now, list some questions that you would like to ask them that are related
to your challenges.
Sample questions :
Can you tell me how you got this job ?
What was your career path to get this position ?
What skills do you need to do your particular job ?
Can you identify how your department might change in the future and if there will
be a need for different workers as a result of these changes ?
Can you introduce me to someone who works in this other job ?
Does your job involve overtime work ?

Your questions :
•
•
•
•
•
•
•
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The second step in getting information from people you know is to arrange to meet with
them to ask them your questions. Most people love to talk about their jobs and help other
people with their careers if they can. Perhaps offer to buy them a coffee when you meet
or offer to help them with information sometime in the future.

EXERCIsE 6
Write a list of the people you plan to meet and the locations, dates and times of
these meetings so you can keep track of these arrangements.

Per son

Meeting ar r angements
(place)

(date, time)

(place)

(date, time)

(place)

(date, time)

(place)

(date, time)
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3) INTERNET
Today, the best way to get the most up to date information is by exploring resources on
the Internet. Utilize your search engine, such as Google or Yahoo, to research companies
and occupations. Often, a company will have descriptions of jobs including the kinds of
competencies utilized in each job. If this is not available try looking at job descriptions used
when a company recruits new employees. This can help you find the kinds of skills and
qualities required for various jobs.
Remember to check whether the Internet resource is Canadian or specific to a different
country because information, such as salary, varies from place to place. Also be a wise
consumer of information on the Internet. Unless the website comes from a credible source,
you need to cross check information with other sources to ensure it is valid. Here are some
Canadian websites that provide excellent occupational information that you can check out.

JOB FUTURES
This resource has information about 265 occupational groups in Canada and
links to over 100 related web sites.
www.jobfutures.ca/en/home.shtml
OCCUPATION INFORMATION
This web page has numerous links to find information on your particular occupation
and information about related jobs. There is also regional information available.
www.jobsetc.ca/category_drilldown.jsp?category_id=125&crumb=12&crumb=42

BUSINESS INFORMATION
This web site can direct you to the web site of your company and
companies that conduct similar types of business in your region.
www.ic.gc.ca/epic
INDUSTRY AND PROFESSIONAL ASSOCIATIONS
This web site provides information on training needs, courses, and conferences.
www.strategis.ic.gc.ca/ic_wp-pa.htm
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EXERCISE 7
After searching for answers to your questions, write a list of the questions that you
still need answers for.
Your manager may be able to provide some answers to your questions or suggest a
resource you can access for information. There may also be a company Intranet site with
job postings, job descriptions, and career progression information that you can access.

I still need answer s to these questions :
•
•
•
•
•
•
•
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Challenge #3
I don’t know if I have the skills and
attributes for the options
Identify personal strengths.

IDENTIFYING YOUR ASSETS
The easiest way to identify your assets is to examine your past accomplishments. This allows
you to highlight the assets that you possess for your trip.
Refer to the following “Portfolio of Assets” below. This includes a variety of assets that
are not limited to a particular job, but can be utilized to recognize and overcome your
challenges :
Skills
Interests
Personal characteristics
Values
Work and volunteer experience
Educational background
Sources of social support

Some of these assets can be identified by reviewing your resume if you have one. If not, it is
important to explore past accomplishments as a means to developing a personal portfolio.
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EXERCISE 8
Identify one past accomplishment as a means to identify your assets. It is something where you did a good job and enjoyed it. If possible, you should think of something
related to your work or volunteer experiences. If none come to mind, then other activities
may be considered, such as a school or university project you had to complete.
Referring to the “Portfolio of Assets” on the previous page, identify the skills,
interests, personal characteristics, or values that you demonstrated in achieving
this accomplishment.

Past Accomplishment

Skills, Interests,
Per sonal Char acteristics,
Values Demonstr ated
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EXERCISE 9
Repeat this process with 2 to 5 other accomplishments you have achieved,
using the space below.

Past Accomplishment
1.

2.

3.

4.

5.
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EXERCISE 10
Once you have a good overview of the assets you have, refer back to the earlier exercises :
Your Road Blocks (Exercise #1, pages 8-9)
Job options and career paths (Exercises 4, 5, & 6, pages 15-17)
List any of your assets that may help you overcome the challenges.

Asset

Challenge
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EXERCISE 11
Now list possible job options you might be interested in pursuing and the assets
you have that would relate to being qualified for this job option.

JOB OPTION

Assets

S
MY A

P OR T
SET S

S K IL

F OL I

LS

SO
PE R

NA L

VAL

IT Y

UE S

E
OTH
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EXERCIsE 12
IDENTIFYING YOUR ASSETS
Think back to a specific time when you did something about which you felt really
good and write it down.
•
•

With this experience in mind, answer the following questions :

1

What was it about the experience that you felt good about? How were you
involved? What did you achieve ?

•
•

2

What skills did you use ?

•
•
•
•
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3

If someone were watching, what would they say about how you did it
(e.g. quickly, carefully, cheerfully, etc.) ?

•
•
•
•

4

What did you like or dislike about what you were doing ?

5

How did you get along with others ?

•
•
•
•

•
•
•
•
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Additional Resource for Expanding on Your Portfolio of Assets
Degree Navigator at www.jobsetc.ca/toolbox/quizzes/quizzes_home.do?&lang=e
This web site offers quizzes you can complete online to identify your :

1

Abilities

2

Preferences in working with data, people or things

3

The types of work you prefer such as directive, social, methodological, objective,
and innovative work.

4

Values for your work environment

5

Preferred style of thinking and understanding

6

Style of learning

Improve Your Knowledge of Employability Skills
Some Assets are More Important than Others…

After completing an inventory of your assets, it is important to think about how these
relate to the kinds of assets that are most important for employees to possess. The Conference Board of Canada conducted a survey of businesses in Canada to determine the skills
that employers look for in their employees. These tend to be skills that people can use in
any work ; the skills transfer from one job to another.
Download the “Employability Skills 2000“ information from the Conference Board of
Canada Website (www.conferenceboard.ca) to review the skills and examples that are
provided.
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EXERCISE 13
These transferable skills are grouped into 3 categories : fundamental skills, teamwork
skills, and personal management skills.
Review the lists of skills and identify those that are currently in your portfolio of
assets and the ones that you would like to develop.

1) fundamental SKILLS
Employability skills
that are already in my
portfolio of assets
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2) Teamwor k Skills
Employability skills
that are already in my
portfolio of assets

Skills I want to develop
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3) Per sonal Management Skills
Employability skills
that are already in my
portfolio of assets
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Identify areas for growth

POSSIBLE TRAINING NEEDS
Now that you have a good inventory of the assets you bring on your road trip, you can
start to identify the kinds of training you might need to be qualified for particular job
options.

EXERCISE 14
List 2 job options in your company that you would be interested in pursuing. From
what you know of the qualifications required for these job options, identify the
skills, interests, personal characteristics or values that are not already in your suitcase of assets.

JOB OPTION

Assets I need to develop

1.

2.
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Challenge #4
I don’t know if I have the support
to do this
Identify potential sources of professional and personal support

To achieve career goals and make life changes, everyone needs support whether it is practical (e.g. time to take a course, money, etc.) or emotional support (e.g. the approval of
important people in you life). There are different sources of support people have for career
changes. These are:

Your network at work
This network refers to the people at work, including colleagues, managers, supervisors,
and employees in other jobs in your organization. These people have a wealth of information to share, can be “cheerleaders” as you work toward goals, and may be in a position to
suggest your name when the possibility of a promotion arises.

Professional (organization, professional associations, training programs)
Organizations may have policies that support employee training and career changes. For
example, some companies have job shadowing programs, mentorship programs, funds and
possible time off for approved training programs. The company may also have a policy
regarding salary increments related to the completion of approved training.
Professional organizations may sponsor relevant training programs. They also may have policies regarding types of qualifications and how these relate to recommended salary scales.

Personal support network (family and friends)
We all have certain people in our network who we know will offer practical and emotional
support for us. This can be friends who will offer to baby sit if we need to take a night
class, or family members who are willing to offer a shoulder to cry on when we feel
overwhelmed.
It is important to identify the types of support you will need once you start on the road
to a job change and then consider who might provide that support in your networks and
profession.
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EXERCISE 15
Start a list of the types of support you will need and who can either provide this
support or suggest someone who can.

Type of Support

Source of Support

page 33

Career Conver sations - Employee Wor kbook

Challenge #5
I don’t know how to make this happen
Understand and develop an effective action plan.

EXERCISE 16
CHARTING YOUR PLAN OF ACTION
You have already determined your starting point (your first challenge, the first side trip you
must take, the assets you carry with you and some of the options before you).
Considering this, chart the plan of action you must take in order to access your
options to overcome your first challenge on your trip towards implementation.
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Your Plan of Action

How will you reach it ? e.g.
What will you have to do ?
Who can help ?
When ?

How much time
do you need ?

What potential obstacles do
you see ahead as you move to
your first stopover ?

What strategies can you put
into place to ensure that you
will be successful ?
Don’t forget your assets.
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Make a commitment to this plan of action by summarizing it in the “Action Plan”
on the next page. You may want to share this with your manager, as this will increase
the likelihood that you will complete the plan. It will also increase the likelihood that the
company will provide resources to help you complete your plan, and acknowledge your
accomplishments.
As you start working on each action plan, you may find information about yourself, your
workplace, or your situation that changes the direction you are going. It is common for
people to need to cycle back to earlier challenges and begin the process again so they do
not end up somewhere that they are not happy.
As you keep your manager informed about your progress, you may find that the situation
in the organization is changing and this information needs to be incorporated as you go
along. This awareness will likely open up unforeseen opportunities and benefit both you
and your company as you become increasingly aligned with the company goals.
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MY ACTION PLAN
Name
Date
Action Plan prepared with

		

IDENTIFIED NEEDS

		
		
		
		
		
		
		
		
		

GOALS (Short and long term)
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MY ACTION PLAN

ACTION PLAN

		
		
		
		
		
		
		
		
		
		
		
		

FOLLOW-UP SUPPORT (To be used if you get stuck)
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MY ACTION PLAN

Additional Notes :

		
		
		
		
		
		
		
		
		
		
		
		

page 39

