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Whether you want to change your career now or later, the basic steps 
remain the same. It is important to understand that career changes, if 
done correctly, can not only be fulfilling, but also confidence inspiring. We 

can guarantee that these tips will certainly help you, as they have helped countless 
others. So, go ahead and apply these steps for a successful career!

 
STEP I: SELF-ASSESSMENT

Learn to Write an Effective Self-Assessment and Boost Your Career

At some point in your career, your employer is probably going to ask you to write 
a self-assessment. It’s a routine part of the annual evaluation process at many 
companies. Consider the benefits of this important tool and master the strategies 
for evaluating yourself effectively.

Benefits of Writing an Employee Self-Assessment

Feel more confident. Reviewing your own work positions you to be better 
prepared for the upcoming discussion with your supervisor. There may be fewer 
surprises that could catch you off guard. 

Give your manager important information. Events from earlier in the year are 
easily forgotten in a busy workplace, and your manager may not be familiar with all 
the details of your tasks. Your input is essential. 

Track your progress. You can learn a lot from how others see you, but it’s also 
important to take your own measure. Rate how you’re doing on the elements of 
your job that are most meaningful for you. 

Clarify goals. Remember that one purpose of an evaluation is to help you do your 
job well in the year ahead. Review your current goals and adjust them as needed. 

Strengthen your career prospects. Listing your accomplishments helps you make 
the case for taking on more responsibilities or getting a promotion. It may also 
prompt you to explore other openings. 

Strategies for Making Your Assessment More Effective

Relax first. It’s natural to feel tense about being under review. Take a walk or play 
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gentle music to put yourself in a positive frame of mind. 

Make it an ongoing task. Jot down your major accomplishments each week. It’s 
much easier than trying to remember them all twelve months later. Sticking to this 
routine will also make it evident that you’re diligent all year. 

Put it in writing. Even if your employer lacks any requirements for a self-
evaluation, you’re better off volunteering to do one. Offer your supervisor a list of 
the items you feel are important. 

Quantify your contributions. Speak in concrete terms about how you’ve increased 
revenues and reduced costs. Find ways to really measure your impact on the 
company. It’s possible for any position, whether you work in sales or accounting. 

Document your successes. Bring along proof to back up your statements. Save 
flattering emails from clients and colleagues. Take before and after pictures of the 
work areas you reorganized or the brochures you designed. 

Propose solutions for weaknesses. Of course, it’s important to address the whole 
picture. For every area where you aren’t as strong, lay out your plans for boosting 
your skills. 

Ask for additional resources. This is the time to request the support you need. 
Explain why a certain seminar or subscription would be worth the investment. 

Hand your materials in early. Prepare your evaluation well in advance of meeting 
with your supervisor for your formal review. It will give them more time to process 
your input. Managers often consult a variety of sources in order to write employee 
evaluations, so they may need a chance to reconcile different viewpoints and 
explore new information. 

Listen with an open mind. Reviews are most productive when they’re conducted 
as an open and respectful dialogue. Being receptive to what your manager has to 
say will help you to grow as an employee and an individual. Feedback from others 
is vital and instructive. 
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Look at your annual performance evaluation as an opportunity to learn more 
about yourself and advance your career. Your employee self-assessment lets 
you shine a spotlight on your achievements and propose solutions for areas 

where you want to do better.

STEP II: EFFECTIVE CAREER 
PLANNING

How to Develop a Career Plan That Will Bring You Happiness

Are you stuck trying to figure out what career you want? Or is your main challenge 
that you have a hard time getting there? Whatever the case, your frustration is 
understandable.
You may very well know what you want to do in life. All you really need is a little 
help to build the path to the career of your dreams.

Now is your time to get it done and this foolproof plan is all you need:

Identify careers you like. By now, you must have identified tons of careers that 
interest you. It’s normal to have your interest switch from one career path to 
another. This can happen as your life unfolds. Start with writing a list of those that 
interest you right now. 

Writing them helps to cement your interest from the get-go. 

It’s important that you include all careers that interest you, regardless of how 
others feel about them. Write what gets you excited – the work that you dream 
about. 

Determine the drivers for your interest. After writing the list, it’s time to shortlist! 
This is when you dig deep and determine what causes your interest in each case. Be 
honest with yourself and identify the real reasons you’re interested. 

Is it because you’d join the long list of family members who entered a specific 
career? Remember, this is based on what you want to do. Forget family tradition for 
a second. 
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What about finances? Do you see yourself in a career because of how much money 
it can make you? Certainly, it would be great to earn a good paycheck from a career. 
But think long and hard about that being your main motivation. 

At the end of the day, the recommended focus for a career choice is what makes 
you happy. The last thing you want is to be in a job that makes you miserable. The 
biggest paycheck doesn’t have the ability to make you happy. 

Find multiple options for getting there. Now, it’s time to get creative. How do you 
plan on getting hold of that dream career? 

Use the internet as a solid research tool. With the internet, you can find many 
options for embarking on a career of choice. 

The traditional method is to pursue tertiary education. Find courses and degree 
programs that can give you the necessary training. Having the know-how to go 
along with the interest is a great combination. 

Look for opportunities to apply for internships. It’s okay if an internship doesn’t pay 
or pays very little. Remember, you’ll be getting valuable experience. Internship tied 
in with knowledge gained at school will strengthen your expertise. 
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You’re at a crucial stage in life. Making a career decision that’s right for you 
is critical to your happiness. So take the time to focus on each step of the 
equation.

You owe it to yourself to succeed! Become that success story and the kind of 
example other people can follow. Do something that you’ll be proud of at the end 
of the day.

STEP III: SETTING CAREER GOALS 
Examples of Successful Career Goals

Setting goals for yourself is important, especially when it comes to your career. To 
achieve the greatest success, you first have to ensure that your goals are realistic 
and achievable.

Read on for real life success stories and some easy-to-follow steps that could help 
you get on the fast track in your career.

What Are Your Goals?

To set attainable career goals, start by reflecting on the following:

In 5 years time, I want to be... 
I want to be earning...
What skills will I need to do this?
Will I need to change my career to achieve this?

By asking yourself the simple questions above, you’ll begin to get a clearer idea of 
what you want from your career and what you’ll need to do to achieve it.

What Are Your Strengths And Skills?

Sanya’s story...
  
Sanya was a receptionist at a shipping firm, but she wanted to be the executive 
assistant to the company CEO one day. Sanya knew that she had the key strengths 
required to be an EA, but she wasn’t sure how to land her dream role.
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She began helping the other EAs with some minor administrative tasks, but her 
extra work was going unnoticed.

She decided to take action to make sure her work was no longer ignored and told 
her manager about her goal. She also asked if there were any in-house training 
programs she could take to improve her current skills.

The manager put her into a training program, and in just three months she became 
the executive assistant to a director in the company. She’s still got a little way to go 
to achieve her main aim, but she’s taken the first steps to getting there.

The lesson...
 
Determine your key strengths and make a list. Your strengths don’t necessarily 
need to be work related, just include all of your strong points. You never know 
which strengths will fit into which position.

Once you know your skills, you’ll know what you’re capable of achieving. Then take 
action to make the most of your strengths!

Changing Careers With Your Current Skills

Varun’s story...

Varun had been an accounts manager for almost 4 years but he needed a change. 
He liked his company and got along well with his colleagues, but he wanted a more 
challenging role.

In reflection, Varun decided that he wanted to continue using his management 
skills and build upon them, but it was unlikely that this was going to happen at his 
current job, so he decided to change his career.

He now works as a sales manager for a much larger corporation. His new target-
based role gives him the challenge he was looking for.

The lesson...

In order to successfully change careers to capitalize on your skill set, start by 
looking at your current role and think about what you’d most like to change 
(remember, the keyword is “most”). This will give you a great idea of what you don’t 
want to do in your next job so you can find an opportunity more suited to your 
desires.
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Obtaining New Skills To Go For Your Dreams

Ankit’s story...

Ankit had no higher education and worked full-time in a clothing store. He had 
been working at the store since high school, but always wanted a career in fashion. 
He loved clothes, but just didn’t want to sell them.

He knew that he had a very small chance of landing a job in the fashion industry 
with her current skills and experience, so he decided to retrain. He was able to 
keep his current job part-time, which now supports her fashion and design training.

The lesson...    

When deciding on a new career, be realistic. For example, if you want to be a 
teacher, yet you have no teaching credentials, it’s going to be tough to make that 
transition without further training. Think about what you want, but also determine 
what you must do to make it achievable.

These stories exemplify how you can successfully reach for your career goals, 
regardless of your current situation. The key is to decide what you really want and 
then take appropriate action to make it happen. When you do these things, success 
will be yours!
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