CHEAT
SHEETS

job searching strategies.

Self-Assessment and Goal Setting

Understanding Your Strengths & Weaknesses

Career Development Cheatsheet

A guide to help you plan, manage, and advance your career. This cheatsheet covers self-assessment, goal setting, skill development, networking, and

Setting SMART Goals

Action Planning

Skills Assessment:
Identify your technical and soft skills. What are
you good at? What do you enjoy doing?

Personality Tests:

Consider taking personality tests like Myers-
Briggs (MBTI) or Enneagram to understand your
work style and preferences.

360-Degree Feedback:

Gather feedback from peers, supervisors, and
subordinates to get a holistic view of your
performance and areas for improvement.

Reflect on Past Experiences:

Analyze your past roles and projects. What did
you learn? What challenges did you face? How
did you overcome them?

Identify Passions and Interests:

What activities make you feel energized and
motivated? Aligning your career with your
passions can lead to greater job satisfaction.

Skill Development and Education

Identifying Skill Gaps

Specific

Measurable

Achievable

Relevant

Time-
bound

Example

Define exactly what you want to
achieve. Avoid vague statements.

Establish concrete criteria for
measuring progress towards your
goal.

Set goals that are challenging but
realistic, considering your
resources and abilities.

Ensure your goals align with your
overall career aspirations and
values.

Set a deadline for achieving your
goal to create a sense of urgency.

Instead of “Improve my
communication skills,” try
"Complete a public speaking
course by the end of Q3 to
enhance presentation skills.”

Formal Education and Certifications

Break Down Goals: Divide your larger goals into
smaller, manageable tasks.

Prioritize Tasks: Identify the most important tasks
that will have the biggest impact on achieving
your goals.

Create a Timeline: Allocate time for each task
and set milestones to track your progress.

Identify Resources: Determine what resources
(e.g., training, mentorship, tools) you need to
complete each task.

Monitor and Adjust: Regularly review your
progress and make adjustments to your plan as
needed.

Informal Learning

Analyze Job Descriptions: Review job postings
for roles you aspire to have. Note the required
skills and qualifications.

Seek Feedback: Ask your manager, mentors, or
colleagues for feedback on your performance and
areas where you could improve.

Industry Trends: Stay updated on the latest
trends and technologies in your field to identify
emerging skills in demand.

Self-Reflection: Honestly assess your current
skills and identify any gaps between your current
abilities and your career goals.

Networking and Relationship Building

Building Your Network

Attend Industry Events: Conferences, seminars,
and workshops are great places to meet new
people in your field.

Join Professional Organizations: Become a
member of organizations related to your industry
or profession.

Online Platforms: Utilize LinkedIn, Twitter, and
other social media platforms to connect with
professionals and participate in industry
discussions.

Informational Interviews: Reach out to people
working in roles or companies you're interested in
and ask for informational interviews.
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Degrees

Certifications

Online
Courses

Bootcamps

Consider pursuing a bachelor’s,
master’s, or doctoral degree to
gain in-depth knowledge and
expertise in your field.

Obtain industry-recognized
certifications to validate your
skills and demonstrate your
commitment to professional
development.

Enroll in online courses and
workshops to learn new skills
and enhance your knowledge in
specific areas.

Attend intensive bootcamps to
quickly acquire practical skills in
fields like coding, data science,
or UX design.

Mentorship: Seek guidance from experienced
professionals who can share their knowledge and
insights.

Networking: Attend industry events and connect
with professionals in your field to learn from their
experiences.

Self-Study: Read books, articles, and blogs to
expand your knowledge and stay updated on
industry trends.

On-the-Job Training: Take advantage of
opportunities to learn new skills and gain
experience in your current role.

Volunteer Work: Volunteer for projects that allow
you to develop new skills and contribute to a
cause you care about.
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Maintaining Relationships

Networking Etiquette

Stay in Touch  Regularly communicate with
your network via email, social

media, or phone calls.

Offer Value Share helpful articles, resources,
or insights with your contacts.
Be Promptly respond to messages
Responsive and requests from your network.
Personalize Tailor your communication to
Interactions each individual's interests and
needs.
Remember Keep track of important details
Details about your contacts, such as

their career goals or personal
interests.

Job Searching Strategies

Resume and Cover Letter Optimization

Be Prepared: Have a clear idea of what you want
to achieve through networking and be ready to
articulate your skills and interests.

Be Respectful: Listen attentively to others and
avoid dominating the conversation.

Follow Up: Send a thank-you note or email after
meeting someone new.

Be Authentic: Be genuine and sincere in your
interactions.

Avoid Asking for Favors Immediately: Focus on
building relationships first before asking for help.

Effective Job Search Techniques

Interview Preparation

Tailor to the Job: Customize your resume and
cover letter for each job application, highlighting
relevant skills and experiences.

Use Keywords: Incorporate keywords from the
job description to help your application get
noticed by applicant tracking systems (ATS).

Quantify Achievements: Use numbers and
metrics to demonstrate the impact of your
accomplishments.

Proofread Carefully: Ensure your resume and
cover letter are free of errors in grammar and
spelling.

Use Action Verbs: Start your bullet points with
strong action verbs to describe your
responsibilities and achievements.
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Online Job Utilize job search websites like

Boards LinkedIn, Indeed, and
Glassdoor.

Company Check the career pages of

Websites companies you're interested
in.

Networking Reach out to your network for
job leads and referrals.

Recruiting Work with recruiters who

Agencies specialize in your industry or

field.

Informational Conduct informational

Interviews interviews to learn about

different roles and companies.

Research the Company: Understand the
company’s mission, values, and culture.

Practice Answering Common Questions: Prepare
answers to questions about your skills,
experience, and career goals.

Prepare Questions to Ask: Show your interest by
asking thoughtful questions about the role and
the company.

Dress Professionally: Choose appropriate attire
for the interview.

Follow Up After the Interview: Send a thank-you
note or email to the interviewer.

Practice STAR Method: Structure your answers
using Situation, Task, Action, Result framework.
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