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Find Your Career Path

Overview:
Assess Your Interests

INTEREST ASSESSMENT
WORK CONDITIONS ASSESSMF™TT

Assess Your Skills
INTERESTS, SKILLS,& PEP UNALITY Ao. 7S "ENT
Evaluating Work Envirc .ments

PREFERRED WORK E* [RONM™ (T ASSESSMENT
BENEFITS ASSESSME!
Examining Assess nents

Since you'll spend most of your life’s waking mo. ats wors  it's probably best to do something you
really enjoy, right? Well, just think about these pos. ilities:
® Enjoying your work so much ' “* feels like ¢ ving.
® Waking up each morning . looking forwai ar workday.
® [Lecarning new social © .« vocatio- . skills that are uniquely yours.
® Making new friends a.. 2 g opport des that comes from workplace settings.
These are justa fev . w. ‘nefitso. di-  a career path that fits you.
Each of us has «nack for .in~ <amething that is unique. The key is discovering your specialty.
The exercises . “is ch” .1 aic ueo. 1ed to make you aware of your natural talents and abilities

so that you cannu. - aem along and make the most of your gifts.

And aat'sm impon. ‘s that you will be happy making a living at what you do best. Life is too
sh-  tonotdo aatyou wa. .to do. So let's get on with it!

Firs,, ~b .nby evaluating your interests, your skills, and the kind of work environment you'd prefer.

Attheend ¢ ~ch section there are ASSESSMENTS you can use to evaluate yourself. When you fill out
these forms ler | ur heart’s desire guide you. Don’t hold back on your dreams. I also recommend that
you write or draw whatever comes to mind . . . doodle all over the paper if you must. Then keep these
evaluations in a safe place for future reference and to gauge your growth over time. Down the road you
will enjoy looking back over your recorded past and a chuckle is guaranteed.

Page 4
TURN YoUR pASSioN iNTo YoUR pURPOSE

All Rights Reserved © PattyAnn.net



Assess Your Intere ‘s

Here's a starting place to help you think about careers that v <e you e+ ‘ed. You might be thinking:
How can a job excite me? Think of it this way:

® What are the things that motivate you?
® What things give you energy when you think « 't them?

These are the lifelines that will help you find you. athandc¢ ‘e a career.
Nobody knows you better than you, no matter wha. 1yone else say.

U Not your teachers.
x Not your parents
“u Notyor .riends.
U Not a psvchic.
s obody.
Only ou know you!

So, since only you kn~"vou, let. ~qin by ¢ .ing better acquainted with yourself.

In a sense make © ¢nds wit  yourself lik |, ou would when you meet someone new for the first time.
How? Ask qus .ons. Lots 14 !~te aof questions.

And make sure yu ¢ down all the answers. This will give you good informative feedback and you
may be  ~datv “voulearn. So let's begin!

What Do You Like To Do?

Make ¢ ¢ things you want and like to do. Don’t think of this list as job related items. Just write
down wi.  ou like to do for fun.

Think of everyu .ng you like to do, or want to do, in your free time. Even if you have not been able to
actually do these activities because of financial or logistical reasons, write it down.

Write it ALL down.... (You may want to use the evaluating interests survey at this point so you can
write down your interests.)
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For Example, Do You Like To . ..

bicycle
hike = sew
play sports = skateboard
play chess = swim = camp
kayak = garden s docomic ts
watch parades = draw on} .iework
jump rope = roller blade » .ake jew y
repair cars m watchTV » 10~ » 00k
write poems = exe. * » bac. °k
ride horses  ‘alkon. ~hone
putonma. 1p = sing

whate ?

~ love cats.
.'m going to
be a fr' e

&m fl

Page 6
TURN YoUR ASSioN iNTo YoUR PURPOSE

All Rights Reserved © PattyAnn.net



Gathering Information . . .

Say What? Did I hear you say you're shy? That’s okay. Really!

Information gathering may be a totally new experience for you, butitison: . " -vorth th ‘ime spent.
Let me reassure you that 99.9% of the people on this planet love to talk abou “eni.. -~ an what they
do. Asking for an expert’s advice compliments them. Your shyness will quickly ‘isappear . you

talk to someone who has the same passion as you. You might even ¢ 2 mento1, »Hunselor, and
lifetime friend.

When you do talk to professionals in your field of interest, fir  out all you can abou. . ¢ir experience.
Ask questions like:

® How did they get started in their profession?

® How many years have they been doing it

® Are they content in this line of ~+k?

® Ifyes, why? If not, whv  ,t?

® How- and where did .. le- . their skil’

® Whattyp: .fongoii trainingis ,uired?

® Whatkin. - .ditions/environment do they work in?

What is e salary ra. ge, and what is the starting pay?

® . < thelong term outlook for this profession appear promising?
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Tell your professional mentor your experience and ask them where you might look for employment to
start in their industry. Or, perhaps they created their own living doing what they lov- d. Ask how they
began and what path they recommend.

You will probably have more great questions to ask — write them down and don't forge.  take the
questions to the interview. Make sure you record their answers for future re <

Write out some more of your questions here:

Other Information can be gathered from books and ti.  ternet, b. “e be place to acquire work-
place knowledge is by visiting the actual work ¢ -ironm.  Tt’s best Al first, and make an
appointment, so that the person can give you ther. ndivide«  ~ution.

Also, do yourself a favor and interview lots and lots  veople to get a broad perspective of
a profession that fascinates you.

Dr .nofbec’ .ng a professional surfer or singer?
Talent, . *minat" . and infor nation will help you on your path!

Page 8
TURN YoUR PASSioN iNTo YoUR pURPOSE

All Rights Reserved © PattyAnn.net



STEP 1: INTEREST ASSESSMENT

1) An activity that interests me:

2) How often I perform this activity:

3) How many months or years I've done this activity:

4) Reasons I like this activity:

5) Things I don't like about this activity:

6) Some of the challenging aspect” ( this activiiy =~

7) Presently, the locat*  ~fthisac ‘tyis:

8) How I get tr  as activif

It'= * =y ho.. __ Parents transport me I drive myself

9> .y experie’ :in the activity includes:

10) My (professional) accomplishments with this activity include:
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Assess Your Skills

Sure You Have Skills! Now let's look at what skills you have to offer.
Interests and skills are very different!

Interests are:
1) Hobbies

2) Leisure pursuits
3) Things you do for fun

SKills are:
1) An Expertise
2) A Competence
3) ATalent

For instance, someone may like to garden (interest, 1dis also«  ~d writer (skill). So this person
might write for a gardening magazine. Let's look at s e other skius and their possible professions:

SKkills & Possible P .essions:

* Accurate, fast typic = Secretr

* Repairs Engines = Mc

* Marine biol “ceanog., er
* Knows» .ctuatior Proofreade.
* Vide. “ting = _

¢ Nutritiona. ert = Dietitian

e «rum, > =M cian

GOO. 7 . Make alist of skills that you have, are developing, or want to attain. Then list professions
that are 0. ~rest to you that use these skills.

If it is easier for you list possible professions that you might like to do. Then list the skills that go along
with these careers. This approach will give you an idea of the skills you will need to acquire. Again,
write out the SKILLS EVALUATION EXERCISES to assist in this process.
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STEP 3: INTEREST, SKILLS & PERSONALITY ASSESSMENT

Fill out this form several times. One for each different skill and interest combinai. so you can
evaluate many different career options.

1) A skill or competency that I possess 1is:

2) One career area of interest is:

3) What careers are available in this area of interest?

4) What skills (that you possess) are 1. ~to perfo.  in this area of interest?

5) How domy char _.... ‘sfitintc -p- crred area of interest?

6' preferred ofession that interest me and appeals to my personality could be:

N
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Job Hunting

Overview:
A Job Hunting We Will Go!
Where to Look for Your Next Job
You're the Boss

A Jr  Hunting We Will Go!

Determining where to go to fin. about wor” pportunities might seem an overwhelming task, but
don’t let it scare you

>>~ It's simple. Really!

The first order ¢ 'sir s is to make job-hunting a top priority. In other words, putting employment in
the forefrr=* of you.  nd and keeping it there on a conscious level (at least most of the time) will open
upme  avou.  This wi e you into possible job openings, places that are hiring, and other work
opp dJnitiesti may cro. our path.

When.  .ginto the world of employment possibilities, remember the:

INTE. STS,

SKILLS, and the

WORK ENVIRONMENT you desire.
Because » Nothing less will do!
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Applications

Overview:

Where To Get Application Forms
Application Preparation Tips
Filling Out An Application Form
Helpful Hints
Sending An Application by Mail

Where To Get Application Form»

® Call the company you'rr .terested in. Most places will send out an application in the mail, or
email it to you.

® Online. Download oft . " qet, fill oo and send back online, or through the mail.

Application " eparati a Tips

Come prenared

7 Curren ddresses -you and former employers; Working phone numbers for you, your
former .aployers, and work related references; Alternate phone numbers as well.

o .re to call and check the accuracy of phone numbers for references and former employers
be. - writing them down on an application.

® Get an application from the job location. Be advised some companies will not release their job
applications off their company property.

® Have all employment dates readily available, from month/year started to month/year completed.
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APPLICATION EXERCISES
Name three places where you can acquire a job application:
1)

2)

3)

What are three important pieces of information to bring with * . if you need to 1.. an application

form at a company’s job site?

1)

2)

3)

As you fill out an application forr what are three u.. _  u can do to complete it?

1)

2)

3)

Name three he. “1thin® v uv w .. pare for your job application process:

o

Challenge Qu. .1on P You are filling out a job application at a job recruiting session. Looking over
your application you discover you misinterpreted the application questions and wrote down the wrong
information, and it’s written in ink! How would you handle this situation?
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Let's see
I've beena
waitress,
dog sitter,
cashier,
artist,
librarian,
manicurist,
dancer ...

~ork History

Jverview:
W. .'s a Work History?
Wark Histories on Resumes
A Short Word on Resumes

Wk .saW. k Histo. 7

Aw hist yisa track record of sorts. Remember history class from high school where you learned
about:

¢ Tu. =claration of Independence,
¢ World War I & 11, and
¢ The Vietham War?
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Well, you also have a history. It includes everything you have done since the first day you were born up
to the present.

It’s the same with a work history. If you were to list all the places you've ever workea, ~u'd be

creating your work history. Typically the older you become the more work }istory you'.  cquire, and
the younger you are the shorter your work history is.

Work Histories on Resumes

Resumes highlight a job applicant's work history. How much we  history y.  “ou  include on a
resume is a matter of opinion. When you are younger list as .y experiences as .. .e including:

Internships
Volunteer work

o
o
® Paid employment
o

Assistant or helper positions

As you gain years of employment, you usually beco1.  more selecuve toward what goes into your
resume. The reasons for this can vary.

Presenting too many jobs may ins ate to a prospec. . Jloyer that you are a job-hopper. Showing
too few jobs may point to inex* rence in vour field. So, somewhere in between lies the answer. The

key is to:

® Highlight the jobs thar  t* .nostrele .cfor the type of work you are seeking.

® Emphasi- yourset skills follc .d by the work places you acquired these proficiencies.

Well there you. it .1 you ever wanted to know about work histories.

Justre _mu.  our we  “istory has probably already started with those dishes you had to wash after
the © .ily mea

On a Fin. Tote...A Short Word on Resumes

A resume writing section was not included in this guide because there are many good books and
internet resources that have modern templates dedicated to this subject.
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Perceptions

Overview:
What is a Perception?
How Do Perceptions Influence Our Attitudes.
How Recruiters View You as a Prospecti FEmploy.
Perceptions: the Employer's ve Youu.

What is a Pe eption?

First, let’s tackle > dr ation of a perception. A perception is:

e H you wthe., 'd

o t'safram’ freference by which you judge situations or other people.

e Pe. Jns are deep-rooted because you learn many of them from your parents or guardians.
e Sinceeve. e israised in a different family, we all have our own individual perceptions.

e As you grow older your perceptions continue to be molded by life’s experiences.
The good news is you can change your perceptions if you wish.
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PERCEPTION EXERCISES

In your own words, describe three perceptions you have. They do not need to be job 'ated.
A perception is how you feel about anything. For example: A certain fashion style, an . rnet
website, or a current trend. Opinions, become a person's beliefs, which shap ™eir perce;, ns!

1y

2)

3)

Describe one of your perceptions. Then explain where you  ~kv learned t' belief.
(Example: your parents, friends, a social situation, ¢ <chool.)

Do you feel this is a percept’  that nee-” .o change, or perhaps be reevaluated because it influences
your life in a certain way?  Yes <o

Explain your answer:

V. tarethrr Lteps you can take to change a perception you have? (You may answer this in a general
way, s¢ e example from above.)

1)

2)

3)
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Too many job applicants? .  wrskillsq. %,
Please apply. You ybethe ¢ candidaw

During the Interview

o Dress appropriately. Business +  aal —amw. = ‘acks and a tailored shirt — is fine for labor
positions. Professional posit” .s require suit attire.

e Give a firm handshake * .ne interv' wver upon meeting and exiting.

e Make and keep eye contact.

e Introduce your .fbyt ‘andlast.

e Followtk ~terviewr sstioning.

e Never~~*tdespc. for the job. Don't tell the recruiter how much you need the job.

-

. epyour ernal dia. e active. Think about whether the job is a good fit for you; whether you
ke the co  pany; or if there are long-term opportunities available to you.

e As. ' utthe company; show an interest.
e Don’task  ~ush for a wage until a job is offered. They may only be pre-screening.

o It’s okay to ask about job duties, hours, work conditions, and opportunities. If you're a teenager,
it is usually fine to ask about the wage. However, in the professional work environment —
and especially for management positions — wages are never discussed until a decision maker
calls you back.
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INTERVIEW EXERCISES

Name four things you can do to prepare for an interview:

During the interview name four appropriate gestrres to - and/or «

1)

2)

3)

4)

Once you get the job ~me cor. ~on-tb  ob behaviors that are expected:

1)

2)

3)

)

Challeng. “westion » Suppose you call back and talk to the person who interviewed you and were
told the job v.  ~iven to another applicant. How would you handle the telephone conversation?

(Share your ideas with your classmates.)
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Drug Testing

Overview:
Myths
Poppy Seeds
Prescription Drugs
A Sad (and True) Story
Drug Testing Pointers

Myths
First, let's distill some myths about drug testing.

® No blood is taken from your veins, s o wor..  *here!
® Most times it's just a simple urine samp.  given at«  “dical clinic.

® Drug testing methods are constantly upda ¢, so this info may change.

Although there are new variatio- on this procedure, heic are the traditional steps for taking a typical
drug test. You can expect:

1. An attendant documents .  it’s arurines .ple by asking for identification such as a driver's
license.

2. The attendant .nds gu 1atthe ba.  um door as you go inside alone, with a cup and a small
plastic bott!

3. Youwillbea. 1 uarinate in the cup, pour it into the bottle, and not flush the toilet or wash your
hand- “ther w "< no running water.

4.  nenyour arnwitha ottle full of urine the attendant flushes the toilet and seals the tube.

5. L “re .d after, you will need to wash your hands.

NOTE! Itis _.ry important you fill up the test bottle because if the quantity is
inadequate you will be asked to do it over.
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Background Checks

Overview:

Criminal Checks
Automatic Rejects
Questionable Rejects

Somewhat Excusable Offens-
Other Types of Background (“hecks

Criminal Checks

Nowadays it is common for companies to complete backg, ~dct «s. Altho . there are other types
of background checks the most common is a crimin#" search.

Criminal background checks search the immedi ~pasts. = yearsc .1 life, but it is not unusual to
have a crime report show misdemeanors that are. ‘lonrecc  “rom your youth. Most company
policies state time limits that applicants must have = ‘lean recoi.  “ch as for the last three, five, or
seven years. Recruiters shouldn't be prejudiced by at.  9plicant's past, but often they are because (a)
they want to hire the best candidate fo- ™~ 10b, which  tinely means someone with a clean record,
and (b) they may think a person's past bena.  ~~ 2ninc  ator of future performance.

What's the moral of this story? © _er clear of trouble and take responsibility for your conduct or you
may suffer hiring setbacks w’ .1job hur .g. Here is an alphabetized list of most-all criminal offenses.

-~

1 ould run
g © my lifell ),/ And, that little incident
. about the burglary - well

that was sort of an accident,
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Termination

Overview:
Who Decides Termination:
You or Your Employer
A Case Study on Being Terminatec Fired
Take Responsibility and Be Proacu,
Guidelines When Giving * utice
Advice to Employ s

W' PDecide Termin. ,n: You or Your Employer?

Whethe  a choose it or not, at some point in every job there comes an end.

Of course, ita. ys feels much better if YOU are the one to give notice to your employer FIRST.
However, there are situations when an employer may terminate you, and without cause.

Although it's difficult for you not to take a termination personally, do your best to learn something
from the experience. Try to be proactive, not reactive. Let’s illustrate a situation.
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Opportunity

Overview:
What Does Opportunity Look Like?
Make Yourself an Opportunity!
How to Create Opportunity

What Does Opportunity Look Like?
An opportunity can be labeled as a:

e Abreak

® Prospect

e An option

e A doorway
A possibility

An occasion

An alternative

A second chance

Aportal toan or .ngthat] s
to another direcw.

Opportunities can .. nto a reality. But how do you know where to look? Opportunity can present
itselfi©  .a., ‘fferen. ms. It may come by way of:

e ’/ onversation

A class or course

. ailing brochure
® A ne.vspaper or online article

Information from a friend, relative or neighbor
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OPPORTUNITY EXERCISES
Name four sources, or places, opportunity can be found:
1)

2)

3)

4)

From your Interest, Skills, and Work Environment surver vou disce  red some possible careers.
List one of your career options and where you might find ¢, ~rtur .es with it

List four (opportunity) sources that might open up . ‘ployment, -~ direction towards getting
experience, in this line of work:

4)

Have youres. ~hed scb o . credentials for this career? Yes No

Describe ©  steps,  would take to move forward with the career you are interested in,

star .gwithw reyounec .0 go toschool to train for this profession:

1)
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Thank YOU for Enjoying

TURN YoUR PASSioN iNTo YoUR PURPOSE

A+ Career Guidebook 4 Success

A+ CAREER GUIDE

e e B e e L

Your Ratings and Comments on this Guide are Appreciated!

THANK YOU!
YOUR PURCHASE SUPPORTS

PATTY ANN.NET

eLOTECT
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