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Planning for Success
Quick! If I were to ask you to write down the top five skills that make you a uniquely valuable employee, could you? How about the specific skills you should be developing over the next year in order to advance in your career? Chances are you, like most of us, are too busy with your day-to-day job to spend much time thinking about your career from a broader perspective.

So what happens when your career hits a stumbling block, such as a downsizing or reorganization, and you’re suddenly scrambling to find a new job? Or you’re scheduled to be promoted when a new manager arrives and brings in his or her own team? While you can’t control the events around you, you can significantly mitigate the stress they create by planning for the unexpected, especially when it comes to your career.

Most people, unless they’re actively job searching, will tell you their resume is out of date or even that they haven’t looked at it in years. That’s no problem, but what is a problem is how much time it can take to re-construct several years’ worth of accomplishments, along with the “who, what, when, where and why” of those accomplishments. That’s why I recommend clients keep a “Success File” where they regularly store notes on every project they work on.

Here’s how it works. For each project, write a 1-2 page summary that starts with the basic logistical information such as: the company; the timeframe; your official title and role; your general job responsibilities; and the names and titles of other key players. Once that’s done, write a concise summary of (1) the business problem the project addressed; (2) the specific actions you took; and (3) the business outcome. As much as possible, focus on the financial, measurable outcomes, such as how the project made money, saved money or saved time for the company.
Once you’ve captured all of the above, go through and identify the specific skills you demonstrated in each project and list them near the top of the summary page. Now, when you tell someone you are “great at building effective teams” you have a concrete example to illustrate your point. In addition to the project summaries, be sure to include in your Success File copies of customer letters, congratulatory emails, press clipping, etc. that lend credibility and provide proof of the positive impact of the project.
While no one can guarantee you a completely smooth ride ahead in your career, as author Alan Lakein puts it, “Planning is bringing the future into the present so you can do something about it now.”
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