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Managing your career 
 
Introduction 
 

This learning guide was written by Bob Jack, a management consultant and specialist in 

management development and training. It is one of a series produced by the Learning 

Resource Centre. Each guide sets out to give you a quick summary of the main theories on 

a particular topic backed up by a practical commentary based on Ashridge’s long 

experience of consulting on teaching management issues. We hope that it whets your 

appetite for more information. The guide points you in the direction of other sources such 

as key books, articles and useful websites. 
 
Where to start 
 

If you have less than an hour, read the overview section. In addition try some of the 

development activities such as charting your life history or completing a personal value 

chart. 

 

If you have longer, listen to the audio cassette recommended below, read the key articles 

listed, explore some of the useful websites or complete the motivation questionnaire in the 

activities section.  

 

Managing your career (1999), Alison Straw, Audio Briefings, 38 mins. 

 

This briefing focuses on the changing world of work and helps listeners to manage their 

careers by focusing on the following questions: who am I? - analysing skills, strengths, 

achievements, patterns, phases, limitations, obligations and values; what do I want?; 

where do I want to be? - visioning the future; how do I get there? - finding the 

opportunities; what do I need to do? - action planning.  
 

Dubois, David (2000), The 7 stages of one’s career, Training & Development, December, 

p45-49. 

 

Heritage, Annette (2001), Career management: from ladders to wings, Training Journal, 

March, p16-20. 
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Resources 
 
Audio cassette 
 

Managing your career (1999), Alison Straw, Audio Briefings, 38 mins. 

 

This briefing focuses on the changing world of work and helps listeners to manage their 

careers by focusing on the following questions: who am I? - analysing skills, strengths, 

achievements, patterns, phases, limitations, obligations and values; what do I want?; 

where do I want to be? - visioning the future; how do I get there? - finding the 

opportunities; what do I need to do? - action planning. 
 

Journal articles 
 

Arnold, John (1998), Post-modern career management, Human Resources, Jan/Feb,  

p99-103. 

 

Baruch, Yehuda; Peiper, Maury (2000), Career management practices: an empirical survey 

and implications, Human Resource Management, Winter, Vol. 39, No 4, p347-366. 

 

Bullmore, Jeremy (2002), What’s your problem, Management Today, March, p83. 

 

Doherty, Noeleen (2000), Managing careers into the 21st Century, Journal of Occupational 

and Organizational Psychology, September, Vol.73, p387-389. 

 

Dubois, David (2000), The 7 stages of one’s career, Training & Development, December, 

p45-49. 

 

Ferguson, George (2002), D is for development, Training & Development, January, p57-59. 

 

Heritage, Annette (2001), Career management: from ladders to wings, Training Journal, 

March, p16-20. 

 

Hirsch, Wendy; Jackson, Charles; Kidd, Jennifer (2001), A word with the wise, People 

Management, 14 June, p42-46. 
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Joinson, Carla (2001), Employee, sculpt thyself with a little help, HR Magazine, May, 

Vol.46, I5, p61. 

 

Koonce, Richard (1998), Finding out what’s next for you, Training & Development, 

September, Vol.52, No9, p18. 

 

Lewis, Jane (2001), The career paradox , Personnel Today, 21st August, p23-24. 

 

Meister, Jeanne, C (1998), The quest for lifetime employability, Journal of Business Strategy, 

May-June, Vol.19, No3, p25-29. 

 

Olesen, Margaret (1999), What makes employees stay, Training & Development, October, 

Vol.53, I10, p48-52. 

 
Information files 
 

There are information files containing a collection of newspaper and journal articles on 

the following areas: 

 

n Career development 

n Interviewing skills 

n Job satisfaction 

n Self-managed development 

n Management education and development. 

 

The Learning Resource Centre at Ashridge has a career development room which provides 

over 400 book titles classified under subject headings, over 40 information files containing 

articles on career related topics, reference material, videos, CD-ROMs and audio cassettes. 
 
Books 
 

** Books marked with asterisks are available for sale from the LRC bookshop.  

Mail order service available.  Tel: +44 (0)1442 841159. Fax: +44 (0)1442 841211.  

Email: celia.tucker@ashridge.org.uk. 

 

Arnold, John (1997), Managing careers in the 21 st Century, Paul Chapman. 

Ashridge shelf reference: CDC* JMHP (ARN) 
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This book provides an up to date and wide ranging analysis of how careers are changing 

and how they can be managed in the 21st century. 

 

Crommentuijn-Marsh, Philippa; Smith, Cathy (1999), Crazy paving: the indispensable 

guide to developing your career, Institute of Management. 

Ashridge shelf reference: CDC* JMHP (SMI) 

 

With organisations and the nature of work undergoing huge change and the disappearance 

of predictable promotion ladders, the route to a successful career is no longer easy to map 

out. Editors Cathy Smith and Philippa Crommentuijn-Marsh, information researchers at 

the Institute of Management's Management Information Centre, guide you through the 

process of managing your own career. 

 

Dobson, Deborah Singer; Dobson, Michael, S (1999), Managing up! 59 ways to build a 

career-advancing relationship with your boss, Amacom. 

Ashridge shelf reference: AKL (DOB) 

 

Managing Up! provides a guide aimed at helping anybody looking to improve their 

relationship with their boss and gives you all the skills required to build a productive, 

mutually beneficial relationship. Using the inspiring collection of ideas, strategies and 

tactics, the reader will learn how to: enhance relationships with supervisors; accurately 

read bosses' likes and dislikes; provide the kind of support that helps a boss succeed; make 

sure that you are in tune with the bosses' goals; build mentoring and networking 

relationships throughout the organisation; handle criticism; and deal with problem bosses. 

 

Kazerounian, Nadine (2001), Stepping up: women’s guide to career development, McGraw-

Hill. 

Ashridge shelf reference: JMHA (KAZ) 

 

Based on original research material and interviews with women across Europe, this book 

explodes the gender myths that hold women back. It details strategies for overcoming 

everyday challenges, such as handling the difficult manager, bullying and conquering 

stereotyping. It is packed full of information on how to develop skills such as leadership, 

teambuilding and delegating. In addition, it looks at impression management and 

networking, giving practical tips on how to increase your visibility and gain promotion. 
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Malone, Samuel, A (2000), Learning skills for managers: practical tools and techniques to 

turbo-charge your career, Oak Tree Press. 

Ashridge shelf reference: AL (MAL) 

 

In today's business world of rapid technological change and fierce competition, knowledge 

is the manager's most powerful weapon. Continuous, lifelong learning is the key to staying 

ahead of the pack. Many managers find they must learn new skills and upgrade their old 

skills, both on and off the job, through training, experience and sometimes a return to 

formal education. Yet many managers lack the skills to increase and improve their learning 

power. In Learning Skills for Managers, you will find out how to: integrate the analytical and 

creative parts of your brain; discover your own learning style; improve your learning iq 

and your memory; explore the learning organisation; balance your time between learning 

and managing; learn essential study, writing and examination techniques; become an on-

the-job and off-the-job learner; in short, turbo-charge your career by realising your 

learning potential. This practical book should be of value to all managers who need to 

learn new skills or upgrade their old skills. It will be helpful both to those taking part in 

on-the-job training and to those who are returning to formal education. 

 

Pedler, Mike; Burgoyne, John; Boydell, Tom (2001), A manager’s guide to self-development, 

McGraw-Hill. 

Ashridge shelf reference: APA (PED) 

 

This expanded and updated edition details a self-development programme aimed at 

helping readers improve their managerial performance, advance their careers and realise 

their full potential. There is a framework of eleven key managerial qualities and diagnostic 

activities to help discover your strengths and weaknesses, and identify your own goals for 

self-development. Fifty-four practical activities are included to assist the development of 

your skills and abilities, such as decision-making, fitness, creativity, and networking. 

 

Slater, Jan; Ballback, Jane (1996), Managing your career in a changing workplace, Kogan 

Page. 

Ashridge shelf reference: CDC* JMHP (SLA) 

 

This book shows the reader how to take control of their career and thrive in a changing 

workplace. Using real-life case studies, self-assessments, and exercises, it will help the user 

learn strategies which direct their talents and interest into a career they want. The book 

demonstrates how to: succeed by viewing yourself as an independent contractor; begin a 



© Ashridge - not to be reproduced without permission.  August-02 6 

career checklist that opens the door to career options, opportunities and choices; gain an 

understanding of self marketing and its importance for career freedom and advancement; 

and detect the early-warning signs that indicate it's time for a career change. 

 

Taylor, Ros; Humphrey, John (2002), Fast track to the top: 10 skills for career success, 

Kogan Page. 

Ashridge shelf reference: JMH (TAY) 

 

This text is about bridging that gap between desire and achievement. It looks at the skills, 

attitudes, backgrounds and working habits of 80 business leaders to see what makes them 

tick, and what similarities they share. The result is a true guide to the necessary 

characteristics for reaching the top of a profession and achieving long-term success. 

 

Urwin, Din (1995), Managing your career, coping with the changing job market, Technical 

Communications Publishing Ltd. 

Ashridge shelf reference: CDC* JMB (URW) 

 

It has been predicted that long-term employment with one organisation will soon be a 

thing of the past and that this culture would be replaced by a series of short, fixed term 

contracts. Coupled with the move to flatter organisations, less promotion and higher 

labour turn over due to short term contracts, a new picture emerges of future working life 

for individual managers. The purpose of this report is to attempt to give some guidance to 

those who feel they need to take some responsibility for managing their own career 

prospects. 

 

*CDC - Shelved in the career development collection in the Learning Resource Centre at Ashridge. 

 
Useful websites 
 

Career Journal  www.careerjournal.com 

 

The Career Journal is part of the Wall Street Journal. It gives you full text articles relating to 

jobs and careers and it also has access to the archive system. Career Journal also provides 

information like trends for different jobs, ie the salaries and hiring trends. This site has a 

wealth of information and it is very easy to navigate. 

 



© Ashridge - not to be reproduced without permission.  August-02 7 

Careers-Portal  www.careersportal.co.uk/cc/ 

 

This is your gateway to careers and higher education information on the web. 

 

CareerStorm  www.careerstorm.com/ 

 

CareerStorm designs interactive career development tools for professionals. Some tools are 

available free of charge on the site.  

 
Career Tips  www.careertips.com 

 

This site provides a guide to career choices, universities, colleges, professional institutes, 

job opportunities and immigration rules in the United Kingdom and across the globe. 

 

Monster  www.monster.co.uk 

 

Monster.co.uk is part of Monster.com, the leading global online network for careers, 

connecting the most progressive companies with the most qualified career-minded 

individuals. The monster.co.uk network consists of sites in the UK, Ireland, Netherlands, 

Belgium, France, Germany, Canada, United States, Australia, New Zealand, Hong Kong, 

and Singapore with a new site in Spain due to launch imminently and Italy soon after. 

Features include: My Monster, CV management, a personal job search agent, a careers 

network, message boards, privacy options, expert advice on job-seeking and career 

management, and free newsletters. 

 

WetFeet.com  www.wetfeet.com 

 

Wetfeet.com is an online recruitment system helping companies to employ the right 

person for the right job. Wetfeet.com products include powerful recruitment technology, 

award-winning recruitment research and consulting, and targeted candidate-sourcing 

programmes. Corporate clients range from emerging high-growth companies to Fortune 

1000 companies, including Merrill Lynch, KPMG Consulting, Federated Department 

Stores, The U.S. Navy, PricewaterhouseCoopers, Xerox and Procter & Gamble. 
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Overview 
 
Introduction 
 
The Oxford English Dictionary defines the word “managing” as “being in charge of”.  The 

same dictionary provides a definition of the word “career” as “one’s advancement through 

life, especially in a profession”.  This learning guide focuses on a combined definition that 

reads:    

 

 “Being in charge of your advancement through life”. 

 

The omission of “profession” from the combined definition is based on the author’s 

experience over 35 years since leaving full time education, which shows that the profile of 

a typical career has changed during that time.  Relative stability in the business world once 

provided opportunities for people to slot themselves into a “job for life” and to progress 

up the career ladder with one employer until retirement. 

 

The increasing impetus of technological advancement has changed all that. New industries 

have been created and old, more traditional industries have faded away.  Competition has 

enforced the rationalisation of business leading to fewer and larger organisations than ever 

before.  New jobs and professions are continually being created and more and more 

traditional functions are becoming redundant.  Even some of the new jobs disappear 

almost as soon as they arise as new industries find their level in global markets. 

 

The end result is the new breed of “career” which often spans several employers and may 

involve a number of changes in the content and context of what people do to earn a living.  

Indeed, many people now abhor the concept of doing the same work for the same 

employer for a lifetime – a concept that may well have been valued and promoted by their 

parents. 

 

Whether you believe you have a clear career path in front of you right now or whether you 

are at a crossroads, this learning guide is intended to provide you with some 

understanding and some tools and techniques to help you to make considered choices 

about the direction you want your life to follow. 

 

The difference between managing your career and just letting it happen can be more than 

the cost of your home over the course of a lifetime! 
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Who is responsible for your career? 
 

“Do a good job, stick with us and there will be plenty opportunities for promotion” -

sound advice 30 years ago when organisations demonstrated a paternal approach to their 

employees, rewarding hard work and loyalty and professing a policy of “no redundancies”.  

In those days, the organisation often provided a formal and hierarchical career structure, 

making and announcing decisions to move people “up the ladder” based on a 

combination of performance and length of service.  The individual’s responsibility lay in 

doing a good job and showing appreciation for the promotional reward! 

 

In the modern context, responsibility for career management has moved to rest primarily 

with the individual, with the expectation of support from the organisation, line 

management and family and friends.  The role of the organisation is to provide career and 

personal development opportunities in line with what it needs to achieve its corporate 

objectives.  The line manager’s role provides support in terms of on-the-job development, 

career advice, coaching and encouragement.  Family and friends are essential in providing 

the emotional support necessary to maintain a healthy balance between work and 

personal life. 

 

Fig. 1  The career partnership 
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The model above shows the individual firmly in the driving seat and responsible for all 

decisions that affect his or her career path.  The circles are not there to make career 

decisions, but represent resources available to the individual to support the career 

decisions he or she makes.  Viewing career management from this perspective prevents the 

passing of blame for failure to third parties and places the credit for success squarely on 

the individual. 

 
Taking responsibility 
 

Key to being powerful in life is the basic understanding of two choices we all have – to 

believe that either life drives us or that we drive it.  If we chose the first, we will spend our 

lives reacting to external influences and events in an all too often painful process of trying 

to catch up. The consolation of this choice is that it is never our fault!  If we chose the 

second, we need to be aware of some important issues: 

 

n We will be responsible for our failures  

n We will be responsible for our successes 

n We will have to create and maintain a “vision” of what we want from life 

n We will have to be prepared to do whatever it takes 

n We will have to be able to pick ourselves up when we fall down 

n We will have to be able to learn from experience 

n We will have to think ahead of the game. 
 

These are tough issues to accept, but the consolation of this choice is that real and lasting 

satisfaction comes from what we achieve by our own design.  Ask yourself how much of 

what has happened to you in your life has been by your own design?   

 

One technique to help you answer this question is to draw your own Life History (see 

Development activities).  On a sheet of paper, chart the key events of your life from your first 

memories to the present day, plotting them on the basis of high and low points in terms 

of how you felt about them at the time.  Use any format that suits you, vertical or 

horizontal. 
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Fig. 2.  Life history chart 

 

 
Adapted from Balke E. (1999), Know Yourself, Kogan Page. 

 

Be honest with yourself and consider to what extent you have taken responsibility for your 

life.  Think about how you got out of the lows and what you learned from them.  How 

good have you been at accepting responsibility?  Are there any patterns?  Reflect on how 

you felt at each low, and remind yourself of what you did to escape those feelings.   

 
A vision for your life 
 

Most people are ready and willing to put effort and energy into personal activity that has 

the potential to produce an end result they really want to achieve.  This desired end result 

is the “What’s In It For Me?” (WIIFM) that motivates people to act. In career terms, the 

WIIFM is really our vision for life, regardless of how little or how much our career may 

dominate our life.  As career and life are usually interdependent, our career goals will 

represent a fundamental element of our life’s vision. 

 

You may find it useful to create your Life Vision.  Using as large a piece of paper as you can 

find and coloured pens or pencils, draw your answer to the following question without 

using any words.  Be careful not to impose constraints on what you believe you can 

achieve. 

 

“If you could have your life exactly the way you want it to be, what would it look like?” 

 

This exercise, known as rich pictures or life visioning, is a powerful tool in focusing your 

mind on what you really want and providing the motivation to manage your career 
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towards achieving it.  Keep your “vision” somewhere safe, referring to it when the going 

gets tough, and recreating it from time to time to reflect changes in what you want. 
 
What motivates you? 
 

With a clear view of both how you arrived where you are now and your personal vision for 

your future, you can further increase your self-awareness by exploring what will motivate 

you in your progress towards achievement of your vision.  Different motivators drive 

different people at different times.  Over a period of time, for example, an individual’s 

prime motivator may change from “Money” through “Promotion/Status” and 

“Recognition” to “Achievement”.  There are a number of questionnaires available that will 

help you to identify which motivational factors are most important to you in your present 

circumstances.  Among the factors they identify are: 

 

n Money 

n Recognition 

n Responsibility 

n Getting on with your manager 

n Promotion 

n Sense of achievement 

n The job itself 

n Teamwork. 

 

You will find the questionnaire and score sheet in the Development activities section of this 

learning guide.  If you complete it honestly, the results will provide an indicator of your 

motivational priorities and may help you to understand what you feel good about and 

what you don’t, both now and in the past.  You will also be able to consider what the 

results mean to you in terms of managing your career.  For example, if “the job itself” is 

your priority motivator, how secure is that job in the long term?  Some job-specific careers 

such as education and the legal and accounting professions are arguably much more secure 

in the long term than many of those in the more embryonic technical fields.  If your prime 

motivator is, for example, “responsibility”, you may well be prepared to actively seek more 

responsibility, even if it doesn’t involve an immediate monetary reward.  Always 

remember, though, that “money” will only stay off the top of your list when you have 

enough! 
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What do you have to offer? 
 

The only time many of us identify what we have to offer is when necessity forces us to 

write or up-date our CV.  Many of us miss opportunities in life simply because we fail to 

recognise them when they present themselves to us.  We will only recognise opportunities 

and consider them if they match the context in which we see ourselves. Digging deep into 

your memory to complete your personal value chart (see Development activities) will 

identify the skills, qualities and achievements that make up what you have to offer in 

response to any opportunities that present themselves.  The chart will keep you aware of 

your strengths and help you to identify any areas you want to develop for the future.  It 

will also form the basis of the most powerful elements of your CV – what you can do and 

what you have achieved.  The old adage of “being in the right place at the right time” is 

incomplete.  You need to recognise that you are there and be ready to take the 

opportunity. 

 
What will you need to develop? 
 

By now, if you have completed the above development activities, you will probably be 

pleasantly surprised at what you have to offer and will also be more aware of what skills 

and/or qualities you would like to develop for the future.  Translating this awareness into 

action needs a plan of action for your personal development.  As a beginning, ask yourself 

the following questions: 

 

n Where do I want to be in, say, 1 year, 3 years, 5 years, 10 years? 

n What skills, qualities and achievements will I need to demonstrate to get there? 

n What strengths do I already recognise in myself? 

n What strengths do I know that others recognise in me? 

n What will I need to be able to do better or differently to get where I want to be? 

 

Whatever you come up with as a result of this exercise, it is important that you express 

your development needs in demonstrable terms, as the perceptions of others will be 

critical in convincing them of your potential.  For example, an identified need to improve 

your “leadership” skills is too vague to be useful.  Define what you need to do and be seen 

to be doing in order to be perceived by others as an accomplished leader. If you need to 

be more “commercially aware”, define what that means in the context of your current role 

and where you want to be in the future – what do you need to know and be able to 

demonstrate that you know to be perceived as commercially aware?  
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There are a number of ways in which you can define development needs targeted at where 

you want to be.  For example, your employer may provide a specific “Competence 

Framework” that defines the range of skills, technical competence and knowledge required 

by its employees.  In this case, you may already be benchmarking yourself against that 

framework. 

 

If no such competence framework is in place, consider some of the skills or competences 

that you believe are valued in the organisation where you work.  Talk to others within the 

business to get their views.  A few typical examples of competences defined within 

organisations are: 

 

n Leadership 

n Team management 

n Team working 

n Problem analysis and solving 

n Getting results 

n Business acumen/commercial awareness 

n Communication – oral and written 

n Persuading and influencing 

n Coaching 

n Negotiating 

n Staff development 

n Motivation 

n Planning and organising 

n Specific technical competences. 

 

Using your experience and observation, ask yourself the question “What do the best 

people do?” in each of the skill or competence areas you define for yourself as key to the 

success of the business you are in, and write down your answers.  Now you have the 

beginnings of a framework, against which you can measure your own strengths and 

development needs.  Whenever you see someone doing something you would like to be 

able to do, add it to your framework and note it as a personal development area. 

 

Use the framework you have created to identify where you lack confidence or feel 

uncomfortable. Keep an ongoing written record of what you learn from your successes and 

failures, taking time to identify what behaviours, technical competence and/or knowledge 
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issues you believe contributed to the outcome.  Develop a relationship with your boss and 

colleagues that elicits open, honest and constructive feedback on your activities together 

with support for your development. 

 

The outcome of these activities should be a list of areas you want to develop, defined 

clearly enough for you to recognise what the end result of your successful development 

will look like and clearly enough for you to be able to find an appropriate means of 

development.  Your organisation may well provide a personal development plan and/or 

learning log document for you to use.  Typical templates are included in the Development 

activities section of this guide. 

 
Your preferred learning style 
 

Once you have identified your personal development needs, you will be ready to focus on 

finding ways to satisfy them.  At this point, a typical action is to look for the “training 

course” that will deliver what we need.  For two main reasons, this may not always be the 

best action to take. 

 

First, a particular need may well be better served through another development medium.  

For, example, a particular technical competence might be developed most effectively 

through hands-on coaching.   Business acumen or commercial awareness might be best 

developed through a process of reading, networking or attending meetings outside the 

normal work context, all with the guidance and/or mentorship of your boss or a colleague.  

If you decide that a training course is right for the need, what type of course will suit you 

best as an individual?  Are you looking for theoretical or practical tuition?  Do you want to 

be part of a large group or to be coached on a one-to-one basis? Do you want a “catch-all” 

course or an event that focuses on one or two specific areas in depth? 

 

Second, it is important to consider the style of learning that will benefit you most.  Look 

around you on any group training course and you will see participants learning from the 

event in different ways.  You will people throwing themselves into the practical activities 

with relish and appear to be unimpressed with the theory unless they can get their hands 

on it.  These people learn best from action-orientated activities. You will see other 

adapting and integrating their observations into theories. You will see those who may 

often not say very much, preferring to sit back, reflect, and look at things from different 

perspectives.  Finally, you will see the practical and down-to-earth people who adopt a 

pragmatic approach in their search for ways to relate the learning to real life. 
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It may help you to spend some time thinking about some of the training events you have 

experienced up to now.  What role did you tend to adopt - action oriented, theoretical, 

reflective or pragmatic? Which role do you feel most comfortable with? What type of 

training or learning event have you benefited most from in the past? This activity may also 

help you to develop the ability to learn in ways that differ from your natural preference. 

 
Networking 
 

A successful entrepreneur once said "I create relationships. The relationships create the 

success." He was absolutely right; that's exactly how it works.  If you follow the advice so 

far in this guide, you will have started to form a “network” with a number of people on 

issues that fall outside the normal context of your work role.  The “Network” here is 

defined as “a group of people who exchange information, contacts and experience for professional 

purposes”. Engaging in conversation with people operating outside your normal circle of 

influence is a powerful development activity that not only provides you with valuable 

information, ideas and advice, but also gives you access to potential opportunities that 

would otherwise probably pass you by.  Networking can enable you and your potential to 

become known in wider circles. 

 

If you are already an accomplished “networker”, keep it up.  If you are not, here are a few 

“secrets” of effective networking that may help you enlist the help of others in managing 

your career.  You can find more in the Development activities section. 

 

n Don't expect others to teach you what you should research yourself 

n Seek information. Don't be pushy; don't require others to help 

n Be optimistic and upbeat. If you have fun, they'll have fun. If they have fun, 

they'll like you. If they like you, they're more likely to help you 

n When someone helps, offer something in return: a book, a favour, or a contact 

n When you meet people for the first time, ask for a business card or for the correct 

spelling of name, title, and address 

n Then send a thank-you note or email the same day you talk or meet 

n Always give more than you get. 
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Applying for the job 
 

The process of applying for a job will feature several times throughout a typical career, 

whether the position being applied for represents an internal or an external move.  

Previous sections of this guide have dealt with the key issues of knowing yourself and 

being clear about your vision for the future.  Knowing what you have to offer and what 

you want to achieve are two fundamentals in the process of finding a job for which you 

want to apply.  Without these, you will run some career-stifling risks, for example: 

 

n Not applying for anything at all 

n Applying for jobs where you have little chance of success 

n Applying for jobs where you will be unhappy if you get them 

n Missing opportunities to apply for jobs that match your ability and vision. 

 

Your networking activity can often be instrumental in unearthing prospective job 

opportunities both within and outside the organisation where you work.  You can also use 

your network to gather more information about a promising position than you are likely 

to get from a job advertisement.  

 

If what you see matches your vision for the future, write down everything you can find out 

about the position in terms of, for example, skills, experience, achievements, knowledge 

and personal attributes.  Compare this information to your skills, qualities and 

achievements in an up-to-date version of your Personal Value Chart and decide how 

closely they match.  Remember that many of the skills you have attributed to yourself are 

transferable from one context to another.  For example, strong problem solving skills 

developed in a manufacturing role are transferable to retail or finance as skills in their own 

right.  It is this transferability that enables people to change industries throughout their 

career if such changes fulfil the vision. 

 

If you have worked on your personal development, you will also be aware of your 

weaknesses and will be able to devise a job application strategy to emphasise your 

strengths and overcome the potential negative impact of any areas you may need to 

develop to satisfy the requirements of the job for which you are applying.  It is usually not 

essential to fulfil 100% of the criteria required.  What you need to be able to do is to 

satisfy the recruiters or selectors that you possess enough of the key elements they are 

looking for to take the job on and to convince them of your ability to develop the rest. 
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Whatever form the application may take, it represents your opportunity to show that you 

are a credible candidate, worthy of exploration at the next stage in the recruitment or 

selection process. 

 
Presenting a powerful CV 
 

In an internal selection process, you may not require a formal CV.  You will, however, 

need its contents which represent your argument for being selected.  There are many 

different opinions about what the ideal CV should look like.  Perhaps the most important 

is the opinion of the recruitment specialists who study them in volume.  Their opinion 

suggests that a CV should be brief (no more than 2 pages of A4), relevant to the position it 

applies to, and should focus on skills, experience and achievements. 

 

These specialists need to be able to make a decision from one reading of the content, and 

you need to reach those people where they get interested.  The story of your career needs to 

build up the expectation in the reader that you are worth meeting.  You need to tell them 

the context in which your achievements have taken place and let them know what value 

you offer for the future.  If your CV needs work to interpret its meaning, it will probably 

not reach the short-list tray. 

 

There is a wide selection of books available on the subject, and you can find advice on 

content, language, format and layout from recruitment agencies’ websites. You may find 

also some of the following tips useful: 

 

n Always keep your personal record of skills, qualities and achievements up-to-date 

n Know your strengths and weaknesses 

n Don’t rush - spend time creating a CV that “sells” you at one reading 

n Edit out waffle and irrelevancy - make every word “fight for its life” 

n Support your claims with evidence and put them into context 

n Avoid passive language - remember, your CV is about what you have done, not 

about what has happened around you 

n Show your CV to others and ask for feedback 

n When applying for a position, check the relevance of your CV as it stands to the 

role and be prepared to modify it if necessary. 
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Selling yourself in the interview 
 

When your application and/or CV have successfully earned you an interview, you will 

want to give yourself the best possible opportunity to be successful by preparing 

thoroughly in advance.  Although you are unlikely to be able to think of every possible 

scenario, consider the purpose of your preparation as being to “minimise surprise”.  Every 

time you deal with something you have anticipated, your confidence will rise.  Every time 

you are taken by surprise, your confidence will become fragile.  Again, you can find an 

appropriate book or search the recruitment websites for advice, including sample 

questions that will help you create a realistic expectation of what you are likely to 

experience during the interview.   

 

The following tips may help you: 

 

First impressions 
 

n Find out as much as you can about the company and the job 

n Know exactly where you are going for the interview and get there early 

n Most interviewers admit that they have largely made up their mind about a 

candidate within the first five minutes of meeting him or her – make sure in 

advance that you will look the part and practise how you will introduce yourself 

positively. 
 
Heart of the interview 
 

n Be yourself – if you pretend to be someone you are not, you will get caught out 

n If asked, describe examples of “weaknesses” or “failures” in terms of what you have 

learned and what you have applied to overcome them 

n Avoid being critical of colleagues or bosses, no matter how well justified you 

believe your feelings to be 

n Have three or four key “selling points” that you want to get across and look for 

opportunities to air them in response to questions 

n Make sure you have a few anecdotes prepared to support your claims 

n Show enthusiasm 

n Feel free to take time to answer questions 

n It is your responsibility to communicate information about yourself; not the 

interviewer’s to drag it out of you 

n If you think you got something wrong, say so and rephrase your answer 
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n If you find yourself faced with more than one interviewer, make sure you include 

everybody in delivering your answers 

n Have a few questions prepared and ready that you can chose from to ask the 

interviewer at the end – your questions should be aimed at showing your interest 

in the company and the job. 
 

Follow up 
 
n Before leaving an interview, make sure you know what the next step is 

n As soon as possible after the interview, take notes that will help you if you are 

invited to a second interview 

n Write and send a prompt and brief thank-you note. 
 
Making change work for you 
 

Changes in career direction are sometimes a product of choice by the individual.  But 

increasingly, change is forced upon the individual through strategic change at corporate 

level.  As career paths are no longer written in indelible ink, the ability of individuals to 

manage their career through continuous change is a key factor in achieving long-term 

success. 

 

People respond to change in different ways.  There are some who resist it wholeheartedly 

until they are eventually dragged into the new context – often a reluctant, slow and painful 

process that damages both self-esteem and career prospects.  There are others who not only 

welcome change but who continually seek to instigate it as a means of continuous 

improvement. 

 

The following model, derived from research on the effects of bereavement, demonstrates 

the psychological process that people pass through when faced with unexpected change.  
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Fig. 3 

 

 
 

As with bereavement, unexpected change can create a deep feeling of loss that catapults the 

individual into the process shown above.  As an example, imagine that you are feeling 

pretty good about yourself and your job when your employer announces a programme of 

redundancies that includes you.  That represents the “change”.  Your first instinctive 

reaction may well be “shock”, followed quite quickly by “denial” – it’s not really 

happening to you.  After this short-lived remission, your self-esteem may now plunge into: 

 

n “Confusion” – you have lost your vision of the future 

n “Despair” – you don’t have answers and nor does anyone else 

n “Fear” – how will you live without a job? 

n “Anger” – at the organisation for doing this to you and at yourself for having 

taking the decisions that put you in this position in the first place 

n “Blame” - the organisation for having got it wrong and yourself for leaving yourself 

vulnerable – after all, you could have worked harder 

n “Immobilisation” – you simply don’t know what to do – you are stuck. 
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Now you are at a crucial point in the process.  You can choose to remain here (and some 

people do), or you can move forward, rebuilding your self-esteem as you go: 

 

n “Problem solving” – involves creating a plan of action that will enable you to deal 

with the short-term problems created by the change 

n “Search for meaning” – will enable you to recreate your vision and seek and exploit 

opportunities. 

 

Eventually you will “integrate” with the new context which now becomes the “comfort 

zone” you started off with before the change took place. 

 

Psychologists claim that we all go through this process.  What is important is not whether 

we do, but how quickly we do it.  Think back to your own experience of change.  You will 

probably remember people who have moved very quickly to integration.  You will 

probably also remember some who never got there, and for whom every day remains a 

struggle.  You can make change work for you by developing your ability to handle it 

positively, supporting others around you to do the same and being proactive in initiating 

change that will provide opportunities to achieve your career goals. 

 

In the Development activities section you will find a change management questionnaire.  

This activity invites you to assess your ability to manage change across four dimensions: 

 

n Coping effectively in an environment of change 

n Supporting others to cope effectively with change 

n Being innovative in creating change 

n Supporting and encouraging others to create change. 

 

Use the questionnaire to identify your strengths and to decide on some behaviours you 

would like to start demonstrating. 

 
Conclusion 
 

People often complain that their work commitments do not leave them enough time to 

work effectively on their own career development.  Those who fall into this trap often fail 

to recognise career development opportunities at all, or, when they do, find it difficult to 

meet the deadlines attached to them.  
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Successful people allocate time to manage their careers as a continuous and integral part of 

their life, setting objectives, planning and taking action in the same way as they would 

with any project in their work or personal lives.  They maintain a high level of self-

awareness.  They continuously assess where they want to be, what they have to offer and 

what they need to develop.  They look for, identify and act on learning opportunities that 

will increase their potential.  They take responsibility for their lives. 
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Development activities 
 

 
Life history 
 

Chart the key events of your life from your first memories to the present day, plotting 

them on the basis of high and low points in terms of how you felt about them at the time.  

The following is an example, but use any format that suits you, vertical or horizontal. 

 

 
Adapted from Balke E. (1999), Know Yourself, Kogan Page. 
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A vision for your life 
 

Using as large a piece of paper as you can find and coloured pens or pencils, draw your 

answer to the following question without using any words.  Be careful not to impose 

constraints on what you believe you can achieve. 

 

“If you could have your life exactly the way you want it to be, what would it look like?” 
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Personal value chart 
 

The personal value chart is simply a record of your skills, qualities and achievements. 

Creating and keeping the chart up-to-date will provide the basis for knowing what you have 

to offer in response to opportunities you want to pursue. 

 

 
Professional Personal 

Skills   

Qualities   

Achievements   
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What motivates you? 
 
Complete this simple questionnaire to get an indication of what motivates you right now.  

Read the following statements one-by-one. If you disagree with a statement, do nothing 

but move on to the next.  If you agree with a statement, circle the number opposite the 

statement e.g. Yes =  1 

 

If your present situation makes it difficult for you to choose between the alternatives, try to 

make a choice between “yes” and “no” anyway, based on which option you believe is the 

more likely to motivate you. 

 

Earning more money 

is more important to me than     Yes = 1 

Being recognised and acknowledged for what I do 

 

Being recognised and acknowledged for what I do 

is more important to me than     Yes = 2 

Having a good relationship with my boss 

 

Having a good relationship with my boss 

is more important to me than     Yes = 3 

Being part of a team that works well together 

 

Being part of a team that works well together 

is more important to me than     Yes = 4 

Getting promoted to a job with more status 

 

Getting promoted to a job with more status 

is more important to me than     Yes = 5 

Feeling good about the work I do and what I achieve 

 

Feeling good about the work I do and what I achieve 

is more important to me than     Yes = 6 

Having a job that I find interesting 
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Having a job that I find interesting 

is more important to me than     Yes = 7 

Being given more responsibility 

 

Being given more responsibility 

is more important to me than     Yes = 8 

Earning more money 

 

Earning more money 

is more important to me than     Yes = 1 

Having a good relationship with my boss 

 

Being recognised and acknowledged for what I do 

is more important to me than     Yes = 2 

Earning more money 

 

Having a good relationship with my boss 

is more important to me than     Yes = 3 

Getting promoted to a job with more status 

 

Being part of a team that works well together 

is more important to me than     Yes = 4 

Feeling good about the work I do and what I achieve 

 

Getting promoted to a job with more status 

is more important to me than     Yes = 5 

Having a job that I find interesting 

 

Feeling good about the work I do and what I achieve 

is more important to me than     Yes = 6 

Being given more responsibility 

 

Having a job that I find interesting 

is more important to me than     Yes = 7 

Earning more money 

 



© Ashridge - not to be reproduced without permission.  August-02 29 

Being given more responsibility 

is more important to me than     Yes = 8 

Being recognised and acknowledged for what I achieve 

 

Earning more money 

is more important to me than     Yes = 1 

Being part of a team that works well together 

 

Being recognised and acknowledged for what I do 

is more important to me than     Yes = 2 

Being part of a team that works well together 

 

Having a good relationship with my boss 

is more important to me than     Yes = 3 

Feeling good about the work I do and what I achieve 

 

Being part of a team that works well together 

is more important to me than     Yes = 4 

Having a job that I find interesting 

 

Getting promoted to a job with more status 

is more important to me than     Yes = 5 

Being given more responsibility 

 

Feeling good about the work I do and what I achieve 

is more important to me than     Yes = 6 

Earning more money 

 

Having a job that I find interesting 

is more important to me than     Yes = 7 

Being recognised and acknowledged for what I do 

 

Being given more responsibility 

is more important to me than     Yes = 6 

Having a job that I find interesting 
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Earning more money 

is more important to me than     Yes = 1 

Getting promoted to a job with more status 

 

Being recognised and acknowledged for what I do 

is more important to me than     Yes = 2 

Getting promoted to a job with more status 

 

Having a good relationship with my boss 

is more important to me than     Yes = 3 

Having a job that I find interesting 

 

Being part of a team that works well together 

is more important to me than     Yes = 4 

Being given more responsibility 

 

Getting promoted to a job with more status 

is more important to me than     Yes = 5 

Being recognised and acknowledged for what I do 

 

Feeling good about the work I do and what I achieve 

is more important to me than     Yes = 6 

Being recognised and acknowledged for what I do 

 

Having a job that I find interesting 

is more important to me than     Yes = 7 

Having a good relationship with my boss 

 

Being given more responsibility 

is more important to me than     Yes = 8 

Being part of a team that works well together 

 

Earning more money 

is more important to me than     Yes = 1 

Feeling good about the work I do and what I achieve 
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Being recognised and acknowledged for what I do 

is more important to me than     Yes = 2 

Feeling good about the work I do and what I achieve 

 

Having a good relationship with my boss 

is more important to me than     Yes = 3 

Being given more responsibility 

 

Being part of a team that works well together 

is more important to me than     Yes = 4 

Earning more money 

 

Getting promoted to a job with more status 

is more important to me than     Yes = 5 

Having a good relationship with my boss 

 

Feeling good about the work I do and what I achieve 

is more important to me than     Yes = 6 

Having a good relationship with my boss 

 

Having a job that I find interesting 

is more important to me than     Yes = 7 

Being part of a team that works well together 

 

Being given more responsibility 

is more important to me than     Yes = 8 

Getting promoted to a job with more status 

 

Earning more money 

is more important to me than     Yes = 1 

Having a job that I find interesting 

 

Being recognised and acknowledged for what I do 

is more important to me than     Yes = 2 

Having a job that I find interesting 
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Having a good relationship with my boss 

is more important to me than     Yes = 3 

Earning more money 

 

Being part of a team that works well together 

is more important to me than     Yes = 4 

Being recognised and acknowledged for what I do 

 

Getting promoted to a job with more status 

is more important to me than     Yes = 5 

Earning more money 

 

Feeling good about the work I do and what I achieve 

is more important to me than     Yes = 6 

Being part of a team that works well together 

 

Having a job that I find interesting 

is more important to me than     Yes = 7 

Getting promoted to a job with more status 

 

Being given more responsibility 

is more important to me than     Yes = 8 

Feeling good about what I do and what I achieve 

 

Earning more money 

is more important to me than     Yes = 1 

Being given more responsibility 

 

Being recognised and acknowledged for what I do 

is more important to me than     Yes = 2 

Being given more responsibility 

 

Having a good relationship with my boss 

is more important to me than     Yes = 3 

Being recognised and acknowledged for what I do 

 



© Ashridge - not to be reproduced without permission.  August-02 33 

Being part of a team that works well together 

is more important to me than     Yes = 4 

Having a good relationship with my boss 

 

Getting promoted to a job with more status 

is more important to me than     Yes = 5 

Being part of a team that works well together 

 

Feeling good about the work I do and what I achieve 

is more important to me than     Yes = 6 

Getting promoted to a job with more status 

 

Having a job that I find interesting 

is more important to me than     Yes = 7 

Feeling good about the work I do and what I achieve 

 

Being given more responsibility 

is more important to me than     Yes = 8 

Having a good relationship with my boss 

 

When you have completed the questionnaire, total the number of times you have circled 

each of the numbers 1 to 8 and insert the score against each of the motivators shown 

below.  For example, if you circled the number 2 three times, insert 3 alongside motivator 

number 2. 

 

1. Money ……. 

2. Recognition and acknowledgement ……. 

3. Relationship with boss ……. 

4. Team-working ……. 

5. Promotion/status ……. 

6. Self-esteem ……. 

7. Interesting work ……. 

8. Responsibility ……. 

 

This will give you an indication of what is more important to you and what is less 

important to you in terms of what currently motivates you. 
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Personal development plan 
 

Guidelines 

 

This comprises of two sections: 1. Plan 2. Progress 

 

1. Plan 

 

1.1. Date 

 

Enter the date when you add a training/development need to the plan 

 

1.2. Training/development need 

 

Start by prioritising those development needs that you hope to meet in the 

coming year.  Your manager, who may have a different perspective on your 

development needs, can help in this exercise.  In any case, you will need to 

have his or her commitment to your plan.  Your personal competence 

profile will also provide you with a useful insight into the areas that need 

addressing. 

 

Identify those development needs where you have the most evidence to 

support your choice.  Either you may have past experiences to relate where 

a higher degree of skill could have achieved a better outcome, or you may 

believe that future work demands will call for a particular skills mix. 

 

1.3 Planned activities 

 

Describe here how you intend to address your development priorities.  

There may be a variety of ways of meeting your development needs, so it is 

advisable to think of as many alternative activities as possible, although 

some will be more appropriate than others.  Put target dates for 

undertaking activities. 

 

1.4 Who can help? 
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Give some thought also to who may be able to help you, especially in your 

own team, because they are already strong in the skills you want to 

develop, or they have had useful experience. 

 

1.5 Evidence of success 

 

You will need to know when your training need has been met.  You should 

identify at the planning stage what evidence you will provide that you have 

been successful.  What will you be doing differently?  How will others be 

able to see the difference in you? 

 

2. Progress 

 

2.1 Comments on progress 

 

Record here your own and your manager’s comments on your progress.  

This can be updated at your regular review meetings.  It could be a note of 

activities that you have completed, or it could describe something you have 

done that shows how you are doing in developing a particular skill. 

 

2.2 Date 

 

Enter a date indicating when the comments were made. 

 

2.3 Need met 

 

In the final column, you and your manager should enter your initials to 

indicate that you agree that a particular training need has been met.  At this 

stage, you may want to review the plan and add another training need. 
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Personal development plan   
 Name: _______________________ 
 

1. Plan 2. Progress 

1.1 1.2 1.3 1.4 1.5 2.1 2.2 2.3 
Date of 

plan 
Training/development 

need 
Planned activities with 

dates 
Who can 

help? 
Evidence of success Comments on 

progress 
Date Need met 

        

 



© Ashridge - not to be reproduced without permission.  May-02 37 

Personal learning log 
 Name: _______________________ 
 
Many of our most important learning experiences happen during the normal course of life.  Use this log to keep a record of events that 
have had a significant impact on your level of knowledge, skills or understanding.  You might include journal articles you have found 
informative, discussions that have been enlightening, presentations you have attended or given, experiences at work or outside that have 
changed your outlook on life.  Update the log with each new learning experience and how it has affected you. 
 
Date Nature of the learning experience (be as specific as possible e.g. 

title of article, topic of discussion) 
What did you learn and how will this affect the way you 
behave? 
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Effective networking 
 

This is an activity that will help you develop your network initially within the 

organisation.  You can then use it to increase the number and quality of your 

contacts outside the business. 

 

The first step is to decide whom you are going to get to know.  There are a 

number of ways of doing this including the following: 

 

n Look at an organisation chart and choose people in areas about which 

you know very little 

n Use an internal telephone directory to the same end 

n Choose people in offices around you 

n Choose people whom you have seen about the place, without knowing 

who they are or what they do 

n Choose people at random – the third person who enters a lift or walks 

into the canteen; stick a pin into the internal telephone book. 

 

Having chosen your first potential contact, get to know him or her.  This will be 

more difficult than it sounds, but less difficult than you imagine.  You can 

explain frankly that you are trying to get to know more people or, if you prefer a 

more furtive approach, just try to engage the chosen person in informal 

conversation. 

 

We suggest that your goal should be to find answers to at least the following 

questions: 

 

n What is the person’s name? 

n What is his or her job title? 

n What does that job involve? 

n How does this person see the main purpose of the job and its 

contribution to the organisation?  Do you agree?  If not, can you explore 

this difference? 

n What are his or her major goals, concerns, issues, problems? 

n In what way can the person be of help to you? 
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n In what way can you be of help to him or her? 

n Are there any ways in which the person’s goals, needs or interests conflict 

with yours?  If so, what can be done to lessen or overcome this conflict? 

 

You will need to use certain skills to get the person talking about these things.  

Some hints are given below. 

 

As time goes on you should, using this approach, gradually build an excellent 

network of contacts throughout the organisation.  This network will enable you 

to keep tuned in to what’s going on.  It will provide you with sources of 

information, help and support when needed.  In turn you will be helping others 

when they need you. 

 

Networking is one of the new arts of managing.  Basically you have to devote 

time to going around and talking to the right people, which has always been the 

case but is now even more vital in the “age of information”.  Sharing know-how 

through organisational and inter-organisational networking breaks down 

communications blocks and builds up flexibility. 

 
Networking - getting what you need from people 
 

1. If you want fairly long descriptive answers, ask open ended questions 

such as: 

 

n “What….?” 

n “How do you…..?” 

n “Could you explain……?” 

n “Can you give me an example of…..?” 

n “How do you feel about…..?” 

n “Why do you……?” 

 

2. Unless you want very specific, precise, short answers, avoid closed 

questions such as: 

 

n “Do you…..?” 

n “How often…..?” 



 

© Ashridge - not to be reproduced without permission.  Nov-04 40 

n “Is it true that…..?” 

n “How many…..?” 
 

3. Notice non-verbal cues, such as tone of voice, changes in posture, facial 

expressions, eye movement, gestures, speech hesitancies. 

 

4. Respond to non-verbal clues by using them to suggest further questions, 

by remarking on them, or by changing the subject, whichever you think 

most appropriate. 

 

5. Check out and clarify what you are hearing; that is, repeat in your own 

words what you think the other person has said, what is meant and how 

he or she feels. 

 

6. If the other person talks mostly about feelings, it might be useful to ask 

about ideas or facts.  On the other hand, if facts are offered at the time, 

then try asking about feelings. 

 

7. From time to time, find out the other person’s feelings about you and the 

process of the discussion. 

 

8. All the time, ask yourself if you are prepared to be as open with the other 

as you are asking him or her to be with you. 
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Change management questionnaire 
 

This questionnaire invites you to assess your ability to manage change across 

four dimensions: 

 

n Coping effectively in an environment of change 

n Supporting others to cope effectively with change 

n Being innovative in creating change 

n Supporting and encouraging others to create change. 

 

The behaviours are ranked in proficiency levels of 1 (base level) to 4 (highly 

effective). 

 

Use the questionnaire to identify your strengths and to identify some behaviours 

you would like to start demonstrating. 
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Managing change and uncertainty - Level 1     

Please read each of the following behaviour descriptions. How often do you see yourself displaying  Very Some Never 
these behaviours?  Please tick under "Very often", "Sometimes" or "Never" as appropriate.   often times  

Is receptive to improvements suggested by others     

Is able to quickly interpret and understand proposed changes in the context of the business     

Quickly understands what he/she has to do differently and how he/she needs to do it     

Is always approachable and makes opportunities for discussing change on a one-to-one basis     

Conducts regular briefing sessions on change issues to ensure that quality information is ahead of the rumour mill     

Delivers clear and consistent messages to ensure common understanding of the issues     

Presents information in structured, rational ways to get acceptance     

Communicates where the area/business is going and why     

Involves others early in the change process to gain commitment to the change     

Demonstrates an open and honest approach in communicating information, fostering trust     

Gains trust by communicating what he/she doesn't know and being open about unresolved issues     

Encourages and enables two-way communication     

Without being prompted, suggests ideas that can improve work operation     

Assesses performance of his/her own work area to identify needs for change to improve performance      

Is always looking for ways to be more productive and/or more cost effective     

Influences and develops ideas to enhance customer and consumer satisfaction     

Always shows an interest in the problems being experienced by him/herself and others     

Effectively influences and negotiates for consideration of own point of view     

Involves others to produce implementation plans that benefit from collective expertise     

Acknowledges others' ideas, explaining why not if not feasible and "rewarding" publicly where feasible     

Always ensures people are given the credit for their ideas     
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Managing change and uncertainty - Level 2     

Please read each of the following behaviour descriptions. How often do you see yourself displaying  Very Some Never 
these behaviours?  Please tick under "Very often", "Sometimes" or "Never" as appropriate.   often times  

Draws comparisons between new and existing situations in order to identify the benefits of the change     

When satisfied, embraces the change fully and gives personal commitment to implementation     

Enthusiastically promotes the benefits of change     

Uses a positive attitude to help others to overcome barriers to change     

Gets people to see the rationale behind change     

Ensures that others understand that they can have an influence on end results     

Helps others to gain ownership and feel in control of the change     

Ensures that people see their opinions and concerns passed up the line     

Continually challenges assumptions and the status quo to enhance competitive advantage     

Identifies areas for improvement through reviewing current trends and data     

Identifies and recognises as workable ideas suggested by others     

Goes in solidly with a point of view and ensures he/she is listened to by the right people     

Moves ideas into specific proposals and presents them as appropriate     

Presents relevant and appropriate facts, figures and data when seeking agreement     

Takes account of views of others; anticipates problems and objections to produce effective implementation plans     

Applies clearly expressed logical arguments when influencing others     

"Walks the job" , listening to ideas and suggestions for innovation and improvement     

Sponsors other people's ideas to promote innovation and provides resources as appropriate     
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Managing change and uncertainty - Level 3     

Please read each of the following behaviour descriptions. How often do you see yourself displaying  Very Some Never 
these behaviours?  Please tick under "Very often", "Sometimes" or "Never" as appropriate.   often times  

Shows commercial awareness by discussing change at all levels in the context of the company "big picture"     

Overcomes objections in others by pointing out the positive outcomes and joint/mutual benefits     

Gives others as much responsibility for implementing the change as possible to achieve ownership     

Supports people to help them come to terms with change that impacts significantly on them     

Encourages others to get actively involved in the change by expressing their views and opinions     

Ensures that communication on change issues is targeted at all people on whom the change impacts     

Finds innovative ways of improving things from the solutions to problems generated within the business     

Believes in what he/she is saying and presents views and arguments with passion and excitement     

Identifies all interested parties across the business and facilitates their involvement     

Gives others time to air objections to ideas/proposals.  Is prepared to take new ideas on board     

Ensures that implementation is supported by appropriate training and communication     

Lobbies opinions and effectively sells ideas to win a case for change     

Encourages and enables others to get involved in creating ideas     

Is visible at all levels within the business and publicly champions initiatives to provide direction for others     

Ensures that appropriate resources are allocated to change projects; establishes and maintains control systems     

Balances crisis management skills with a productive, strategic approach      

Uses varying "Win/Win" influencing and negotiating styles to gain agreement at all levels     
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Managing change and uncertainty - Level 4     

Please read each of the following behaviour descriptions. How often do you see yourself displaying  Very Some Never 
these behaviours?  Please tick under "Very often", "Sometimes" or "Never" as appropriate.   often times  

Makes a valid personal judgement about where he/she fits in and what contribution he/she can make     

Positively accepts challenges to own ideas for change and listens to the views of others     

Sticks firmly to his/her vision for change in the face of opposition     

Uses highly developed influencing skills to get change proposals signed off for implementation     

Creates a culture within which people see it as part of their role to come up with ideas for improvement     

Is regarded by others as extremely positive in championing change     

Demonstrates courage to see through what he/she believes in     

Gathers the right people around him/her to champion the change in different areas     

Analyses situations where influence is required to identify the stakeholders who need to be influenced     

Reaches agreement on an appropriate compromise when there are areas of disagreement     

Is prepared to compromise and gracefully accepts final decision, even if it contradicts own view     

Makes clear proposals with logical supporting reasons in a succinct way     

Helps others to weigh up issues and balance costs against benefits     

Displays empathy and understanding with emotional issues; turns discussion into positive outcomes     

Consistently demonstrates ability to influence effectively at  the highest levels within and outside the business     

Shows a degree of political awareness that avoids treading on toes and gets stakeholder buy-in     

Sticks to the main task, keeps others on track and is highly effective in crisis     

Analyses problems and opportunities occurring across the company  and takes action to initiate change     

     
 

This learning guide was written by Bob Jack, an associate of Ashridge. 
 


