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Praise for Robin Ryan and What to Do with the Rest of Your Life


“Robin Ryan is the hottest career expert in America today. If you are looking to find a great paying job, she’ll show you how.” 

—Susan Cowden, TV anchor, Northwest Cable News 

“Hey, it’s tough out there! So what a perfect time for a book that will help you land the job you want. Read this book, do what it recommends and you will not only survive, you will prosper.” 

—Vince Lombardi, author of Coaching for Teamwork 
   

“I knew I needed to make a change. By following the techniques outlined in Robin Ryan’s book I was able to see the opportunities and found the position that focused on what I truly love to do while providing a higher salary and a better life balance. Do you want to do what you truly love? Do you want to make more money? Do you want more time for family and friends? Well, I sure did and Robin Ryan showed me how, and that is why I think this is a must-read book!” 

—Tracy White, director of human resources, Clark Nuber 

“There’s a reason why Robin Ryan is America’s #1 career coach. She knows exactly what it takes to get hired.” 

—Mark Tranter, founder, America4Hire 

“There’s no greater challenge than finding a job you can really love. By following Robin Ryan’s thorough, thoughtful advice, you’ll greatly increase the odds of succeeding in your quest.” 

—Tony Lee, editor in chief, CareerJournal.com 

“In my opinion, Robin Ryan has done a superb job in assisting others in their search for employment.” 

—Jay Brubaker, corporate recruiter 

“I’ve worked with two big national outplacement firms, and we recommend Robin Ryan’s proven strategies because they are the most successful.” 

—Suzanne Noonan, corporate outplacement counselor 

“Robin Ryan knows exactly how to motivate you to create a better life with more money, success, and meaning. I enthusiastically recommend this book!” 

—Cynthia Kersey, author of Unstoppable 
   

“You’ll find it’s easy to be happier and more successful living a life of passion and extraordinary meaning once you’ve read this book.”

—Victor Boschini, president, Illinois State University




[image: logo]



Robin Ryan

A FIRESIDE BOOK Published by Simon & Schuster 

New York London Toronto Sydney Singapore 





[image: logo]

FIRESIDE

Rockefeller Center

1230 Avenue of the Americas

New York, NY 10020

Copyright © 2002 by Robin Ryan

All rights reserved,

including the right of reproduction

in whole or in part in any form.

FIRESIDE and colophon are registered trademarks of Simon & Schuster, Inc.

Designed by Bonni Leon-Berman

Library of Congress Cataloging-in-Publication Data Ryan, Robin.

What to do with the rest of your life : America’s top career coach shows you how to find or create the job you’ll love / Robin Ryan.

p.   cm.

Includes bibliographical references.

1. Vocational guidance. 2. Career development. 3. Career changes.

4. Job hunting. I. Title.

HF5381 .R7997   2002

650.14—dc21     2002066883

ISBN 978-0-74323-410-8
ISBN 0-7432-3410-3

This publication contains the opinions and ideas of its author. It is intended to provide helpful and informative material on the subjects addressed in the publication. It is sold with the understanding that the author and publisher are not engaged in rendering medical, health, or any other kind of personal professional services in the book. The reader should consult his or her medical, health, or other competent professional before adopting any of the suggestions in this book or drawing inferences from it.

The author and publisher specifically disclaim all responsibility for any liability, loss or risk, personal or otherwise, which is incurred as a consequence, directly or indirectly, of the use and application of any of the contents of this book.

Visit us on the World Wide Web:


    http://www.SimonSays.com





To my husband, Steven, whose partnership enriches my life, and to my four-year-old son, Jack, who delights me daily and is the best blessing God ever gave me. 

To my clients—nothing has been more rewarding than helping you find better jobs. May your lives prosper and your success continue to grow.





Acknowledgments 

My mission has always been to help others find meaningful work, and many people have helped me in my pursuit of that goal. I owe a big thank-you to all the top executives who took time from their hectic schedules to complete my survey for this book. I’m particularly appreciative of the efforts made by CEO Debbie Coleman, who generously offered terrific insights into how top managers think and build multimillion-dollar businesses and brought me into her world to meet other women CEOs. I also thank Rochester Institute of Technology president Al Simone, who provided key assistance in recruiting other executives to participate in the top executive survey. Jim Medzegian’s help was incredibly valuable—first in creating the survey, then in securing other executives to complete it.

Additionally, I am thankful to all of my clients who shared their stories so you could learn from their experiences. They are and always will be my reason for working.

Many experts made time for me and provided resources and referrals. I thank them all, but I must send a special word of gratitude to Azriela Jaffe, Joan Stewart, Diana Mandell, Paulette Ensign, and Sandy Dehan.

Sarah Lopez Williams has always been an insightful supporter of my career and proved to be a great friend and resource when she connected me with Paysha Stockton. Paysha was a godsend in helping me to better organize this book and improve it while typing it, too. Paysha, this book will help more people because of all your efforts. Thank you.

Janet Nelson skillfully translated many of my written pages into typed words, and I value her contributions.

Patty Lowe is by far the best nanny on the planet. For all of her love and the attentive care she gives to my son and our whole family—I offer a thank-you from the bottom of my heart. This book could never have been written without you and all you do for us, Patty.

Caroline Sutton encouraged me and gave me creative freedom to develop this book my way. She offered valuable insight that shaped the end result in the most positive of ways. She’s been a terrific editor to work with, and I appreciate her efforts and support.

My mother, Jo Christiano, is and always has been a very devoted and loving mom and a key supporter who keeps me going in good times and in bad.

My work was most dramatically influenced four years ago when my son, Jack Michael Ryan, was born. He and my husband, Steven, taught me the true meaning and value of having and being a family. It is through loving them and being loved by them that I am a better person, mother, and career counselor.






Preface

Getting the Most from This Book


You have to expect things of yourself before you can do them. 

—MICHAEL JORDAN, BASKETBALL SUPERSTAR






You are probably wondering if this book can help you. The answer is, absolutely. If you are contemplating a change, I’ve provided this guide to make it much easier for you. I’ve worked with thousands of clients during my years as a career coach and have seen them experience so many circumstances or reasons for wanting something better. They, and even I, have been in the boat you’re in, but with one obvious difference—the results. My clients ended up with careers they loved and were well paid to perform.

I wrote this book to team up with you as your career coach, to help guide you to the same positive, successful results. I’ve divided this book into three parts. Part 1 “Figuring It Out,” is designed to help you evaluate your career choices and options and the quality-of-life issues we all face. You define your skills and ideal job. It will aid you in determining if you should stay, move on, press for a promotion, open a business, close your business and become an employee again, relocate, and how to better blend your career and family life. It includes strategies and help in prioritizing that will assist you in your decision-making process.

Part 2, “Moving On,” covers the steps you’ll need to take to land a new job or begin a new business. Emphasis is placed on achieving your salary goals as well as on finding a position that allows you (and your family) to have a life. It also outlines the practical steps and sacrifices needed to open and run a business, with special advice and insights from successful business owners and CEOs to guide your success.

Part 3, “Staying Put,” is designed to help those who want to get promoted or land a raise within their current company. This section also covers proven strategies and marketing techniques for those who already own a business but want to reignite their passion and take their business to higher and more profitable levels. Again, top executives and successful CEOs and business owners surveyed for this book provide insight and guidance for reaching and even exceeding your goals.

You’ll learn from inspiring client stories and noted experts, plus gain valuable insight from the CEO/top executive survey conducted specifically for this book. Proven strategies and techniques are clearly outlined and easy to follow and apply. I’ve included career trends that are reshaping the workplace and the strategies you’ll need to effectively market yourself today, tomorrow, and in the years to come.

Let’s get started. All the motivation and tools you need are in these pages. Together, we can and will positively change your life.

Remember, the very best way to predict your future is to create it!

—ROBIN RYAN








Part 1

Figuring It Out


When I was a child, my mother said to me,

“If you become a soldier, you’ll be a general.

If you become a monk, you’ll end up as the

Pope.” Instead, I became a painter, and

wound up as Picasso.

—PABLO PICASSO













Chapter 1

Define Your Passion


I’ve always believed that any person with a little ability, a little guts, some persistence, and some determination could achieve whatever he or she could dream.

—RR 
       






Are you ready to move on? Make a change?

You’ll spend about eleven thousand days working over your lifetime, and I believe they should be rewarding and happy ones. This book’s goal is to help you decide how you’re going to spend your days—at what job, at what level, where you do it, and how it will affect your life and your family for all the weeks to come. It’s not just a career book, though, because—contrary to public opinion—you cannot compartmentalize your life. You have only one life. Your career, your family, your hobbies, and your socializing are all parts of your life—the only life you have to live. So, as we work together, I’ll refer to your life and how you’ll blend your career goals with both your family and your financial needs.

The first thing to determine is exactly what you want. I’ve worked with many clients who have faced the decisions you face now and moved on to a better and more fulfilling situation.

Successful people love their work, excel at it, and find meaning and happiness performing it. You are about to investigate many potential options: something new, bigger, better, different, or part-time, or even something you create and own. You can ponder and explore a new field or industry, land a promotion, and perhaps even consider a new location. You might be burnt out or simply want a position that allows more flexibility and time to be with your children. Starting completely over at the bottom in a new career just isn’t financially feasible for a lot of people whose lifestyle includes a house, two cars, kids, and so forth. But changing careers doesn’t have to mean a big drop in pay, as you’ll see in later chapters. We’ll look at your income objectives and make that a part of your career goals. Maybe all you need to do is clearly sell the skills and talents you already possess. You may need training or more specialty courses or even a degree to make your move. We’ll investigate it all and set a plan of action in motion. If a move up is in your future, then hold tight, for included in this book is a new CEO/top executive survey on exactly how to get promoted and even reach the top if that’s your goal.

Why Change?

For some people, that question has a simple answer—they just want to. It’s a quality-of-life issue. They might be bored and want to tackle a new challenge. For others, the process is more agonizing. It seems job-hopping is really easy only for a relative few! Most people are willing to tolerate impossible situations and schedules, bosses who are demanding to the point of being ridiculous, and the feeling that the company owns them. Financially they feel they have no choice but to stay in their present job and at their present salary level, even if they dream every day of doing something else. Sometimes it’s a sinking feeling of anxiety deep in your gut that tells you something is wrong. No matter how much wishing, hoping, or denial you engage in—you just know your job doesn’t work anymore. Sooner or later, most of us face a moment of truth in our careers. Yet from these despairing times often come terrific new roads to follow.

Sometimes change is forced on you. Losing your job is one of the most stressful things you’ll ever live through, and it can be quite painful, too. No matter how many people have survived it and prospered, being fired is still an awful experience. Companies can call it something else—a layoff or downsizing, for instance—but the bottom line is that you don’t have a job anymore. How you interpret this job loss—whether you think, “My world is ending,” or, “Let’s get something better”—can make all the difference in the world. I’ve seen many clients use layoffs and terminations as springboards into careers that are more rewarding, more satisfying, and more lucrative. In fact, 77% of all laid-off workers found new positions earning 15% more than they did in their previous jobs, according to the California Department of Labor.

Your reason for contemplating a change may be simply that there’s no challenge left in your job and you’re bored. More than likely, you are living as if you could separate your work from your life. What a ridiculous myth that is. Your career is a part of your life, your identity, a part of who you are and how you feel. For example, if you woke up tomorrow and your boss said, “You’re fired,” that would definitely upset your whole life. The fact that your career and your life are intertwined is one thing we must acknowledge when we face life’s great challenges, such as divorce, the death of a family member, a personal illness or sick relative, even a pregnancy. These situations can become long, emotional, and sometimes physically debilitating and so require perseverance—plus added coping mechanisms to manage your career.

Maybe you are a victim of job burnout. This condition of extreme job dissatisfaction is often the reason many teachers, lawyers, nurses, therapists, and others change careers. Any job can result in burnout if an employer demands superhuman effort to get the work done. Ask yourself these questions: Do I feel overextended, tired, used up, unable to recover? Am I doing just the bare minimum at my job? Am I sacrificing my home life for my job? Am I stuck in a dead-end job? Is my work meaningless and of little consequence? Do I feel isolated at work?

Berkeley professor Christina Maslasch, a pioneer researcher and author of The Truth About Burnout, said that no amount of self-improvement can fix job burnout since its source is indeed where you work. She concluded that only by changing your workplace can you save yourself. Dysfunctional workplaces come in all shapes and sizes—nonprofits, companies, schools, colleges, firms, practices—but remember, not every workplace is dysfunctional. When our situations get dismal, we tend to write off the entire work world. But the grass can and will be greener elsewhere. Maslasch’s studies state that there are six key areas for a worker’s happiness: a manageable workload, a sense of control, the opportunity for rewards, a feeling of community, faith in the fairness of the workplace, and shared values. Let these keys guide you as you assess your situation and make your career decisions.

Life circumstances could be forcing you to change. Divorce is a major reason both men and women change or start new careers. Illness, your own or that of a spouse or child, may force you out of a job to pursue something new. Having to care for a sick parent (twenty-two million working people do) may drive your need to relocate and find a better, easier, more flexible job.

There could be another reason you’re reading this book. You may be a business owner who is realizing it’s time to close your business. Situations change. So do businesses. Losing big clients, industry changes, major setbacks, getting a divorce, remarrying, or having a baby can all make you want to reevaluate whether you want to keep your business doors open. Advertising genius Bob Serantino, a recent client who had this experience, said: “My own business was flying, but my divorce and custody battle was eighteen months of sheer hell. It pretty much consumed me, and I ignored the business, just doing the work that came to me. My zest to prospect for new business was gone. I guess I was too depressed after the divorce war to rebuild. I knew the enormous effort required to build it back up, and closing shop and going to work for someone else seemed a brighter and easier alternative.” It was. He remarried, became the marketing director of a major pharmaceutical company, maintained some flexibility, and made more money than he had earned on his own in the last two years. He was also able to cut about twenty hours off his work week, which was a significant reason to make the change in the first place.

One of my clients, Sandy, found after several years that she loved training but disliked the hard work of marketing and selling her services as a business owner. So she came to see me about closing her training business. We decided that a corporate job with paid benefits would be her best option—and it didn’t take long for her to find one. She heard of a great position with a Fortune 500 company. We wrote her resumé and a persuasive cover letter and polished up her interview skills. A few weeks later, her training company ceased to exist—she’s still a trainer for that big company today.

Your situation might be similar or different. If you feel depressed, as though you are in a sinking ship or floating in a life raft, becoming an employee again might be the right answer.

And, of course, there all those retirees who have created a whole new trend of people seeking a career change. “Retirement’s not all it’s cracked up to be,” said former school secretary Jo Madison. “You get bored and need something to look forward to. The fun-in-the-sun plan of going south for the winter gets, well, dull. Playing shuffleboard and going to bingo isn’t my idea of living at fifty-five. I want to do things that matter.”

“Golf was all I ever dreamed about,” said forty-eight-year-old Mike. “I knew all I’d do was golf once I quit the rat race. So when the pressure cooker got so overwhelming at my store manager job, I took the early retirement severance package. And I golfed and golfed, but found that I eventually needed more. I started a whole new career in a completely different field, minus the stress I used to face daily, and I just love every second of it.”

People Need a Sense of Purpose to Have Meaning in Their Lives

Diane MacDonald, a business lawyer, financial planner, college professor, and author of Personal Finance: Tools for Decision Making (1999, Southwestern Publishing), enlightens us as to another reason retirees are headed back to work. “Mandatory retirement is quickly becoming an archaic dinosaur. With many people now retiring at fifty-five or sixty, they can have twenty to thirty years of life left. Working will be a necessity. Social Security income might not be enough, even with retirement savings, to get by for the long life span people are living,” she noted. “A big mistake many make in their financial planning is thinking their cost of living will decrease dramatically. Retirement is never as cheap as people expected. The reality is that most people need to make 80% of their working salary to afford their retired lifestyle.” 

You may not be a retiree—perhaps you’re returning to work after you’ve been home raising kids. This is a big decision. You must work through the hard stuff, like thinking about shift times and child care arrangements, while silencing the thoughts that question, “Will anyone even hire me?” If you’ve been out of the workforce for an extended period of time, you wonder if the skills you possess are marketable today—perhaps your old position was too far in the past to be of value. Have you been out of the workforce too long? Do you need classes or training to allow you to return to a higher-level and better-paying job? What volunteer work have you done? Do you want part-time or full-time work? Should you go to a temporary agency? These questions and many other doubts may be going through your mind.

There is also another significant factor that motivates a great number of people to change careers. They desire a position in which they are better able to blend work and family. I know this was true for me after my son was born. I had to learn new ways to blend this new career—motherhood—with the career consulting I loved to do. Nothing changes your life like having children, and this is true for men and women.

Many people have jobs for which they have sacrificed or obtained a great deal of education and training. They’ve given up a lot to get to the top. They also face a reevaluation of goals once their children are born, and as they raise them the issue continues to pop up.

If you are a working parent, this book will offer you new ideas and real strategies for creating a better life with more time for yourself and your family. It will also cover strategic advice on how to get a raise or negotiate salary to be paid the most possible for the work you perform.

No matter what your circumstances, moving on and creating a good plan on what to do with the rest of your life is key. Alexandra Stoddard, author of The Art of the Possible, summed it up very well: “Work holds a powerful place in our lives. When we’re good at what we do, we feel tremendous satisfaction and pleasure. It is in the process of doing the act of work itself that we feel most alive and vital.”

The Hottest, Fastest-Growing Career Fields

I’m often asked about the best, newest, or hottest fields. People are shocked when I reply, “Who cares?” People expect that a national career expert should be able to recite this stuff off the top of her head. But the latest fad or hot job doesn’t matter if it’s not in a field of interest to you or doesn’t involve doing something you like. “C++ programmer” might be the hottest job going—are you willing to go back and learn C++ programming so you can do math all day? 

Trends are important when they affect the field you want to enter. Many people recognize that certain jobs are going away and thus look into what is developing. But don’t put the cart before the horse. Determine your true passion, and then together we’ll uncover the ideal job and determine your target position. From there, we’ll go out and get it.

Our Identities and Our Careers

Some people are their job. Many of us get a sense of worth, recognition, respect, and power from our work and the positions we hold. This has been true for men for many years—their entire identities can be based in their job titles and the positions they hold. This fact became profoundly apparent after corporate America downsized former VPs, CFOs, managers, executives, and CEOs. These people suddenly found themselves heads of nothing. They lost their identities, and some lost themselves. Some restored their own sense of self-worth or value with new employment. Some improved their careers, but others never regained their former prestige. Many women have also experienced this, especially as they have risen to positions of control and power. Passion and identity are closely linked. 

In the survey conducted for this book, our top executives shared freely about exactly what drives them. The most common theme that emerged was that they loved their work and all took great pride in what they do.

As you begin to explore your future, you must think through your own motivations. Success is knowing what matters to you uniquely and personally, then applying perseverance to grow and make good choices. Ask yourself what is necessary for you to feel worthwhile, fulfilled, and happy.

Lou Holtz, Notre Dame’s legendary football coach, offered some insight: “There can’t be anybody who is less talented than I am as an individual, but I have a philosophy for success. I think attitude is the most important thing in this world. Attitude is something you control. You were given a lot of wonderful powers. You have the power to think, to love, to create, to imagine, to plan. The greatest power you have is the power to choose. We have to remember that we are in charge of our own lives by the choices we make.”

Think about and answer these questions: How do I define my professional identity? How do I feel about myself and my job, and how do I want others to see me? What’s my attitude and commitment toward success? What feelings must I get from my job to make it feel worth doing? What motivates or drives me? Most important of all, what do I really want out of my life?








Chapter 2

Identify Your Best Skills, Values, and Interests


The hardest step to take is the first one. Once you’ve taken it, the rest get easier.

—RR 
       






A recent USA Today survey, conducted by the Gallup Organization, posed this question to adults: “Which would help you be more successful in life: knowing what your weaknesses are and attempting to improve them or knowing what your strengths are and attempting to build on them?” Of those who responded, 52% said knowing and improving weaknesses and 45% said knowing and building on strengths. What do you think? The best way to build a career, according to recent research, is to enhance your strengths. “Strengths” can be defined as those talents and skills you do well and that seem easy for you. Many topexecutives in our survey pointed out that not enough people play up and/or enhance their strengths. These are your natural talents, your innate aptitudes. For example, some people have a natural flair for color and decorating, others are great at organizing, some are good at designing or building, while others find writing easy. Your strengths make you unique. New workplace studies show that focusing on your weaknesses can often be a waste of energy. You’re better off finding a job that uses your strengths and doesn’t require you to invest enormous amountsof time and energy in areas you can delegate or that aren’t es-sential to performing your job. One client I had, a manager, had weak budgeting skills. Try as she might, she just couldn’t master the financial knowledge required to do her current job. She was eventually fired, which devastated her. After examining both her strengths and her weaknesses, she landed a new management position where she was only peripherally involved in the finances. There, she was able to advance and use her leadership skills in an executive director role that drew on her strengths—developing her organization, handling relations with city and state governmental agencies, and working with the media. Playing off her strengths, she’s been enormously successful and has bounced back from being fired. She learned whatshe does best and what she’s better off having someone else take care of.

This does not mean you should ignore everything you don’t do well. You can and will benefit from learning new skills and enhancing weaker ones. For now, trust yourself and think about your innate, God-given talents—ones that are unique to you. Your skills are many, as you’ll see when we begin the process of identifying and defining your passion. Whatever you do, do it to the best of your ability. Your future comes from focusing on your talents.

Finding your true passion starts with skills identification and noting your strengths. In my work with thousands of career counseling clients, I’ve discovered a simplified approach to uncovering passions and ideal jobs. My process consists of the several priority lists and assessments you are about to complete. In my experience, career satisfaction comes from incorporating three areas—your top skills, interests, and values—into your job, so let’s evaluate yours.

Skills Identification

In their hiring practices, employers today are expanding from the old method of “find someone who fills the job description” to a broader concept. Large and small companies are seeking a skill set that includes the necessary technical expertise plus the ability to perform at a higher level of productivity and interact in a positive manner to get the work done. To provide keen insight into many aspects of career management, I enlisted the cooperation of seventy-eight top executives from various industries across the country to participate in a comprehensive survey. These CEOs, presidents, organizational directors, and administrators offered valuable advice that will be quoted throughout this book.

Our survey respondents were crystal clear about what matters most to them as a boss—“results.” You must be highly productive and good at your job, no matter what position you hold. That’s an easier goal, the top executives said, if you enjoy your work. Top executives seek workers who possess personal traits such as flexibility and the ability to adapt to change. They also evaluate the standards of quality and excellence reflected in your past work. Personal productivity is a new measuring stick to evaluate potential employees and their attitudes toward success.

One CEO said, “If you can’t do your best, then why show up? You’ll never succeed at something you don’t like. The drive, extra sweat, and effort come from pursuing something you were meant to do—drawing on your natural abilities and putting your whole heart and soul into it. When you do that, your success is guaranteed.”

We’ll begin with the skills identification, which will help you assess the multiple talents you possess. Use these as a starting point and then create a complete and thorough list of all your skills and strengths. When finished, you’ll be amazed by the number of skills you possess and can sell to an employer. To get you started, I’ve listed a few common job-related skills. This is a brief list—not comprehensive at all, as there are hundreds of skills workers can possess. So add your own to the list you’ll now create.

 


	SKILLS ASSESSMENT CHART

	Adapt tools, machinery, and equipment 

	Advise others

	Analyze data

	Audit or balance financial information 

	Budget time, resources, or materials 

	Budget management 

	Calculate numerical data 

	Compile research data 

	Complete projects or tasks on schedule 

	COMPUTER SKILLS: Note all 

	Conceptualize ideas 

	Conduct statistical analysis 

	Conduct market research 

	Control costs 

	Construct or assemble things 

	Coordinate services 

	Create displays 

	Create advertising/marketing materials 

	Create graphs/charts 

	Critique or review others’ work 

	Curriculum development 

	Demonstrate how to do things

	Demonstrate strong interpersonal skills 

	Design buildings 

	Design flyers, brochures, booklets, etc. 

	Detail-oriented person 

	Detect Problems or errors 

	Diagnose technical problems 

	Dispense medicines 

	Document records 

	Edit written material 

	Effective listening skills 

	Encourage productivity in others 

	Establish policy and/or procedures 

	Estimate space or cost requirements 

	Examine products or processes 

	Financial analysis 

	Financial planning 

	Follow-through on tasks 

	Fund-raising 

	Give presentations 

	Handle complaints 

	Hire people 

	Influence others 

	Install equipment 

	Interior design 

	Interview people 

	Instruct others 

	Interpret or translate a different language 

	Invent new products 

	Justify decisions 

	Lead a department 

	Lead an organization 

	Legal expertise 

	Make business deals 

	Manage people 

	Mentor others 

	Merchandising of product(s) 

	Multitask 

	Negotiate contracts 

	Operate equipment or machinery 

	Originate new ideas or procedures 

	Organize data or information 

	Organize people 

	Organize processes or systems 

	Organize programs 

	Perform labwork 

	Persuade others 

	Plan agendas 

	Plan events 

	Possess manual dexterity, eye-hand coordination 

	Problem solving 

	Productive—able to get things done 

	Produce films or videos 

	Program administration 

	Project management 

	Public speaking 

	Purchase products or services 

	Process improvement through more efficient or effective ways of performing a task or function 

	Promote products, services, or events 

	Quality assurance 

	Quality improvement 

	Rehabilitate others 

	Schedule others 

	Sell products or services 

	Set realistic objectives for self and others 

	Set up systems, services, or programs 

	Solve technical problems 

	Supervise construction projects 

	Supervise installations 

	Supervise staff 

	Team builder 

	Test others or objects 

	Treat ill people 

	Use multimedia equipment 

	Use sophisticated equipment, instruments 

	Use scientific/medical instruments 

	Verbal communications skills 

	Visionary 

	Write technical materials 

	Written communication skills 



 

Note any additional specialty skills or industry knowledge you possess that may be marketable to employers or that you plan to acquire. Most of us will be lifelong learners, a key strategy to insuring job security. By continually learning new skills and improving your performance on the job, you can become and remain an invaluable member of the team. 

Don’t underestimate the importance of volunteer skills. Volunteers often disregard the value of their experiences. When I met Kristen, a mother of three kids, her first question was, “Do you think anyone would hire me? I’ve never worked a day in my life.” One look at the resumé we created for her shows you how she spent her time—volunteering. She had achieved a lot, executing major fundraisers and large three-day conferences. Kristen acquired many valuable skills through her community activities, but until our career counseling session she didn’t feel that her skills would have value to a potential employer because she hadn’t been paid for her work. But that was far from the truth. Once we created her resumé, outlining all the event planning she had done, employers started to call. Kristen got several interviews and within a few weeks began a new job at a starting salary of just over $32,000.

Promotions often come about because you volunteered to learn something new. You may have acquired the opportunity at your job or from an outside organization. Many people get management experience from volunteering, then couple that experience with their current on-the-job skills to move on and up. I’ve asked many human resources managers about this. Maria, HR director for a large company, summed it up by saying, “We value many kinds of experience, and appreciate a person who has shown initiative through volunteer activities to obtain it. Women tend to disregard life skills—scheduling, budgeting, organizing events, and charity work. Planning a fundraiser and having two hundred people turn out is significant. It demonstrates organization and management leadership that’s definitely needed in today’s workplace.”

In addition to making note of your community activities and volunteer work, plus skills you’ve acquired at them, also record all honors, awards, and positions of leadership (both volunteer and employer related) after your list of skills. Once you’ve completed all this, really look over your lists. Note your strengths and what you like to do most.

To help you make career decisions, we need to consolidate your skills and strengths. After you’ve created your master list, which should note dozens of skills, select your top ten skills and strengths. Choose those you are proficient at and also enjoy using! You may be great at something, but if you don’t enjoy it then just eliminate it from your list.

Many times you can’t achieve your goal without more training or education. This may mean some big sacrifices—working days and going to class at night or going to school full-time and living off loans or savings. People in their thirties and forties are returning to college in droves to get degrees and certifications and to learn new and different skills. Online educational op-portunities allow more people flexibility. Dr. Michael Talbott, associate dean of telecommunications at Bellevue Community College, said, “The working world’s need for lifelong learning is forcing people to continue their education, update skills, or learn entirely new ones. Technology has provided a very convenient way, using the Internet and computer to achieve this goal. Students use specialized software, email, chat, conduct discussion groups, and test—all online.”

The key is to determine what skills and degrees employers say are needed to perform the job. The wonders of modern technology make updating skills a whole lot easier and more practical for the working person. If you elect to take online courses, be sure to stick with well-known, accredited universities. To learn about programs, contact your state universities and ask for “distance learning programs” for specific details on what’s available. You can also look online—go to a search engine and type in “distance learning.” Associations and business groups often offer some key training programs where one or two days can result in learning or improving upon a skill essential to moving on. Note any skills you want to work on or any training you plan to obtain to reach your goal.

Values Assessment

Values influence and shape your career decisions and are an important motivator in your career planning and job selection. Your priorities will change during your lifetime. What’s important at age twenty-five—an impressive title and progressive company—might be replaced at age forty by a strong desire to spend more time with your family or to make more money. Let’s determine exactly what matters most to you now. Review the following values and identify those most important to you. Feel free to add anything not covered in this list if it’s a key factor for you. 

 


	  VALUES ASSESSMENT

	Acquiring new knowledge 

	Autonomy in job 

	Beautiful work surroundings 

	Being around interesting people 

	Benefits 

	Blending of family and career 

	Challenging work 

	Clear rules and expectations 

	Competition 

	Creativity 

	Flexible work schedule 

	Freedom from pressure and stress 

	Friendships at work 

	Helping others 

	Independence 

	Involvement in decision making 

	Leisure time 

	Opportunity for advancement 

	Power and influence 

	Public contact 

	Quality of product 

	Recognition 

	Regular 40-hour work week 

	Salary 

	Security 

	Status and prestige 

	Supervising others 

	Taking risks 

	Travel opportunities 

	Variety and change in work 

	Working alone 

	Working from home 

	Working with a team 

	Working with details 



 

Values are our motivators. As you proceed to make career decisions, seek options that match your top values. 

Blending Your Career with a Family

Your work life and family life are intertwined, each impacting the other. This is often a key motivation for change. Many desire something that will better allow them to find more time for their family. Others have demanding careers that require reviewing their priorities, looking at several options to improve on the job and be able to reduce some work hours. Then, of course, there are promotions—the bigger title and bigger job usually require more work hours. Consider how this will affect your family. Some promotions involve relocation. Ask yourself and your family: Do we all benefit, and is it worth it? 

This blending of work and family must be decided based on your priorities and values. In a recent employment survey, 25% of all employee respondents replied that their top career issue was not salary or job security—no, balancing work and family was their top concern. The goal of this section is to help you, as a working parent, consider your values, options, and explore new ideas and strategies to make better overall decisions about combining these two parts of your life.

Many top executives in our survey warned us, saying, “Don’t let your career ruin a great family life!” They were quite emphatic about that message. Yet so many working parents feel overwhelmed these days. A common theme I hear from my clients is that balancing work and family just keeps getting harder. People complain that there is never enough time, believing that balance is some mystical formula they just haven’t gotten right.

The first and most important concept to acknowledge is that there is no formula for balancing work and family. There is no “balance,” because “balance,” defined by Webster’s dictionary, means “state of equilibrium as to weight and amount,” imply-ing that there’s a utopian midpoint you must seek out and achieve. This is a fallacy that most working parents grapple with. There is no balance of work and family—there is only a blending of priorities—your priorities! Only you can determine what’s most important to you and then set your work and life priorities accordingly.

Careers give both men and women their identities, income, and sense of worth and power. Big careers take time—a great deal of time. Families also require time. You set the priorities, and you can adjust and change them as needed. So now let’s identify your priorities, desires, and financial needs.

First determine your priorities. Write out, in black and white, what matters most. Everything comes with sacrifices. Terrific jobs, starting a company, relocating, promotions, going part-time, staying put in an unhappy work situation—all have a price tag. You may choose to decline some upward moves, electing to wait until the kids are older. If you do make the move, you need to determine how this will affect your kids and your spouse. You must also weigh your financial needs—the higher you go, the better the perks and pay. Some families want to have a parent at home, requiring the working parent to earn all the family income. The money has to come from somewhere—or, more exact, from someone who earns it. Be very honest with yourself as you review these questions. There are no “right” answers, no “wrong” answers, only what is true for you.

Take a moment to evaluate your financial picture. Note the dollars coming in and those going out, and prioritize how those dollars are best spent. Most people fail to take a clear look at their expenses. Examine fixed costs such as car and rent or mortgage payments over adjustable ones such as gifts, clothes, private schools, kids’ activities, meals out, entertainment, and so on. Getting a true handle on your financial needs allows you to set goals and make better career and life choices.

Acknowledge one fact: You can’t have it all. Each person has only twenty-four hours in any one day. You must set limits. The reality is that, over the last twenty years, both men and women have increased the number of hours they work at their full-time jobs. Women average forty-three hours of work per week, while men average fifty, and when you add on commute time it is clear that our work weeks are long. Sixty percent of all employees would like to work less, according to the Work and Family Institute.

The more successful you are, the harder it is to set limits. But you will burn out if you don’t, and possibly risk losing your family. Consider both employers’ demands (noting essential and excessive ones) and family obligations. You can’t be all things to all people, so make choices and live by them.

Where you work makes a difference, so select supportive organizations to work for. You’ll likely be more successful performing a job you enjoy at a flexible, family-friendly company. Flexibility is the key factor that allows most working parents to be productive and attentive at work. These flexible employers seem harder to find, but they are out there. You can find them and get hired by them, too.

None of us can be a superman or superwoman, and you’ll save yourself a lot of grief by not trying to be. Not only must you set limits on the job, you’ll need to do the same at home. Review all the household chores. Divide them into “must do,” “could slack off on,” and “don’t need to do” categories. Try asking your spouse to pick up some of the load or, if you can afford it, hire someone to clean the house, mow the lawn, drive the kids to sports practice. Meeting other parents at your kids’ school will allow you to join car pools, freeing up valuable time.

One other factor to review that contributes to hours spent away from the family is travel time. For those in a large city, reducing commute time is a big issue. One creative parent had the caregiver bring her daughter to her job—she then got to drive home in the car-pool lane with her little girl, cutting sixty minutes off her drive time. Another client, Ken, lived in a large city and averaged two hours a day commuting. He approached his boss about telecommuting and negotiated a schedule where he worked from home three days a week, reducing his commuting hours significantly.

Overnight business trips that take you away from home can be the hardest to cope with. Some working parents are honest with themselves about traveling and confess, “I need the excitement, the stimulation,” or, “Frankly, I need the break.” Others acquiesce and say, “That’s the job,” shrugging their shoulders as they leave the family behind. You must honestly assess your schedule and decide what’s going to be best for you and those you love but leave behind. This is something you control—be realistic about how long you want to be away and the consequences of that decision. “Excessive travel” is often a key reason working parents change jobs.

Last, securing quality child care is a huge obstacle for work-ing parents. Your work time is limited by day care or nanny hours or by your spouse’s work schedule if you split shifts. Find reliable situations, set realistic goals and obligations, and have good backup plans for when you must work overtime, your child is sick, or your nanny quits. Once you’ve made some decisions on your family and work demands, you’re ready to move on to make other career decisions you can more happily live with.

Perhaps you’ve wondered, “How do others do it?” How do the busiest people with the most demanding positions, the CEOs, top executives, and company presidents, manage? Two-thirds of our survey respondents said blending work and family is about priorities; 22% of our top executives wrote that “family first” is true for them.

Sue Carroll, owner of Western Insurance Managers, clearly made a different point that many other top executives echoed. “Determine what is most important to you and whether those you love are willing to sacrifice anything for you to achieve it,” she said. “If not, you probably need to rethink your strategy. Either find someone who is supportive of your decision, or else change your career goals.”

Ellen Cagnassola, owner of sweetsoaps.com, voted emphatically for family first, saying, “Your kids do not look back on their childhoods and say, ‘Gee, I wish you had bought me twelve Barbie dolls instead of only ten.’ They remember walks, parties, friends, holidays, special moments alone. Make every one of them count … they are priceless and pass quickly.”

It seems many executives were divided on this issue. Several CEOs and top executives clearly felt you cannot do both well. Many said, “Choose!” Several top women executives admitted to remaining childless in order to put all their energy into their careers. Most said they had no regrets, while others definitely felt they had sacrificed too much.

One woman CEO shared her story as a lesson to others. Although her own company, which she’d built, was a big success, she revealed that she had many regrets. “My nearly exclusive focus on the business was a major factor in destroying my marriage,” she said.

A great many top executives had children, yet only a few had two high-power careers in their families, and those few had no children at all. Most top executives had a nonworking spouse, a husband or wife who took over the major role of caring for the kids and running the house. The obvious observation is that even the country’s top executives don’t have a formula for balance. Their key advice for blending work and family was to set priorities and live by them: Set boundaries, delegate, and take care of yourself and your family by making sure to build in personal time.

Our top executives offered several insights on how to accomplish this. “Think of creative ways of using your time. For example, instead of working every night until nine p.m., come home at six p.m. two nights a week and eleven p.m. two other nights per week. That way you will be home to put your kids in bed half of the time,” suggested the owner of a multimillion-dollar organization. “Find a way to work while your kids are busy with school or sleeping so you aren’t sacrificing their time.” Many simply said, “Hire help.”

Victor Boschini, president of Illinois State University, offered some sage advice. “Be realistic,” he said. “Understand that nobody can do everything and keep all the balls balanced. Some ‘things’ must and will be sacrificed.”

One woman company president wrote, “You can’t have them [work and family] balanced. There is no such thing as Superwoman or Superman. I don’t care what the world’s common wisdom is today—you simply can’t. You have to decide way ahead of time—long before you’re destroying someone else with your decisions—which will hold more sway in your life. Can you have a fulfilling life and not just do one thing—family or work? Yes. Can you be great at both, which is what leading a balanced lifestyle implies? No. Could you teeter-totter both so that at one time work got 60% and your family 40%, then maybe family got 70% and work 30%? Sure. But you need to be realistic that you will not succeed with flying colors on both fronts.”

Top executive Marcia Holland Risch had a great philosophy. She mentioned that she waited and raised her children before she began her quest for a top career, a path several women executives suggested.

Set Boundaries

It seems many top executives feel the need to draw clear lines in the sand. Pete DeBottis, a politician and top-level educator, said, “During any time off, away from your career, devote it exclusively to your family. Plan leisure time around the family, making them feel that they are as important to you as your career.” 
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