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Less Struggle.  More Support.  Better Results.
Your Ideal Job Worksheet
If you were taking a trip and I asked you “Where are you going?” and you answered “I don’t know”, what would that mean?  To me, it would mean you don’t care about where you end up.  Do you care where your career and work life end up?  I think you do; yet many people can’t specifically describe what type of work they want to do!  Where you spend 1/3 of your life is WAY more important than a vacation destination!
Think about the job descriptions you have recently read – they were fairly specific weren’t they?  Most employers have clearly defined, detailed criteria for candidates and the jobs they want to fill, so you need to think in terms of a precise definition for yourself.  And that’s what this worksheet is meant to help you with: defining your ideal job.   Note: I recommend you complete this exercise before you do any work on creating or revising your resume.  Doing this exercise first ensures your resume is forward focused on where you want to end up.  Also, I recommend you do this exercise before you complete your networking letter and elevator speech.
There are many career assessments out there that can help you narrow down a job that would fit your talents, skills and preferences.  If you’ve never worked before or you want to make a career change and you have no idea what you want to do, then taking an assessment is a good idea.  (Check out the Career3D assessment page).  However, my experience has been that many people DO know what they want to do; they simply haven’t spent the time necessary to uncover it.
So here is the process to help you uncover your ideal job:
Step 1
The first step is to print out page 3 of this article entitled: My Ideal Job Worksheet.  Writing this down helps to clarify your thoughts and you’ll be able to capture your ideas as you think of them.  You’re going to be brainstorming throughout this process; it will take a little time so please be patient with yourself and this process.
Step 2
In the 1st column on your worksheet, write down the specifics regarding the type of work you ideally want to do.  Try to be as specific as you can and dream big!  Remember, this your ideal job, not necessarily your next one.  It doesn’t matter if you’re not qualified; it’s about setting a goal and destination.  We’ll figure out later the intermediate steps to get you there.  If you have a specific job title, great, but if you don’t, describe what you can about what you envision.  Items to consider for this column:

· Job Category

· Job Title

· Your Role

· Work Tasks

· Work Duties

· Project Types

· Your Skills, Strengths, Abilities

Step 3
In the 2nd column, write down everything about ‘who’ you want to work for.  This does not include the specific ‘work’ you do that you outlined in column 1, but rather it covers all other aspects of the work environment and the ‘who’ you work with and for.  Items to consider for this column:

· Work Environment (Cubicle, Office, Work from Home etc.)

· Industry

· Product or Service

· Location

· Size of Organization

· Values/Culture

· Workload/Pace

· Training/Mentoring

· Work Schedule

· Types of Co-Workers and/or Colleagues

· Team Environment and Participation

· Types of Customers and/or Clients
· Type of Managers and Leaders

Step 4
Take a week and continue to add or delete items from both columns.  Work towards a minimum of 10 items on each list.
Step 5
When you have a complete list in both columns, start filling in the 3rd column with keywords to create a more specific definition.  Keywords can be a job title, job description, industry or location.
There are no ‘right’ or ‘wrong’ answers here – this is all about you and YOUR preferences!  Get this worksheet done so you can move on to making it happen!
Once you have the worksheet complete, you can use the keywords to search for your ideal job.  Notice the language and descriptions in the job descriptions you find based on your keywords.  If there are new keywords that fit for you, add them to your list in column 3.  Keep refining your keyword list and keep using your keywords to search places like LinkedIn and www.indeed.com for your ideal job.
Once you have a specific definition of your ideal job, next make sure your resume, networking letter and elevator speech include your definition of what you’re looking for.
Your Success Accelerant!
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