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Begin by identifying your professional goals, followed by completing the skills assessment chart, and briefly discussing the values, stories, and questions. This exercise will take considerable time and thought to do well.

Once you have made substantial progress, move to the 5-page career-mapping tool. Some of the answers here will have been discovered in the earlier charts, but on the whole, this is a very practical instrument that pushes you to look at next steps in the sequence of moves towards career goals.

This exercise should be reviewed at least once each year because answers will change over time. If you think you may want to share the materials with others on your home campus, please let us know and we will provide an electronic copy.

*OWHE is grateful to Nancy Archer Martin and Jennifer L. Bloom for their assistance with these materials.

Professional Goals

This list will probably evolve over time as you evolve as a person and as an administrator, so it is important to update this chart on an annual basis. This allows you to explore the kinds of roles you want to take on during your career journey. 

	Goals and Imperatives
	Preferred
	Acceptable
	Unwilling to Consider (Deal Breaker)

	In what part of the country do I want to live?
	
	
	

	Do I want to work in a public or a private institution?
	
	
	

	Is my ultimate goal a small liberal arts college or a large research university?
	
	
	

	Which administrative track do I want to pursue? Academic affairs, business affairs, student affairs, or alumni/development?
	
	
	

	What position do I want to retire from?
	
	
	

	What do I want people to say about my career once I retire? What will be my mark?
	
	
	

	What do I want to do in my retirement?
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Skills Assessment

So, now here is the tough part. We want you to go through the following checklist and rate each skill as a strength or weakness. If you’ve rated it as a weakness, the key is to then devise a proactive plan for addressing this weakness. Be honest with yourself. 

	Skill
	Strength
	Weakness & how I will proactively address this weakness

	Personal Skills

	- Balance
	
	

	- Health
	
	

	- Humbleness
	
	

	- Open to the possibilities
	
	

	- Building Relationships
	
	

	- Effectively dealing with   failure
	
	

	- Persistent
	
	

	- Consistently reinvent yourself
	
	

	- Use humor effectively
	
	

	Professional Skills

	- Networking
	
	

	- Acquiring mentors and mentees
	
	

	- Continuous learning 
	
	

	- Leadership Experience
	
	

	- Experience working with alumni and donors
	
	

	- Budgeting Skills
	
	

	- Strategic Planning
	
	

	- Faculty Committee
	
	


The College Administrator’s Guide to Career Advancement@
by Nancy Archer Martin and Jennifer L. Bloom, Ed. D.
Values, Stories, and Question Chart

Please, fill in the following chart. In the values section you will write down those things that you are most passionate about in your life. In the stories column, you will share how you live out your values and philosophies in action. The questions column will allow you to write questions that you would ask of a future employer concerning whether the institution holds the same values as you do. 
	Values
	Stories
	Questions
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 Career Mapping

The job title, responsibilities, and salary I desire:
One year from now:




































Two to three years from now:



































Five years from now:




































I want to do the job to which I aspire because: (list three reasons)
I currently lack the following skills to do the job to which I aspire:
Strategies I will use to gain those skills are: (list three strategies)






























Concrete steps I can take to get to my next positions are:
Obstacles to my mobility at my current institution are:
What is my history at the institution (especially the past three years)?
Professional limitations—If so, what, how much, and why:
Geographic location:






















Family responsibilities:























I anticipate changes in the following area within the next three years:






























I desire from my work and workplace the following: (describe)
Culture:

























Values:

























Work styles:
























Teamwork—or independence:






















Reward system:
























I describe my current professional “package/image” as:
I would like to improve in the following areas:
The following people are currently in my active network: (list six)
Specific help I can receive from these individuals includes:






































































Success indicators at my current institution—
Ways in which I can use them if I desire to stay where I am:































Ways in which I can use them if I desire to advance elsewhere:






























I expect the following situations to impact my life and career during the next four years: (explain)
Politics:






































Economics:





































Technology:





































Social Changes:





































I think the following will be the most important campus issues during the next five years:
I plan to deal with these issues by:


































Alternative career/life scenarios for me are:
I would characterize the current state of my personal self-esteem as:
My state of health is: (this may include fatigue or burnout factors)
My self-care plan for the following is: (six-month projection)
Sleep:

























Nutrition:

























Exercise:

























Support networks outside my family:





















Family support:
























Time for reflection:























Journal keeping:
























Recreation:
























Vacation:

























Calendar control/time management:





















Visualizations:
























Affirmations:
























Reading:

























Other:

























At the end of my career, legacies I wish to leave at my institution are:
Summary comments/observations evoked by these questions are:
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