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Module 5: Developing & Executing Your Plan 

 

"Choose a job you love, and you will never have to work a day in your life." — Confucius 

Congrats! By following our Change Works Interactive process, you have 
put in a solid effort in to finding a career you love. Yes-it’s true that nobody 
will out there handing out jobs. Quite often the process may seem cruel. 
Employers quite often will look at an applicant resume as an opportunity, 
not to hire them, but to eliminate them! Its been said that may vacancies 
receive upwards of two hundred responses. An organization wants to get 
that number down to a manageable number for interviews so here’s some 
of the things you may need to consider: 

✔ You want the organization to have lots of opportunities to find you 

✔ You want the employer to hunt for you in the same way you hunt for 
them 
 

Richard Bolles, author of “What Color is your Parachute”, goes on to say:  

● Search for what you love not just what you can do 
● Treat every job hunt as though it was a career change 
● Go after any organization that interests you-even if they don’t have a 

vacancy 
● Use contacts to get yourself an interview 
● Try to get “practice interviews” or meet with people who have worked 

in the field 
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Good advice! This is precisely what we intend to do! 

Following our dreams is an important thing to do but a lot of people who are 
searching haven’t figured that out yet. Researcher Daniel Gilbert, in his 
book “Stumbling on Happiness”, suggests that we should speak to other 
people who currently do what we're considering. Study after study tells us 
that we need a multitude of experiences and personal connections that can 
help us think differently about our career circumstance.  Being motivated 
and inspired fuels us.  Look and explore as many opportunities as possible. 
The process of doing so will engage you!  

Think about the “ideal” future… 

 

What kind of people would you love to work with? 

____________________________________________________________ 

Would you be working Full time? Part time? Seasonal? 

____________________________________________________________ 

Where would you be living?  

____________________________________________________________ 
What would you be doing each day or each week? 

____________________________________________________________ 

How would your days be structured? 

____________________________________________________________  
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How would you be feeling? 

____________________________________________________________ 

 

If you have completed some assessments, you may have gathered some 
information related to your next steps when strategizing with market 
research in mind. Here’s some other possible tips to consider. Roll up your 
sleeves-let’s get busy! 

 

✔ Confirm your Value Proposition 
✔ Research Actively (and passively to get started).  
✔ Keep a daily activity log 
✔ Informational Interview 
✔ Think about developing your network 
✔ Learn by Volunteering (if possible)  
✔ Make an informed Career Choice 
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Passive versus active occupational research 

 

When we talk about active versus passive job searches, we want to 
emphasize that both methods should be taken seriously. Passive job 
techniques have grown in popularity particularly through the use of such 
sites as Monster, Indeed or LinkedIn-it is a growth trend for sure.  

No question we want to pursue opportunities in our field of interest. 
Sending resumes and applying for jobs online does take up a considerable 
amount of time. A passive search can involve things like looking at job 
boards or being open to speak to a recruiter over the phone.  

Online and Print Resources 

We have compiled for you a number of great sites that you can access in               
our resource section at the end of the modules. These sites can provide             
you with things like types of occupations, training and education required,           
pay grades and similar careers/jobs related to the ones you are interested            
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in. The following are a few tips that may help in this regard for the passive                
seeker. 

Tip #1: Develop your personal brand. This strategy applies to both the 
passive or active candidate. If you are off to a job interviews, it’s obvious 
that you need to be prepared for what that session might look like if you 
want to be successful. The interview may also keep you sharp by keeping 
you motivated as you practice your narratives and elevator pitch.  If I’m a 
passive candidate only, I may find that, in some ways, I’m a little 
unprepared to state my value proposition simply because I haven’t had a 
chance to practice saying it as well as refining what my personal brand is. 
Passive candidate’s may sometimes have a tendency to ignore some steps 
in the search process a job search. Being prepared is an important step for 
the active job searcher as they are often one step ahead of the competition 
if they have their bases covered.  

Tip #2: Keep your documents current and updated.  

If you are going to anything managing your documents, make sure you 
update your resume regularly. How many times does this happen? An 
opportunity arises and an application is required, yet you haven’t updated 
all your wonderful accomplishments along the way, when they were fresh in 
your mind. You’re left trying to piece together dates, names and times of 
events that happened months ago. Stress! In addition, many job 
seekers sometimes feel that the only thing needed to land a job is a decent 
resume. This won’t do it on its own-the results wouldn’t be promising for 
many. A customized portfolio that candidates could be proud to show case 
is important. Here’s some essential documents to consider: 

Resume an essential document you will need that assists contacts to see 
your unique qualities and how serious you are about your own career 
development. 

Cover Letter – a document tailored to help you reply specifically to a 
posting and highlight your skills and abilities.  
 
Narrative Profile (Biography)-a marketing document that has a different 
role than resume/cover letter that often accompanies a LinkedIn profile or 
an introduction to speaking engagements. 
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Networking Letter – these are different than cover letters. They can help a 
candidate request an informational interview, phone call, or meeting.  
 
Thank-You Letter This proceeds every formal or casual meeting, 
encounter or introduction. It summarizes the encounter and may introduce 
some new value-added info about yourself. Delivery is usually by email.  
 
The Follow Up Letter. This letter helps the relationship with contacts 
continue to burn brightly. Its often used after an interview where the 
candidate wants to stay positively attached to a decision maker so that 
some sort of future correspondence results. 
 
Strategic Accomplishments This sheet will help highlight a 
candidate’s top few accomplishments in greater detail. It can be used as a 
handout during an interview or can be used a s a supplement for other 
more in-depth documents like a portfolio or business case.  
 
Business Card A personal, professional business card still goes a long 
way. You can distribute it at both formal or informal networking situations or 
interviews. Some like to attach the business card to a portfolio package of 
documents. 
 

Tip #3: Think about your online presence 

Using social media platforms like LinkedIn, writing personal blogs or 
developing your website today is vital.  These tools are designed to start 
the conversation with decision makers like recruiters and hiring managers 
who may be difficult to access in person.  

Social Media & Job Hunting 
The following are examples of social media tools that are being used to             
access a wide array of opportunities in the new economy? Do you currently             
use any currently? The chart below might give some ideas or directions of             
how to get started. 
Tip: If you aren’t sure how to get started, get someone to help you! It can                
be a family member, student or social media professional. You’ll get your            
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message out there and be able to access information at a relatively low             
cost. 

Facebook: This is the most popular social network. It’s not a place to post a resume, but                 
information you post can reach potential employers. It’s best for letting family and friends              
know you are looking for a job as well as researching companies. 

Tips: Make sure you are Facebook friends with family members, friends and professional             
contacts. There are privacy settings to screen out the audience you prefer to not read your                
posts. Join groups that are relevant to your career path. Add education and work experience               
to your profile. “Like” the pages of both companies or individuals you would like to work with                 
as well as organizations listing job opportunities.  

Twitter: A popular social network that is often used to report, react to and engage with                
featuring a variety of domestic and international topics allowing the user to broadcast to the               
world. You are limited in the amount of characters you can “tweet” so be selective. 

Tips: Another way to let friends know you are job hunting. You can also research companies                
where its possible to discover trends in your industry. Don’t post resumes or apply for jobs                
here. Use privacy settings. Follow both Twitter accounts of organizations with job openings.  

LinkedIn: This site has become standard operating procedure for job seekers. It’s a site              
that can help users grow their professional network, post and view resumes, give             
recommendations, post digital portfolios and see how many times their profile has been seen.              
They have premium accounts allowing a greater reach to recruiters. Their analytics are             
robust. A great way to ask for introductions to other professionals. 

Tips: Add friends, mentors, family members and professional contacts to your profile. Its             
analytics will point you towards others who you may consider adding. Tell your connections              
you are searching for work-send a private message if you like. Join LinkedIn groups that are                
relevant. Fill the profile in completely including your photo-more relevancy means more views             
and possible opportunities. 

Google+: this site allows you to send messages to different groups such as family,              
coworkers and friends depending on the setting. Not a place to post resumes or job               
applications 

Tips: You can add your education and work history. Follow companies you would like to work                
for. Join Google hangouts-online webchats (often used for networking). Don’t post anything a             
potential employer could see. Get familiar with privacy settings.  

Instagram: With Instagram, the user is able to create a memorable first impression. The              
site allows the user to create a bio that is the heart of your presence and brand. You are                   
allowed 150 characters to do this and your job is to convince others to follow and engage with                  
your brand. 

Tips: Stay active by updating and post regularly. Build strong connections between yourself             
and potential employers by commenting on photos. Become a follower and use hashtags-key             
words that makes your profile more reachable. 
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Tip #4: Speak to actual people doing the role you are interested in! 

For example, let’s say you were interested in becoming a teacher but in 
your occupational research you discovered that teachers are required to 
supervise students at lunch or outdoors or that you would have to plan 
lessons after work (something that you may not be keen on doing), you 
may find it really helpful to talk with either a teacher or school administrator. 
They may provide you with some insight that you haven’t even considered.  
Research will tell us that sometimes people will end up settling into 
positions that they are not passionate about; they don’t fit their personalities 
or fulfill their interests. We know today’s job search environment is 
extremely difficult but we want to make informed choices that can have a 
huge impact on our happiness and well being.  There may be things that 
we are not open to or cannot change. Can you think of any of these 
unchangeable reality factors that could impact your career making 
decisions? List below. 

1. _______________________________________________________ 

 
2. _______________________________________________________ 

 
3. _______________________________________________________ 

 
Passive Job Search Activity:  
Search common job sites like:  

Indeed https://ca.indeed.com/  

Charity Village https://charityvillage.com/app/  

Monster www.monster.ca,   

LinkedIn https://www.linkedin.com/jobs/  

Glassdoor https://www.glassdoor.ca/index.htm  
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Find two (2) examples of job postings that you find interesting and 
may fit the criteria you are looking for. Print them off. Be ready to 
discuss with your counsellor why the job is appealing. 

Job Position:              Skills/Experience Required?        Application steps? 

Job Posting #1: 

 

 

  

Job Posting #2: 

 

 

  

 

What did you learn from doing this activity? 
____________________________________________________________ 
____________________________________________________________ 
 
Do I feel like I would be comfortable applying for these roles? Why? 
Why not? 
____________________________________________________________  
____________________________________________________________ 
 
What might be a logical step for me to undertake in preparation for 
these roles? 
____________________________________________________________ 
____________________________________________________________ 
 
 
Using technology to our advantage 

Technology has provided us with a means to reach out to an ever-widening 
network of people-something we have never been able to access before. 

      changeworksinteractive.com 

https://changeworksinteractive.com/


Change Works Interactive Module 5:  Developing & Executing Your Plan 

Today the amount of inquiries, resumes, and job follow up activities makes 
it overwhelming for HR departments to contend with. Many use ATS or 
Applicant Tracking Systems which have provided organizations with a 
cost-effective way to screen candidates. To have a conversation with hiring 
managers is rare-most often job seekers bypass this very important step. 
Here’s some ideas to help you get in touch with real decision makers-the 
people you will interact with when are contacted for an interview. 

Researching through LinkedIn 
 
You can search by content, people, jobs, companies, schools, or groups. 
Search functions can target decision makers within organizations. Once 
you identify a person through your searching someone’s LinkedIn profile, it 
can yield lots of valuable information. Ask people you know for an 
introduction so you can leverage connections in the network.  
 
If you have a contact on LinkedIn and are interested in accessing someone 
else you would like to meet, you can say something like: “Lauren, I see that 
you are connected to Adam at Health Canada who I’d love to work with. It 
would be great if you might be able to introduce us. I think my skills and 
qualifications may be a good fit.” A word of advice: Keep any 
correspondence professional. You wouldn’t want to post anything that gives 
anyone a bad impression! 
 
Research the organization you want to work for  
 
If you are applying to position you are interested in, call the company 
directly and ask the receptionist who the cover letter should be sent to 
rather than using a generic “to whom it may concern.” Once you have the 
name of the person see if you can research this person using Google, 
LinkedIn or a company website to develop a better picture of who this 
person is. Get creative with both your research and your conversations. 
You may be able to find people who work in the company, organization or 
department to which you are applying. 
 
Other ways to Research 
 

There are several other ways one can research potential job prospects. 
Active participation within the role is best. Internships and practicums, part 
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time employment, work exchanges, job shadowing and volunteering are all 
good examples of active participation which serves a number of purposes. 
It gives us a better sense of the field you are interested in; it allows us to 
network and train with others; and finally, it could help us build our 
confidence and help us make informed choices about the experiences we 
are decide to undertake.  

Active Occupational Research 
Prior to making a decision in your work life, we encourage you to conduct 
informational interviews. These are non-threatening discussions from an 
employed professional about the industry, organization, and potential 
positions. They increase support and allow you to network. Informational 
interviews are not only geared towards entry-level graduates, but also 
mid-level professionals, senior-level executives, and professionals from all 
walks of life. These interviews can be in a number of ways; Skype, 
face-to-face, or online and guaranteed, you will gain lots of info. Think 
about some of the questions you would like to ask.  
 
This is an exciting time in the career process but a word of caution. Some 
people lose some of their motivation at this point in the process. Some 
people indicate that they have difficulty finding people to interview. 
Additionally, we often tend to avoid or procrastinate when we are faced with 
stressful or worrisome next steps in our lives. Keep speaking with someone 
you trust, push yourself to keep going, and make sure you do not sacrifice 
your self care. 
 
To help, consider the following questions to ask in an informational 
interview:  
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● What is your typical day like? Describe your responsibilities. 

● What do you like most about your role? What are the drawbacks of 
being in this role? 

● What are the working conditions like? Are there any Can you give me 
any advice on how to be to be successful in this field? 

● What types of decisions do you have to make in this role? 
● What is your company’s core business? 
● Does this role allow for work-life balance? 

● How would you assess my experience thus far in terms of entering this 
field? 

● Do you know of other people whom I might speak with about similar 
jobs? 

 
Tips for Informational Interviews  

By following the format below; you should have a positive experience with 
your interview. Remember this is a valuable opportunity to meet with 
professionals working in the field you are interested in. Enjoy the 
experience!  

● Research the organization, industry, and particular role as an effective 
method of preparation for the informational interview. 
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● Target contacts from either your network, school or educational links, 
businesses or associations  

● Select a professional from their network for interviewing and politely 
ask for an appointment. Ask for them to please set aside a half hour of 
their time. 

● Dress appropriately and present yourself professionally as you would 
in an interview situation. 

● Prepare your questions, record some notes, and take the cue from the 
interviewee regarding timing and pace of the meeting 

● Write notes right after the interview (see Appendix) 
● Follow up with a brief thank you note 

● Stay connected with your contact and briefly check in with a brief note 
vis cell or email periodically. 
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Consider Everyone in Your Network! 

 
 

Your network is an often-forgotten way 
to help you with your career research. 
Brainstorm as many targeted people 
as you can - retain their contact 
information for follow up. Teachers and 
Professors can share with you alumni 
who are working in the field.  Social 
media can also allow you to capture a 
wide audience. Say that you wish to 
speak to people in their career field. 
Contact professional associations 
and businesses who may be willing to 
pass on your information to others. 
Keep going! Your perseverance likely 
will reward you in the end.  

           

 
Think of 10 people with whom you speak with most often. (friends, 
experts, family, clients). These can be from any area of your life and 
not necessarily friends from social media. Think about how they can 
help you. List them here: 
1._______________________6. ________________________  

2. ______________________ 7. ________________________  

3. ______________________ 8. ________________________  

4. ______________________ 9. ________________________  

5. ______________________ 10. _______________________ 
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Daily Job Seekers Log  
Here’s an exercise that will help you prepare your job search strategy using various tools and 
activities. The secret is being committed. Do something every day. Copy and use weekly. 

Week of: _______________________________________________ 

Activity Date  Notes/Next Steps 
Prepare resume   
Prepare cover letter   
Do career assessments   
Make business plan   
Arrange appointment with 
health care professional   

Apply to schools/programs   

Check financial plan   
Look for certifications   
Networking calls-target list   

Prepare portfolio   
Update social media (i.e. 
LinkedIn profile)   

Blog or post   
Respond to job posts   
Take courses   
Teach others   
Volunteer   
Build your website   
Job shadow   
Create your 
narratives/biography   

Apply for loans   
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Research companies   
Send thank you letters   
Arrange informational 
interviews 

  

Relocate   
Get/design business cards or 
logo 

  

Find or meet a mentor   
Discuss action plan with 
family 

  

Cold call   

 

Daily Networking Action Plan  
A well thought out networking plan allows you to build and grow. Brainstorm by listing business 
associates, clients, friends, colleagues, associates, recruiters, supervisors, suppliers, volunteer 
colleagues references etc.  to your list in order to help you achieve your goals. Add to your list 
daily. 

    Contact name:           Company/Website/Email/Cell:    Notes/Next Steps: 

   

   

   

   

   

   

   

   

Volunteering is an avenue that can provide us with both professional 
development and personal growth but there may be some spin off benefits 
work considering. Charity Village offers us some consideration on the 
benefits of being a volunteer.  
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✔ Volunteering offers incredible networking opportunities.  
✔ It can help helps retain and sharpen old skills.  
✔ It is a venue for us to develop new skills.  
✔ It is a place where we can practice relatively risk free  
✔ It can help us see new career possibilities 
✔ It can give you satisfaction knowing you are involved in your 

community.  
✔ It can give you visibility by being exposed to a wide range of people  
✔ It can be energizing and renewing 
✔ It can help us develop leadership skills and potential 
✔ It can provide us with management, customer service or leadership 

skills that can be documented in a resume.  

Before we take a look at our final section in our career planning process, 
we want to mention that there are several misconceptions and myths out 
there about finding the career search process. Have you heard any of 
these before? 
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The fact of the matter is that there will always be some level of uncertainty 
in the job market. No career choice will be perfect. We try to make the best 
decisions based on the information we have at the time. Let’s think about a 
plan, but first let’s review some of the work you have done thus far. 
 
Making a Decision-Next Steps 
 
Question: Back in Module 2, you were asked to list your top 5 Life Values 
and top 5 Career Values. Do you remember what they were? These will 
help form some of the “Factors” in the exercise. 
 
Question: In your research in Module 5, you printed off some jobs that 
were listed on various job boards that were of interest to you. You also had 
a chance to research different jobs on sites like https://www.onetonline.org/ 
List your top 3 job prospects here: 

1. _______________________________________________________  
 

2. _______________________________________________________  
 

3. _______________________________________________________  
 

Career Choice Decision Making 

What if you had the opportunity to choose between two different positions 
that were appealing for you that you had come across in your job search. 
How would you choose what direction to go? You may base decisions on a 
gut feeling which in some cases may be alright, but we always want to 
make informed choices. The following situation may help illustrate the 
point. Let me introduce Hugo. 

Hugo is a 25-year-old engineer from Brazil. He arrived in Canada 18 
months ago and contacted Change Works Interactive. He is looking for a 
change from his current position at a small environmental company in 
Toronto. He views his current position as a “bridge” to something else and 
feels now is a good time to start considering options. He has even thought 
about attending College to upgrade his skills by doing a certificate program. 
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He has many skills he has identified and is willing to keep an open mind as 
he considers his next steps.  

Hugo and his counsellor have determined that there are 5 key areas that 
will be considerations in his decision. They are: Financial, Organizational 
Culture, Job Characteristics, Lifestyle Issues and The Organization. In 
Column (A) Hugo thought about the importance of each criteria listed and 
ranked them from 0-10. He then thought about how clearly the information 
was that he had gathered about the company through discussions, 
informational interviewing, online research and perhaps a job interview he 
may have had with each company. Similarly, he ranked these as well and 
then multiplied the results of the two columns together to create an overall 
score. Hugo indicated he felt more confident after completing this section 
and was motivated to move forward. 

 

FINANCIAL  

(A) Rank 
Importance to you 
(0=low-10=high)  

(B) Level of 
Clarity from your 
research 
(0=low-10=high) 

Overall Score 
(Multiply Column 
A & B together) 

Salary    
Incentives/Security    
Benefits    

 

CULTURE:  
(A) Rank 
Importance to you 
(0=low-10=high)  

(B) Level of 
Clarity from your 
research 
(0=low-10=high) 

Overall Score 
(Multiply Column 
A & B together) 

Your Job Title/Recognition    
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The Org’s Reputation    
Relationships    

 

THE JOB ITSELF: 

 

(A) Rank Importance 
to you 
(0=low-10=high)  

(B) Level of 
Clarity from your 
research 
(0=low-10=high) 

Overall Score 
(Multiply Column 
A & B together) 

Growth Opportunity    
Leadership/Supervision    
Creativity/Variety    
Autonomy    

 

LIFESTYLE:  
(A) Rank Importance 
to you 
(0=low-10=high)  

(B) Level of 
Clarity from your 
research 
(0=low-10=high) 

Overall Score 
(Multiply Column 
A & B together) 

Work Schedule    
Commute time    
Travel required    
Flexibility-Family Time    

 

Organization  

(A) Rank Importance 
to you 
(0=low-10=high)  

(B) Level of 
Clarity from your 
research 
(0=low-10=high) 

Overall Score 
(Multiply Column 
A & B together) 

Leadership/Supervision    
The Industry    
Environment concern    
Products or Services    

      changeworksinteractive.com 

https://changeworksinteractive.com/


Change Works Interactive Module 5:  Developing & Executing Your Plan 

  

What answer did you come up with? 
____________________________________________________________ 
Do you think that this consideration takes into account options like 
finances, work life balance, the skills you possess, other important values 
you have? 
Jeremy Raymond, author of The Life Coach Workbook provides us with 
some guidance on career considerations and some important questions to 
ask ourselves. According to Raymond, graphically our options look 
something like this when it comes to considering a career. We could follow 
anyone of these four options: 

 

 

Some good questions to consider:  
a) What are the costs and benefits or each choice? 
b) Will your choice result in you “burning a bridge?” 
c) Have you taken in account the input provided from a) your network b) 

family and friends c) colleagues? 
d) Have you considered multiple options prior to leaving? Can you 

leverage these to your advantage? 
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e) Can you offer your current employer first right of refusal? 
f) Have you calculated your move in terms of desperation? 
g) Are you OK with an initial pay decrease of perhaps 25-40%? 
h) Have you planned your move in terms of developing the relationships 

and skills you need to obtain? 
i) Are you repeating a pattern that hasn’t served you well in the past? 
j) Do you feel you have a good deal of self awareness; knowing your 

interest, values and your personality? 
k) Are you assigning the same level of risk with managing your career 

as you would with managing your money? 
l) Are you patient about what you can or cannot change? 

 

 

The Next Chapter…Conclusion   
Career development is something that lasts a lifetime. It should be flexible, 
evaluated and revised periodically. There is no question that if you have 
gotten to this point, you have already done a great deal or work and 
reflection. Congratulations on what you have achieved thus far and 
continued success in the future. To conclude, Richard Bolles gives us 
some valuable advice in our search. Here’s a few things he suggests 
considering: 

o Go for any career that seems fascinating to you. Talk to people doing 
the work and be curious. You will be able to uniquely define a job that 
suits your gifts and your creativity. 

o As you transition in your work life be careful not to change everything. 
You will always need someplace you consider a firm place to stand. 

o The best career for you will be based on your transferable skills in 
your favourite subject areas that honours your preferred goals and 
values. 

o It’s Ok to make some mistakes-learn from them. 
o Feel passion, enthusiasm and energy with any choice you make.  

 

Good Luck! 
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