




















▶   Divide projects into tasks and sub-tasks
▶   Estimate project costs
▶   Match project tasks to team member skills
▶   Monitor projects to completion

Preparing to host a large private event, a bartender provides inventory and supply 
estimates, details the prep work necessary prior to the event, helps estimate the extra 
staff needed, and identifies on-call backup staff as a contingency plan in case the 
restaurant needs more help on short notice, resulting in a smoothly executed event. 

MANAGE PROJECTS EFFECTIVELY
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CAREER MANAGEMENT SKILLS

▶   Identify your career preferences
▶   Assess your skills accurately
▶   Evaluate potential careers
▶   Set personal career goals
▶   Manage your career action plan

A nurse wants to explore new opportunities, so she identifies her career preferences, 
assesses her skills, evaluates potential careers, and achieves her goal of transitioning to 
a clinical informaticist combining her skills and experience in nursing with her passion 
for analytics and technology.  

CREATE A CAREER PATH

A gunsmith develops an effective targeted cover letter and submits it with her 
resume to a well-known firearms manufacturer. Even though no available jobs are 
advertised she is invited to an interview because the employer is impressed with 
how she articulated her value proposition, her fit, and her passion for the company.

DEVELOP TARGETED COVER LETTERS

▶   Recognize the employer resume screening process
▶   Organize your resume into relevant sections
▶   Write compelling experience bullet statements
▶   Design your resume to be easy to scan
▶   Evaluate your resume

A CNC machinist in a rural area lands interviews with the few employers in the area 
faster and more frequently than his friends because he develops an effective targeted 
resume emphasizing the right information to entice an invitation to interview. 

DEVELOP TARGETED RESUMES

▶   Organize your cover letter in business format
▶   Write persuasive cover letter content
▶   Design your cover letter to be easy to scan
▶   Evaluate your cover letter
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▶   Estimate job salary ranges
▶   Evaluate job offers
▶   Discuss concerns with job offers tactfully
▶   Make informed decisions about job offers
▶   Communicate your job offer decision professionally

A front-end developer gets multiple job offers, successfully negotiates a higher 
salary from her desired employer, and tactfully declines her other offers, 
successfully landing the job she wants with competitive compensation based on 
industry ranges in her geographical area, current market conditions, and her 
personal market value

NEGOTIATE JOB OFFERS

▶   Identify the steps in the hiring process
▶   Conduct research to prepare for job interviews
▶   Establish a positive first impression in interviews
▶   Answer interview questions effectively
▶   Ask effective interview questions
▶   Follow up after your interview

A 3D animator with less experience than other competitors interviewing at a highly 
competitive video game studio is offered the job because of his ability to articulate his fit 
and perform better than competitors in the extensive interview process.

EXCEL IN JOB INTERVIEWS

▶   Develop job leads
▶   Complete job applications
▶   Evaluate your job search performance

A massage therapist lands a job in half the time it takes her fellow recent graduates 
because of her ability to use multiple strategies to develop job leads, complete 
applications, and evaluate her job search performance to adjust her strategies.

MANAGE JOB SEARCH
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▶   Make phone calls to achieve your objectives
▶   Respond to phone calls to meet callers' needs
▶   Record accurate phone messages on behalf of others

An emergency dispatcher manages a high volume of calls and quickly 
ascertains caller needs, responds appropriately, and relays accurate 
information to team members to handle emergency situations.

COMMUNICATE EFFECTIVELY ON THE PHONE
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