
Your career planning 
worksheet
We’ve broken down your career plan into three areas: self-assessment, 
career exploration, and goal-setting. These cover the various factors 
you need to consider when deciding which career to pursue, and help 
you to clarify the direction you want to take when you’ve chosen your 
career.



Personal Interests
You’ll generally be good at your career if it involves something that interests you. Think about 
subjects, courses and activities that you have enjoyed doing, and answer the following questions: 
 
What subjects were you good at or interested in at school?

 
What activities do you enjoy doing in your spare time? 

In the past, what other activities have you engaged in (e.g. courses or workshops)?

What talents or completed achievements make you feel proud of yourself?

 

1. self-assessment



Based on your interests and skills, choose which of the following career 
interest areas you may fit into:
• Conventional: You like structure, stability and organisation. You are dependable and pay 

attention to detail. Careers could include: accountant, bookkeeper, office clerk, receptionist, 
data analyst, insurance underwriter. 

• Social: You value personal relationships and enjoy interacting with people and finding 
solutions to their problems. You see yourself as kind, helpful, friendly and trustworthy. Careers 
could include: social worker, teacher, nurse, psychologist, occupational therapist. 

• Artistic: You are expressive, imaginative and creative. You enjoy activities such as art, 
music, drama or creative writing. Possible careers include: graphic designer, photographer, 
journalist, painter, novelist, beauty therapist, musician, playwright, stage director.  

• Realistic: You enjoy working with tools, machines, plants or animals. You value things you 
can see, touch and use, and see yourself as hands-on, practical, and honest. Careers could 
include: engineer, mechanic, electrician, pilot, air traffic controller, farmer, quantity surveyor. 

• Investigative: You enjoy solving maths or science problems, and see yourself as 
intellectual, complex, precise and inquisitive. Careers could include: doctor, biologist, 
scientist, IT technician, veterinarian. 

• Enterprising:  You are ambitious, and you have a talent for leading and persuading people. 
You see yourself as energetic, charismatic, adventurous, sociable and innovative. Careers could 
include: salesperson, business manager, lawyer, politician, stockbroker or retail buyer. 

Career Areas



Name three of the careers listed in these areas that you would like to 
research further: 

If you feel you are suited to a combination of several career interest 
areas, see whether you can think of some creative career ideas. For example, 
if you are enterprising-artistic, you could be an events manager or television producer.

Ask your family members and friends which career areas they think suit 
you best, and why:

1.

2.

3.



Once you’ve settled on some careers that interest you, it’s time to research each of 
them and to start getting a practical idea of what they involve. 

Research
Go online and search for answers to the following questions:

What day-to-day duties will the career involve?

Are jobs in the career in demand, and is any job growth expected?

What are the working hours like?

Career Exploration



What is the average salary of the career?

What transferable skills can you pick up in this career?

You can combine this research with your previous self-assessment to start 
getting a clearer picture of whether this is a career you will enjoy. 



Interviews and job shadowing

Speaking to people already working in your possible career is the best way to build 
an idea of what the work involves. Better still, you could arrange to shadow 
them for a few days at work.

Write down a list of questions to ask during your interview or job 
shadowing. Focus on the tasks, skills and career prospects of their job. 

 

If you’re job shadowing, write down a list of what you observe during the day. Ask 
your mentor about any tasks that you don’t understand. 

1.

2.

3.

4. 

5. 



After the interview or job shadowing, you can assess the following:

Which aspects of the career did you find most interesting?

Based on what you discovered, would you like to pursue this career further, 
and why (or why not)?

Would your interests and skills suit the career?



Goal-setting

Education
Your education can include academic studies, personal development courses, and taking on 
other roles that will teach you important soft skills.

What courses can you take that will help you to gain the skills and qualifications 
needed to find a job in your chosen career?

What are the admission requirements and costs of the courses?

What transferable skills can you develop through studying the courses?

Which other transferable skills and soft skills can you learn outside of your studies 
that will benefit your career path? And how can you learn them?

https://www.oxbridgeacademy.edu.za/courses


Career Goals
Now you can start mapping out the goals you want to achieve in your career. This is the 
cornerstone of any career planning exercise. It’s useful to start with the job position you ultimately 
want to achieve. This will help you to clearly outline the path needed to get there.

What is your long-term career goal (for instance, project manager or business 
executive)?

What would be the ideal first job to start you on your path to your long-term goal?

Where do you see yourself in two years’ time – from a financial, personal, and 
professional perspective?

Make sure you create a good résumé, outlining all your skills and qualifications. You can then 
start looking for job openings and begin applying for these positions.  



Some tips for goal setting 

The SMARTER technique is a very useful tool for setting achievable goals. 

Specific: be as clear as you can and avoid ambiguous statements.
Measurable: so you can see what you have achieved.
Achievable: provides motivation, but also keeps your goals reachable.
Realistic: be reasonable and avoid the realms of fantasy.
Timely: create timeframes for completing steps, for example, doing short courses 
or talking with someone about the skills required for a particular job.
Empowering: make sure your goals feel right for you and help you make the 
changes you want.
Reviewable: do not set your goals in concrete; be flexible.

Make sure that you regularly re-evaluate your goals and career plan. Set aside one 
day a year to re-examine your career plan, in line with how your circumstances may 
have changed. You may want to aim for greater goals, or you may decide to change 
your career path if you aren’t happy in your current job.

Ready to start studying towards your career goals? 
Click here to view the distance learning courses available at Oxbridge Academy. 

https://www.oxbridgeacademy.edu.za/courses
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