


CAREER PLANNING

A. A range of actions should be taken in obtaining job, which are described in the following 
questions:

B. WHY PEOPLE AREN’T HIRED 

Poor personal appearance

Inability to communicate clearly, poor voice, and grammar

Lack of planning for a career nor purpose or goals

Lack for enthusiasm and confidence in the interview

Condeming past employers

Failure to look the interviewer in the eye

Limp handshake

Late to the interview

Does not thank the interviewer for his/her time

Ask no questions

Lack of knowledge about the business or the position
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Point 1
1. what are your personal 
interests?
2. What are your abilities?
3. What are your career goals

Point 2
Have you evaluated an 
employment market related 
to your discipline?

Point 3
What are any related job 
opportunities?

Point 4
Have you prepared your 
resume?

Point 5
 Interview

Point 6
career training



Activity 1
Assessing your personal career interests and abilities

Based on your personal situation, answer the following questions in your notebook:

Questions Answers

1. What topics of study do

or did you enjoy most in 

school?

2. What skills do you 

have? What do you feel is 

your most distinguishing 

skill or area of specialty?

3. What are your interests

away from school or 

work?

4. Describe a situation in 

which you helped organize 

the work of others.

5. Describe a situation in 

which you worked with a 

team to achieve a goal.

6. Describe the kind of job 

you might like.
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1.Jobsdb.com

2. jobstreet.com
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3. topkarir.com

4. jobs.id
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5. karir.com

5



Activity 2. Based on your answers to the above items, describe two or three jobs
that meet your criteria:

Career 1 Career 2

A

B

C

Activity 3. Select two career areas that interest you. Using library resources and the 
internet, obtain answers to the following questions

Career 1 Career 2

1. What are the general 

activities and duties of this 

job?

2. What are the physical 

surroundings, work hours, 

and mental and physical 

demands of this type of 

work?

3. What training and 

educational background is 

needed for this type of 

employment?

4. Will this career be in 

demand in the future?

5. What is the starting and 

advanced salary for this 

industry?

6. What makes this career 

attractive to you?
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C. Preparing for a job interview

Before During After 

Decide what to wear, be 
clean and tidy.
Plan the journey including 
how long the journey will 
take.
Find out about the 
company.
Prepare some questions.
Prepare some answers
Take your Personal 
Education Plan and plan how
you might use it.

Arrive 10 minutes early.     
Be friendly and cheerful to
the secretary or 
receptionist who greets 
you.
Look neat and clean.
Be prepared to shake 
hands.
Don’t sit until you are 
offered a chair.
Try to relax and listen to 
the questions carefully.
Look at the person asking 
the question.                       
Think before you answer.
Speak clearly and in a 
strong voice.
Show interest and 
enthusiasm.
Be honest.

1. Write down notes on 
how you can improve for 
your next interview.
2. Promptly send a thank-
you letter to the person 
with whom you
interviewed, expressing 
your appreciation for the 
opportunity to meet with 
them.
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Activity 4.
 

QUESTIONS ANSWERS

Tell me about yourself. 

Why do you want the job?

What makes you think you would be 
good at the job? 

What do you do in your spare time?

What qualities do you think you have
to offer?

How did you like school?

What are your strengths and 
weaknesses?

What are the normal hours of work?

What training will I get?

Are there any opportunities for 
promotion?

Who will I be working with?  
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Activity 5

Interviewee’s name_________________________

Interviewee Good Points Bad Points

How is the interviewee sitting?

What impression does this give?

Is the interviewee prepared?    

Is the interviewee looking at the 

interviewer?

What impression does the 

interviewee give? Confident, 

nervous

Are the answers clear?         

Does the interviewee show 

interest and enthusiasm?

Are the questions easy/difficult?

Did the interviewee ask 

questions?
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D. Thank You Letter 

11
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Dear Mr. Smith: 
Thanks you for the opportunity to speak with you last Monday about the 
exciting possibility of an internship position in the Drafting Department at 
Saco Defense. 

After our conversation, I was extremely interested in this apprenticeship and 
would be proud to work for such a reputable company. I feel confident that 
my work experience and coursework in drafting would be beneficial to the 
company. 

I am available to provide any other information you may need and am 
looking forward to hearing from you. Once again, thank you for your time, 
attention, and interest in me as a potential intern. 

Sincerely, 

Waylon Smithers 


