TEN TIPS TO MANAGE YOUR CAREER

AND GET AHEAD By sHARI HARLEY

YOU ARE 100% ACCOUNTABLE FOR YOUR CAREER. And that's very good news.
When you are accountable, you are in control. You are not dependent on having the
right boss or working for the right organization to advance your career. Follow these

ten tips and accelerate your career.

10 Don't wait for your manager to set goals for
you. Write your own goals and present them to
your boss for approval.

20 Know your reputation and eliminate your
blind spots. Ask for feedback from people who will
tell you the truth.

30 Meet with your manager individually at least

once a month. Share the good things you're doing,

and ask for help where you need it. If your manager
doesn’t schedule these meetings, ask permission to
schedule them yourself.

40 Make it easy for your manager to evaluate
your performance. Ask your manager’s permission
to send him/her a one page list of your
accomplishments each quarter. Include projects

you completed and positive feedback you received.

50 Get better at the things at which you struggle.
Don't wait for someone to tell you that you aren’t
cutting it.
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60 Ask for more work that helps you expand
your skill set and gives you exposure within your
organization.

70 Do your job without complaint. This doesn’t
mean don't ask for help and express concerns. But
don’t be the employee who whines about
everything.

80 Watch the people in your organization who
are successful and model their behavior. If they
dress well, are visible at company social events, or
are active in the community, do the same.

90 Don’t gossip. If you can’t be trusted to keep
sensitive information confidential, you'll never be
promoted.

1 00 Make peoples lives easier not harder.
Eliminate obstacles where you can, and resist saying
the words, “No, we can’t do that.”
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