
Do you know the ten rules that 

guarantee career success?

Rule #1 - Take 100% responsibility. 
Rule #2 - Develop and maintain a positive attitude. 
Rule #3 - Excel in your current position. 
Rule #4 - Perform a self – assessment.   
Rule #5 - Set a goal.
Rule #6 - Master the art of self-promotion.
Rule #7 - Identify, maintain and expand your network.
Rule #8 - Maintain cutting edge skills. 
Rule #9 - Keep up to date with happenings in your field.  
Rule #10 - Persevere.  

Having discovered his passion, Vernon Williams 
has been a career coach for more than 20 years. He 
has held numerous one-on-one coaching sessions 
and conducted hundreds of workshops. Workshop 
topics include “Take Charge of Your Career,” 
“Personal and Career Growth,” and “Change 
Your Attitude, Change Your Life.”

Vernon strongly believes that career success is within everyone’s grasp. 
Achieving that success, however, is no accident. It requires developing 
and implementing a comprehensive plan. Vernon agrees with former 
Ohio State University football coach Woody Hayes who used to say, 
“Without a plan, you can’t score.”

Vernon has a master’s degree in psychology from Johns Hopkins 
University and he is a member of the American Society of Training 
and Development.

He and his wife, Gayle, live in Columbia, 
Maryland.
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1

Take 100% Responsibility   

If you want to be successful, there is only one person you 
can look at as being responsible. That’s you!

—Alan Page, NFL Hall of Famer and current Associate 
Justice of the Minnesota Supreme Court

When it comes to pursuing career goals, some people “get 
it” and others do not. Those who “get it” operate with the 
idea, “If it’s to be, it’s up to me.” They refuse to delegate 
responsibility for their career to Human Resources (HR), 
their boss, their boss’ boss or to anyone else.  They are 
“victors,” which the dictionary defi nes as “winners in a 
contest or battle.” 

On the other hand, those who do not “get it” are “victims,” 
which the dictionary defi nes as “someone who experiences 
misfortune and feels helpless to do anything about it.” 
They allow others to control their career. Then, when they 
don’t achieve their goals, they blame others and they feel 
helpless to do anything about the situation. During my 10 
years of conducting seminars, I have kept a list of some of 
the blaming statements victims use most often: 

“I could be further along in my career if I had a better 
boss.” 
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“They didn’t give me the position because I don’t have a 
degree.”

“My boss won’t recommend/release me.”

“It’s not what you know, but who you know that enables 
you to get ahead around here.”

“I guess I will wait and hope that something positive 
happens.”

“I have tried several times. They just won’t promote me. I 
am giving up.”

The act of blaming others is not new. The fi rst recorded 
example of this was in the Bible when God told Adam he 
could eat from every tree except the Tree of Knowledge. Of 
course, Adam ate from the forbidden tree. When God asked 
if he had done so, did Adam step up and take responsibility? 
No. Instead he said, “The woman you gave to be with me, 
she (Eve) gave me of the tree, and I ate.” Thus the pattern 
of blaming others had begun. We fi rst see evidence of this 
early in life. If a child breaks something he or she is likely to 
blame a brother or sister. Later, if the child receives a poor 
grade in a particular class, he or she blames the teacher for 
not liking him or her. At work, employees blame their bosses 
if they don’t receive good performance evaluations. People 
sue tobacco companies after contracting lung cancer from 
smoking. Others sue bartenders after receiving a Driving 
While Intoxicated (DWI) citation.  There is a song called 
“Blame it on the Bossa Nova”. There is even a website 
called www.ShiftTheBlame.com.  

A Chinese proverb says “A journey of 1,000 miles begins 
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with a single step.” If you are to achieve your career goals 
the fi rst step is to choose to be a “victor” and not a “victim”. 
There are huge differences:

A “victim” says: A “victor” says: 
“I could be further along in my 
career if I had a better boss.”

“If I am to succeed in my 
career, it is up to me to 
make it happen.” 

“I am trapped in this job that I 
do not like because I do not 
have a degree.” 

“If a college degree is 
necessary in order to 
achieve my goals, I will get 
a college degree.”

“My boss won’t 
recommend/release me.”  

“I own my career. It is up 
to me to find a way to 
achieve my goal.” 

“It’s not what you know, but 
who you know that enables 
you to get ahead.” 

“Even if it means going 
outside my comfort zone, I 
will build relationships 
with people who can help 
me achieve my career 
goals.”

“I guess I will just wait and 
hope that something positive 
happens.”

“I will get over the notion 
that good things come to 
those who wait. I will act 
now to accomplish my 
goals.”

“I have tried several times. 
They just won’t promote me. I 
am giving up.” 

“Obviously, I have not 
used the appropriate 
strategy. I will analyze the 
situation and use a different 
approach.”
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You can choose to be a victim or victor. As Zig Ziglar 
said, “You are free to choose, but the choices you make 
today will determine what you will have, be and do in the 
tomorrow of your life.”

How to move from victim to victor:

In my seminars I ask participants three questions: 

1. What can you gain by taking responsibility for your 
career? 

They list things like feeling more in control, having a better 
chance of achieving their goals, greater job satisfaction and 
improved self-esteem.

(Write your answers in the space provided below.)
______________________________________________
______________________________________________
______________________________________________
______________________________________________
______________________________________________
______________________________________________

2. What can you gain by giving someone else 
responsibility for your career? 

Invariably, they come up with things like frustration, anger, 
disappointment and depression.
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(Write your answer in the space provided below.)

______________________________________________
______________________________________________
______________________________________________
______________________________________________
______________________________________________
______________________________________________

3. In light of the positive results you can gain by taking 
responsibility for your career, why do you give that 
responsibility to someone else?    

It suddenly gets very quiet in the room.  Then somebody 
fi nally says it – the reason they don’t take responsibility 
is because of FEAR. They go on to say if they take 
responsibility and things don’t turn out as they would 
like, they would have to admit they are lacking in some 
area. So rather than risk facing their own shortcomings, 
they do not make the effort and simply blame their boss, 
the organization or even their co-workers for their lack of 
achievement. 
Since fear has been called the “dark room where negatives 
are developed,” you must overcome it in order to achieve 
your career goals. 

How to overcome fear:

1. Acknowledge it.  

As Dr. Phil says, “You cannot change what you don’t 
acknowledge.” Failure to acknowledge fear means you will 
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be stuck with your rationalizations (i.e. “My boss did not 
tell me about the position.” “They don’t tell you anything 
around here.” “You have to be part of the “In Crowd” to get 
anywhere around here.” “My supervisor will not release 
me”, etc.) However, once you acknowledge fear you are 
on your way to managing it, rather than the other way 
around. 

2. Recognize fear as a normal emotion.

All of us have fear to some extent. It is only when it prevents 
you from taking action that is in your best interest that it 
becomes a huge negative. As Dale Galloway said, “People 
who refuse to move ahead because they are afraid of failure 
do not protect their self-respect; they lose it.”

3. Ask yourself: What is the worst thing that can 
happen if I take responsibility for my career? Accept 
that.

Fear invariably causes you to project a negative outcome.  
However, once you are prepared to accept the potential 
negative outcome, fear no longer has power over you. So, 
if you are willing to accept the possibility that you might 
not achieve your goal, (in which case you would be no 
worse off than you are right now) that frees you from fear 
and enables you to build towards achieving your goals. At 
that point confi dence has triumphed over fear.
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disregard the fact that the department head is at a higher 
organizational level than they are.  
 
15. Get started now.

As Dale Carnegie said, “Not taking action breads fear and 
doubt. Taking actions breeds confi dence and courage. So, 
if you want to conquer fear, do not sit home and think about 
it. Go out and get busy.”

Theresa’s story is an example of what can happen when 
you take this approach. She had worked for her government 
agency for more than 20 years. Despite all of her complaints 
about never having gotten promoted, she had not taken any 
action to make it happen. Instead she, like many of her 
co-workers, had fallen into the trap of blaming others and 
making excuses. 

When Theresa attended my two-day workshop, initially she 
held fast to her belief that others were responsible for her 
career. I pointed out that by allowing someone else to control 
her career, she was giving away all her power. 

By the end of the fi rst day Theresa had begun to buy into 
the notion that her career was her responsibility. When she 
came back for the second day, she became totally sold on 
the fact that she was responsible and had the power to make 
changes, and she was eager to learn specifi c strategies she 
could employ to advance her career.

When she left the workshop she was very excited about 
applying the strategies she had learned. I found out later 
that she had been promoted two salary grades before the 
year was out.
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ACTION PLAN

I will implement the following ideas:

1. ____________________________________________.

2. ____________________________________________.

3. ____________________________________________.

4. ____________________________________________.

5. _____________________________________.



2
Develop and Maintain A Positive Attitude

There is very little difference in people. But that little 
difference makes a big difference. The little difference is 
ATTITUDE.  The big difference is whether it is positive or 
negative.

—W. Clement Stone

The dictionary defi nes “attitude” as “the way we see the 
events, people and circumstances in our life.”

Your attitude determines how you feel, what you think, 
what you say and what you do. Therefore, it has a powerful 
impact on whether or not you achieve your career goals. 
This impact was demonstrated in a Harvard University 
study which concluded that 85% of the reason that people 
get a job and get ahead can be attributed to attitude and 
15% of the reason can be attributed to technical skill.

As Zig Ziglar says, “It’s your attitude, not your aptitude 
that determines your altitude.”

The bad news is that, despite its importance, studies show 
that many people have a negative attitude. 

The good news is that you can change your attitude from 
negative to positive. In so doing, you can change your 
life. 

Develop and Maintain A Positive Attitude                                          27
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As psychologist William James said: “The most important 
discovery of my lifetime is that people can change their 
lives by changing their attitude.”

How to change your attitude from negative to 
positive:

1. Take 100 % responsibility for your attitude.    

“Responsibility” is made up of two words:  “Response” 
and “Ability.”  That means that, in any situation, you have 
the ability to choose your response.

Let’s look at some examples:  

Mary’s boss gives her some corrective feedback. Mary gets 
mad. She tells her coworkers that the boss made her mad. 
Mary’s performance deteriorates even further. 

Now let’s look at two other examples: 

When Ben Carson was in grade school the other kids 
laughed it him. In fact, they labeled him the dumbest kid 
in the 5th grade. With urging from his mother, Ben set out 
to improve his performance. Today, he is one of the most 
renowned neurosurgeons in the world.   

As a youngster, Les Brown was labeled “educable mentally 
retarded”. 

Les took the attitude that “someone else’s opinion of me does 
not have to become my reality.” He worked extremely hard 
to develop his skills as a speaker and today he earns $20,000 
per hour as one of America’s top motivational speakers. 
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In every case, there was a stimulus over which the person 
had no control.  However, while the person could not 
control the stimulus, he or she had complete control over 
their response. While Mary chose to get mad and allow her 
performance to slip even more, Ben and Les chose to use 
the negative comments as a springboard to success. 

So, if you are to change your attitude from negative to 
positive, you must begin by taking 100% responsibility.

2.  Change your thinking.  

“Every thought we think is creating our future.” 

—Louise L Hay 

Here is how your thinking creates your future:

You have a thought, the thought leads to an image, the 
image leads to an emotion, the emotion leads to a choice, 
the choice leads to a habit, and habits determine your 
destiny.

Let’s look at an example:

A job opening is announced and it means a promotion.
 
Bill thinks:  There is really no use applying for the position. 
They have already decided whom they are going to 
promote.

The image Bill sees: Another person being selected for the 
position.



Develop and Maintain A Positive Attitude                                          43

Initially, as the dirt landed on him, the old mule was in 
a panic. But as the farmer and his neighbors continued 
shoveling more and more dirt and the dirt hit his back the 
mule had a thought. 

It dawned on him that every time a shovel load of dirt 
landed on his back, he could SHAKE IT OFF AND STEP 
UP! This he did, shovel full after shovel full. “SHAKE IT 
OFF AND STEP UP! SHAKE IT OFF AND STEP UP! No 
matter how painful the dirt was when it hit his back, or how 
distressing the situation seemed, the old mule refused to 
panic and just kept SHAKING IT OFF AND STEPPING 
UP.

You are right. It was not long before the old mule, though 
battered and exhausted, stepped triumphantly over the wall 
of the well. The situation that seemed at fi rst like it would 
bury him, actually blessed him, all because of the manner 
in which he handled this adversity.

I used that approach when I got the word that, after 23 years 
with a company, I (and 5,000 others) was being downsized.  
While in career transition, I looked for the opportunity in 
the situation. 

I decided to SHAKE IT OFF AND STEP UP by becoming 
an author and motivational speaker.  
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ACTION PLAN

I will implement the following ideas:

1. ____________________________________________.

2. ____________________________________________.

3. ____________________________________________.

4. ____________________________________________.

5.____________________________________________.
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3
 Excel In Your Current Position   

Nobody gets to run the mill by doing run-of-the-mill work.

—Thomas J. Frye

Since people who mishandle their current position do not 
get promoted to a higher position, your goal must be to 
excel where you are.  

How to excel:

1. Understand your employer’s mission. 

Every organization has a mission – the reason it exists. 

Quality Inns’ mission is “To pursue excellence and become 
the most recognized, respected, and admired lodging chain 
in the world.”

Ryder System’s mission is “To be the growing leader in 
providing high quality transportation support services to 
business customers.”

The Social Security Administration’s mission is “To 
advance the economic security of the nation’s people 
through compassionate and vigilant leadership in shaping 
and managing America’s Social Security programs.” 
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Write your employer’s mission.
______________________________________________
______________________________________________
______________________________________________
______________________________________________
______________________________________________
______________________________________________ 

2. Understand how your job helps your employer 
accomplish the mission.

If you understand the “big picture” you are more likely to 
be motivated to do a better job. However, 74% of employ-
ees surveyed said they did not understand their organiza-
tion’s mission or how their activities impacted it. 

Write how your job helps your organization accomplish its 
mission.
______________________________________________
______________________________________________
______________________________________________
______________________________________________
______________________________________________

There is a story about a man who saw two workers breaking 
granite, and he stopped to talk. When he asked one worker, 
“What are you doing?” The man replied, “I’m trying to 
break this granite.”

He said to the other one, “What are you doing?”
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The second worker paused to consider the question, stuck 
out his chest and said proudly, “I am part of a team that is 
building a cathedral.”  
 
Which man do you think did the better job?

3. Understand your supervisor’s expectations. 

In order to succeed in helping your employer accomplish 
the mission, you and your supervisor must be in lock-step 
agreement on your duties (what you are expected to do) 
and the performance objectives (how well are you expected 
to perform the duties)
 
Example:

Job Duty                               Performance Objective

Prepare service orders         Achieve 98 % accuracy    
                                                

As a fi rst step in this process of reaching agreement on 
duties and objectives, use Figure 3.1 – Job Duty Worksheet 
on page 48 to record what you perceive to be your duties 
and the performance objectives for each duty.  
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Figure 3.4 – Page 2

BODY LANGUAGE

o Clenched fi st – anger or irritation.
o Hand to cheek – evaluating, thinking.
o Rubbing hands together – anticipation.
o Standing with hands on hips – defi ant, aggression.
o Sitting with hands clasped behind head – 

confi dence, superiority.
o Tapping or drumming fi ngers – impatience.
o Rubbing eyes – doubt, disbelief.
o Rubbing nose – rejection, doubt, lying.
o Open palm – sincerity, openness, innocence.    

4. HEAD  

o Tilted – Interested.
o Leaning forward - Interest.
o Resting in hand – boredom.
o Fast nod – I understand, move on.
o Moderate nod – I think I understand, not sure.
o Slow nod – I understand, but disagree.
o Shaking from side to side 

– disagreement, disbelief.                                                                                          
                    

5. LEGS 

o Sitting with legs crossed, foot kicking – boredom, 
nervousness.

o Sitting with legs apart – open, relaxed.  
o Brisk, erect walk – confi dence.    
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o Walking with hands in pocket, shoulders drooped 
– dejection.  

o Locked ankles – apprehension.

ACTION PLAN

I will implement the following ideas:

1. ____________________________________________.

2. ____________________________________________.

3. ____________________________________________.

4. ____________________________________________.

5. ____________________________________________.
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4

Perform A Self-Assessment
 

The most successful people know themselves well and they 
move in the direction of their talents. 

—Bud Bray,
Is it too late to run away and join the circus?

When it comes to career choices, many times the scenario 
looks like this: you need a job, you learn that the XYZ 
Company is hiring, you apply, go for an interview and get 
hired. 

In other words, your career may have chosen you, instead 
of the other way around. It is not surprising, then, that a 
survey of 180,000 workers revealed that 80 percent of 
them did not like their job.  As a result, there are three main 
days in the week:

o “Blue” Monday

o “Hump” Day (Wednesday)

o TGIF (Thank Goodness it’s Friday)
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In order to change (or better still, prevent) this scenario do 
a self assessment by answering questions 1 through 6 on 
pages 76 through 81. Use Figure 4.1 and 4.2 on pages 85 
through 91 to help you answer the questions.

1. What skills do I have?

__Interviewing 
__Solving problems
__Public Speaking
__Analyzing information
__Coordinating activities
__Conducting inspections 
__Using computers
__Writing 
__Working with numbers
__Organizing things
__Conducting research
__Planning
__Managing money
__Listening 
__Supervising others
__Initiating action  
__Building things
__Persuading others
__Building consensus
__Motivating others
__Making decisions
__Working with details

Place a checkmark next to all skills that apply. 

Feel free to add skills to the list. 
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Figure 4.2

VOLUNTEER POSITIONS   

Organization ___________________________________

Position Title ___________________________________   

Dates:  From ________________ to _________________              

Duties and responsibilities: 

______________________________________________
______________________________________________
______________________________________________
______________________________________________
______________________________________________

Skills you used: 
______________________________________________
______________________________________________
______________________________________________
______________________________________________
______________________________________________

Circle the skills you enjoyed using most.
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ACTION PLAN

I will implement the following ideas:

1. ____________________________________________.

2. ____________________________________________.

3. ____________________________________________.

4. ____________________________________________.

5. ____________________________________________.
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5
Set A Goal

At this very moment you are WHO you are and WHERE 
you are because of what you’ve allowed to inhabit your 
goal-box.

—Richard Gaylord Briley

Imagine you are on a fl ight and the pilot comes on and 
says: “Good morning, ladies and gentlemen. This is your 
captain speaking. I have some good news and some bad 
news. The bad news is we have lost one engine and our 
direction fi nder. The good news is we have a strong tail 
wind and wherever we are going, we are getting there at a 
rate of 600 miles per hour. So sit back, relax and enjoy the 
trip.” 

I don’t know about you, but I would not have an enjoyable 
trip. Yet, if you don’t have a goal, you are like the passengers 
on that plane – directionless, lacking energy and being 
pushed along by the winds of circumstance.

Conversely, having a goal provides both direction and 
energy. As one author put it, “The mind will not reach 
toward achievement until it has a clear goal. Once you set 
the goal the switch is turned on, the current begins to fl ow 
and the power to accomplish becomes a reality.” 
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Tips for setting goals:

 1. Think Big.

 As CEO Randy Sheparo said, “A key career stopper 
is setting your goals too low.” Thinking big demands 
that you shake off self-limiting beliefs such as “I 
could never go back to school,” and “They will 
never promote me,” etc.

 I like Les Brown’s philosophy, “Shoot for the 
moon.  Even if you miss you will land among the 
stars.”

 2. Set a preliminary goal.

 This establishes what you think you want. It is 
preliminary because you will need to do some 
further investigation to determine if it is something 
you really want.  

 3. Put the goal in writing.

 As Brian Tracey says, “Goals that are not in 
writing are not goals at all. They are merely wishes 
or fantasies.” Let me give you an example of 
the impact of written goals.  In 1953 researchers 
conducted a study of Yale University graduates. 
They asked the graduates two questions: “Do you 
have written goals?” and “Do you have a written 
plan for achieving your goals?” They found that 
less than 3 percent had written goals and a plan 
for achieving them. During a follow-up study in 
1973, researchers interviewed all of the surviving 
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members of the 1953 class. The results were 
shocking. They found that after 20 years the three 
percent of the graduates who had written goals and 
a plan for achieving them had a net worth higher 
that the combined net worth of the 97 percent of the 
graduates who did not. 

When writing your goals: 

 a. Avoid using “weasel” words and phrases.

Instead of saying: “I hope to be promoted.” 

Say: “I will be promoted.”  

 b. Say what you want, not what you don’t want.

Instead of saying, “I want to get out of this terrible 
job.” say: “I will be promoted to Senior Staff 
Analyst.” 

 c. Make sure the goal is:

Specifi c – It spells out what you want.

Measurable – You can determine if you achieve it. 

Achievable – You have a realistic chance of 
reaching it.

Relevant – It is related to your skills, what you 
love to do, and your values.



Set A Goal                                                                                         115

ACTION PLAN

I will implement the following ideas:

1. ____________________________________________.

2. ____________________________________________.

3. ____________________________________________.

4. ____________________________________________.

5. ____________________________________________.
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6
Master The Art Of Self Promotion

The turtle lays thousands of eggs without anyone knowing, 
but when a hen lays an egg the whole country is informed.

— Malayan Proverb

There is a popular misconception that the best opportunities 
go to the best qualifi ed people. In fact, the best opportunities 
go to the people who are best at self-promotion. The 
dictionary defi nes self-promotion as “the process of making 
oneself more widely and favorably known.” So, if you are 
serious about achieving your career goals, you have to be 
like a hen and “inform the whole country” of who you are 
and what you have to offer. 

How to become a master self-promoter:

 1.  Overcome the reluctance to “toot your own  
horn.”  

 Many people are unwilling to promote themselves.  
This may be because of: 
     
 a. Fear of rejection. 

    b. Feeling like they are intruding on others.  
    c. Humility.  

 
 After all, as children, many of us were taught that 

it is rude to talk about ourselves. 
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 The good news is that you can overcome this 
reluctance.

 Ask yourself these questions:
 
1) Do you have skills or knowledge from  
which others could benefi t? 
 
2) Do you enjoy helping others? 

If you answered YES, think of yourself as someone 
seeking to serve others, as opposed to serving yourself. 

2. Establish your career “brand”.  

What makes a consumer buy one product over another? The 
answer is marketing, or more specifi cally “branding”. The 
dictionary defi nes “branding” as “the use of advertising, 
distinctive design, and other means to make consumers 
associate a product with a specifi c manufacturer.” 
Companies such as Allstate (“You’re in good hands”) State 
Farm (“Like a good neighbor”) and McDonald’s (“I’m 
lovin’ it”) have mastered the art of branding.

Since you want employers to select you over other 
candidates, you, too, must develop a way for employers to 
associate specifi c characteristics with you - in other words 
you must “brand” yourself.   Your brand defi nes who you 
are, what you have to offer, what sets you apart from others, 
and describes the added value you provide. Here are some 
questions to help you identify your brand:

a. What are your skills? (Review Chapter 4 
– Perform a self-assessment on page 75. )
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b. To which organizations are you going to target 
your brand? (Review Chapter 5 - Set a Goal on 
page 93.)

c. What are the needs and interests of the target 
organizations?

d. How can you satisfy those needs and interests?

Having answered these questions, develop a benefi t 
statement aimed at your target organizations. For 
example:

“I save IT managers time and money by delivering 
software development projects on time and within 
budget.”

3.  Align yourself with the “stars.”

There is an old Italian saying that rings particularly true 
when it comes to self-promotion: “Dicami che andate con 
e vi dirò che siete.” Translated literally, it says “tell me 
who you go around with and I’ll tell you who you are.” 
In other words, you are judged by the company you keep. 

So, in order to enhance your brand, keep company with 
recognized high achievers.  

4. Recruit your boss as part of your marketing team.

With his or her access to information and people, your boss 
is in a position to help advance your career. I say “in a 
position” because in order to tap into this assistance, you 
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ACTION PLAN

I will implement the following ideas:

1. ____________________________________________.

2. ____________________________________________.

3. ____________________________________________.

4. ____________________________________________.

5. ____________________________________________.
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7

Identify, Maintain and Expand Your 
Network

Few people are successful unless a lot of other people want 
them to be.

—Zig Ziglar

According to the U.S. Department of Labor, people get 
jobs in the following ways:

o 5 percent  through the “open” job market 
(help-wanted ads on the Internet and in print 
publications) 

o 24 percent through contacting companies directly 
(the cold-contact method) 

o 23 percent through employment agencies, college 
career-services offi ces and executive-search fi rms

o 48 percent through referrals (word of mouth) 

Since nearly half of all jobs are acquired through word of 
mouth, you must concentrate your efforts on getting as many 
people as possible involved in helping you achieve your 
career goals. This means “networking,” which is defi ned as 
“building or maintaining informal relationships, especially 
with people whose friendship could bring advantages such 
as job or business opportunities.”
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Among other things, people in your network can give you 
job leads, offer advice and provide information about a 
particular company or industry. They may also introduce 
you to others who can provide leads or offer advice.  

How to become a master “networker”:

1. Identify your existing network by considering:

a. Current fellow employees.

b. Previous fellow employees.

c. Customers/clients.

d. Neighbors.

e. Vendors/service personnel.

One time, as I was preparing to conduct a 
workshop, the facility coordinator came by 
to make sure the room was set up properly.   
We struck up a conversation and she asked 
me if I promoted all of my workshops or 
if I used others to set them up.  I told her 
that I set them up myself, but I preferred to 
simply show up and conduct the workshop. 
She gave me a contact name at a company 
that sets up conferences around the country. 
I contacted the conference company and we 
are working on ways we can collaborate.
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f. Church members. 
 

Let me give you an example of how I saw 
this work recently:

Janice had completed her degree but had 
not been able to fi nd a job in her fi eld. She 
kept sending in applications only to get the 
“Don’t call us, we’ll call you” response. 
One day during Bible study, a woman asked 
Janice’s mom how Janice’s job search was 
going. Janice’s mom said it was not going 
very well. It turned out that a woman in the 
Bible study was a vice president at a large 
company that was looking for someone with 
Janice’s skills. Janice went for an interview, 
was hired almost immediately and continues 
to work at that company. What makes the 
story even more amazing is that Janice had 
already applied and been turned down by the 
same company that eventually hired her.

g. Family and friends.

On another occasion, as I was doing 
a presentation for an organization. I 
recognized a woman in the audience. She 
is the sister-in-law of my wife’s sister’s best 
friend. I had not seen this lady for a number 
of years, but I remembered her immediately. 
She kept giving me that “I know this guy 
from somewhere look.”  During a break, 
I went over and introduced myself to her. 
She immediately remembered me and later 
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ACTION PLAN

I will implement the following ideas:

1. ____________________________________________.

2. ____________________________________________.

3. ____________________________________________.

4. ____________________________________________.

5. ____________________________________________.
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Hump Day – The name people who don’t like their job call 
Wednesday. It signifi es that there are only two more days 
until the weekend.

Informal apprenticeship – See “Shadowing”

Informational interview - Unlike an interview to get a job, 
an information interview is designed to gather information 
to help determine indeed one wants to pursue a particular 
job.

KSAs – Knowledge, Skill and Abilities

o Knowledge – Mastery of facts, or information 
pertaining to a subject matter area.

o Skills – Profi ciency or competence in a particular 
area

o Abilities – Demonstrated performance using 
knowledge and skills

Mentor – A senior or experienced person who gives 
guidance and training to less experienced person

Myers-Briggs – An instrument for measuring a person’s 
preferred way of living his or her life.   

Networking - Building or maintaining informal relation-
ships, especially with people whose friendship could 
bring advantages such as job or business opportunities.

Organizational savvy – Understanding the informal rules 
of how an organization “really” works
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Outsource – To buy labor or parts from outside the business 
rather than using the business’ staff or plant.

Portfolio – A representation of one’s work.

Problem-focused – Centering attention on pointing out 
problems rather than developing solutions.

Professional obsolesce – A condition in which one’s skills 
are outdated and therefore useless.

Resource network – A group of people to who one can turn 
for assistance in accomplishing one’s job duties.

RIF – Reduction in force

Rotational assignment – A temporary assignment to a 
position other than one’s primary one.

Self-promotion – Making oneself more widely and 
favorably known.

Shadowing – Employee A follows Employee B around 
to determine a particular job suits him or her. Employee 
A may even perform some of the duties to get fi rst hand 
experience.

Snail mail – Mail sent through the postal service.

Solution-focused – Centering attention on developing 
solutions rather than pointing out problems

TGIF – Thank Goodness it’s Friday.
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TGIM – Thank Goodness it’s Monday.

Team Player – One who sacrifi ces personal interest in order 
to achieve a common goal.

Victor – A winner in a contest or battle.

Victim – A person who experiences misfortune and feels 
helpless to remedy the situation.

Wishcraft –Wishing that conditions were different from 
what they are, but never taking action to change the 
condition.

Work portfolio – A collection of samples of one’s work 
in order to showcase one’s skills. Examples are articles, 
awards, letter of appreciation, photographs, merit reviews, 
training certifi cates, videos.



Do you know the ten rules that 

guarantee career success?

Rule #1 - Take 100% responsibility. 
Rule #2 - Develop and maintain a positive attitude. 
Rule #3 - Excel in your current position. 
Rule #4 - Perform a self – assessment.   
Rule #5 - Set a goal.
Rule #6 - Master the art of self-promotion.
Rule #7 - Identify, maintain and expand your network.
Rule #8 - Maintain cutting edge skills. 
Rule #9 - Keep up to date with happenings in your field.  
Rule #10 - Persevere.  

Having discovered his passion, Vernon Williams 
has been a career coach for more than 20 years. He 
has held numerous one-on-one coaching sessions 
and conducted hundreds of workshops. Workshop 
topics include “Take Charge of Your Career,” 
“Personal and Career Growth,” and “Change 
Your Attitude, Change Your Life.”

Vernon strongly believes that career success is within everyone’s grasp. 
Achieving that success, however, is no accident. It requires developing 
and implementing a comprehensive plan. Vernon agrees with former 
Ohio State University football coach Woody Hayes who used to say, 
“Without a plan, you can’t score.”

Vernon has a master’s degree in psychology from Johns Hopkins 
University and he is a member of the American Society of Training 
and Development.

He and his wife, Gayle, live in Columbia, 
Maryland.
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From the Author of  “425 Ways to Stretch Your $$$$”
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