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Congratulations!

You are taking the frst step toward a better understanding of
possible career matches, as well as the education (programs
and majors) necessary to move toward your career goals.
The purpose of this guide is to assist you in pursuing majors and careers
consistent with your interests, skills, values, and personality. Through career
education, self-assessment, and exploration you discover yourself and learn how
you ft in a variety of careers, as well as learn about the education needed to
obtain your career goals.

Your Kirkwood
Career Services team:
1. Shauna Rasmussen,
Career Services Coordinator
2. Morris Pounds,
Professor, Career Counselor
3. Danielle Ebaugh,
Career Services Supervisor
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4. Lexi Fields,
Career Services Coordinator
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ONLINE PERSONALITY ASSESSMENTS
NERIS Type Explorer®
Take the NERIS Type Explorer ® assessment at
www.16personalities.com. Each question will have you
choose between options on a scale to determine your
personality preferences. Once you have answered all the
questions, your results will show a personality type. It will be
a fve-letter combination. Information about the strengths,
weaknesses, career paths, and workplace habits of other
people with the same personality type may be helpful when
comparing career options.

What is your fve-letter type? ____________________________
Click on the red “Start Reading” button below your results
summary. You can begin reading right away to get as much
information as possible or you can skip between sections as
you like (using the “Explore Your Type” menu on the left side
of the page).
Use the information on these pages to answer
the following questions:

If you feel that the results do not match you, you can retake
the assessment. You could also explore the different
personality types to fnd the best match. The website shares
more information about how your results are determined at
www.16personalities.com/articles/our-theory.

What are some of the strengths typical of people with your personality type?

What are some of the weaknesses typical of people with your personality type?

List some career paths that suit your personality type:

www.kirkwood.edu/careerservices
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Use FOCUS 2®
on your phone,
tablet, or any
device
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FOCUS 2®
FOCUS 2® is an online, self-guided system that will help you
identify a major at Kirkwood and occupations that best suit
you, and help you develop a career and education plan.
Go to www.kirkwood.edu/careerservices
and click on FOCUS 2®.

When logging in for the frst time, click on “register” under
“Don’t have an account?” and create your own personal
account.
Enter the following access code on the self-registration
page: eagles
Work through each section, completing all requests in order
for your information to appear, you can save occupations
and areas of study (majors) that you’re interested in or no
information will appear in your portfolio!

To discuss your results, call 319-398-5540
for an appointment with a Career Services career coach.

www.kirkwood.edu/careerservices
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Focus 2®: My Career Planning Readiness
This assessment measures how ready you are to engage in career planning activities.
Obstacles that could interfere with your ability to plan could be fnancial, family
responsibilities, etc. If your planning score is low, it would be wise for you to seek help from
a career coach to help you resolve your planning concerns.

Focus 2®: My Academic Strengths
After completing this assessment online, please respond to the questions below.

I do very well in …

I do alright in …

Focus 2®: Work Interest Assessment
This assessment identifes your Holland Code (a nationally recognized standardized
instrument) and matches your work interests to occupations and supporting majors at
Kirkwood. After completing the assessment online, please respond to the following below:
What is your Holland Code? ____________________________

What are your top three occupations from this assessment?
(Online results are displayed in alphabetical order. Choose the three you are most interested in, not
just the frst three results.)

6 | CAREER EXPLORATION WORKBOOK | Kirkwood Career Services

Focus 2®: Values Assessment
Knowing your work values helps you focus on what is important to you. Your values are
meaningful factors to consider when comparing careers. The recommended occupations in
your results involve work values similar to yours, so you may fnd satisfaction in these careers.

My top three values:

My top three occupations:

Focus 2®: Personality Assessment
Using Carl Jung’s theory of personality and the Myers-Briggs Type Indicator (MBTI), this
assessment measures how you prefer to acquire and handle information, make decisions, and
focus your attention.
Using your results, describe the characteristics of your personality and the types of work
activities that typically appeal to your personality type:

What are your top three occupations?

www.kirkwood.edu/careerservices
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Focus 2®: Skills Assessment
A skill is defned as the ability to perform an activity profciently. You have skills that come
naturally, but you can also develop skills through education, work experience, and training.

My top three skills:

My top three occupations:

Focus 2®: Leisure Assessment
This assessment identifes things you enjoy doing for fun and matches those interests to
occupations.

My top three leisure interests:

My top three occupations:
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Focus 2®: Combine Assessments
Combine results from the previous fve assessments to narrow down your results and create
a list of potential occupations. There may not be any careers that match all fve of your
assessments, but that’s ok. Select any combination of assessments you wish. Examine the
occupation list. Try different combinations to discover other potential careers. For a printable
list, select the blue “Create PDF” button near the top of your results.

What are your top three occupations when you combine all assessments?

Try a different combination with less than fve assessments. What are three more
potential careers?

Focus 2®: Explore the Possibilities
Focus 2® offers a variety of tools to help you further explore occupations and majors:
What can I do with a major in … offered at Kirkwood
Community College?
Learn about the majors offered here and the occupations
associated with those majors. Save the majors that
appeal to you for your reference.

What can I do if I majored in ...
Learn the details and specialties for common college
majors.

Explore any occupation
Discover more about 1,000+ occupations.

Explore occupations by job family
Explore occupations associated with any industry.

Compare 2 occupations side by side

www.kirkwood.edu/careerservices
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Focus 2®: My Saved Occupations
An ongoing exploration of occupations will help you make informed decisions about your career
and education.

List three to fve of your favorite occupations that you have saved:

Focus 2®: My Saved Majors
List your top-choice major and three to four other majors that relate to your occupation
choices:

Focus 2®: Review and Print My Portfolio
If you’d like a printable summary of your results, click on the red “Review and Print My
Portfolio” button. From there, click the blue “Select All” link and press “Build My Portfolio” for
a printable summary of your results.
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RESEARCHING CAREERS
Doing some in-depth research and asking questions will
help you evaluate how each career you’re considering might

To start researching, fnd information at these websites:

“ft” you and your lifestyle choices. Break up your research

CareerOneStop

into manageable chunks until you’ve gathered enough

www.careeronestop.org

information to make an informed decision.

Occupational Outlook Handbook
www.bls.gov/ooh

O*Net Online
www.onetonline.org

What Can I Do With This Major
www.kirkwood.edu/careerexploration

Career Option No. 1 ______________________________________________________________
Work Environment/Daily Tasks How would I spend a typical day at work? What would be the hours? What duties, physical demands,
activities, travel, etc., are involved?

Training Requirements What are the education and training requirements? How long will it take me to get ready to enter the feld?

Job Outlook What is the current and future job market in the area where I want to live/work? Are there jobs now and will there be jobs
in the future?

Salary and Benefts What can be expected for entry-level jobs? What is the range of average salaries both nationally and in my area?

Pros After reading about this career, how do you feel it fts you?

Cons What are the pros and cons for you?
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Career Option No. 2 ______________________________________________________________
Work Environment/Daily Tasks How would I spend a typical day at work? What would be the hours? What duties, physical demands,
activities, travel, etc., are involved?

Training Requirements What are the education and training requirements? How long will it take me to get ready to enter the feld?

Job Outlook What is the current and future job market in the area where I want to live/work? Are there jobs now and will there be jobs
in the future?

Salary and Benefts What can be expected for entry-level jobs? What is the range of average salaries both nationally and in my area?

Pros After reading about this career, how do you feel it fts you?

Cons What are the pros and cons for you?

Do you have questions for your career coach or mentor now that you’ve done some research?
Questions I Need to Ask
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INFORMATIONAL INTERVIEWS
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What is an Informational
Interview?
The informational interview is an opportunity to learn more
about a specifc feld or career of interest by talking with a
professional who is currently working in that career. It is a
question-and-answer session that can be done in-person
or via phone. It is an opportunity to learn more about the
daily tasks of the role and the professional’s education and
training, as well as receive advice about internships.

Sample Questions for an Informational Interview
What are your main responsibilities as a ...?
What is a typical day (or week) like for you?
What do you like most about your work? What do you like
least about your work?
What kinds of problems do you deal with?
What kinds of decisions do you make?

Arranging an Informational
Interview
• Our career services offce is well connected to local
employers and professionals working in a wide range of
careers and felds. Set up a time to meet with a career
coach by calling 319-398-5540 to set up an appointment
and learn more!
• Set up a time to meet with instructors in your program
to see if they can help connect you with an alumna or
alumnus who has graduated from the program.
• Use LinkedIn to connect with local professionals within
your career interest area.

How does your position ft within the organization/career
feld/industry?
What current issues and trends in the feld should I know
about/be aware of?
What are some common career paths in this feld?
What kinds of accomplishments tend to be valued and
rewarded in this feld?
What related felds do you think I should consider looking
into?
How did you become interested in this feld?
How did you begin your career?
How do most people get into this feld? What are common
entry-level jobs?
What steps would you recommend I take to prepare to enter
this feld?
How relevant to your work is your college major?
What kind of education, training, or background does your
job require?
What skills, abilities, and personal attributes are essential
for success in your job/this feld?
What are the most effective strategies for seeking a position
in this feld?

Preparing for an Informational
Interview

Can you recommend trade journals, magazines, or
professional associations that would be helpful for my
professional development?

• Think about what you want to learn from that
professional and then select questions accordingly.

If you could do it all over again, would you choose the same
path for yourself? If not, what would you change?

• Do your homework on that professional’s company.

What advice would you give someone who is considering this
type of job (or feld)?
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Request for an Informational Interview Communication

john.brooks@business.eg

Informational Interview Request

Mr. Brooks,
I am a student at Kirkwood Community College going through the career exploration process and currently researching the
feld of accounting. I’m wanting to learn more about the feld by talking to professionals currently working in the industry to
see if it could be a good potential career for me.
It would be great to meet with you and see what you do. You might be able to offer some professional advice for someone
who is considering the feld of accounting. I promise to only take 15 – 30 minutes of your valuable time. Would you be willing
to help me out?
I would greatly appreciate any advice you might be able to give me. I will call you next week to follow up or you may contact
me at 319-378-5454 or by email at lwilson25@yahoo.com.
Thank you for your consideration,
Liam Wilson

Informational Interview
Etiquette
Follow-Up “Thank You” Communication

• Dress professionally. Even though it
is not a job interview, it is the frst
impression that you are making on
this professional who you hope to
turn into a mentor.

john.brooks@business.eg

• Bring an extra copy of your resume

Thank you for your time

in case it is requested.
Mr. Brooks,
• Ask the professional for their business

Thank you for taking the time to speak with me and offer your
professional advice on Thursday, March 7.

card for purposes of following up with
a thank you.

I appreciate having the opportunity to learn more about your
company, as well as the education and training that you received in
the feld of accounting.
I hope that if I continue to have questions that I can reach out to
you for further advice.
Thank you again for your time.
Liam Wilson
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Job Shadow Refection
Based on your Informational Interview/Job Shadowing/Internship experience, take some time to think about your future career
plans using the following questions:

Describe the company/business you visited.

What did I learn about the industry and/or the professional’s role?

What surprised or excited me the most?

Am I still interested in this career path? Why or why not?

What concerns do I have about this line of work?

Can I see myself enjoying a job like this? Why or why not?
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Does this career capitalize on my strengths and align with my values?

What skills do I need to gain or further develop to succeed in this feld?

What information am I still missing?

How has the experience changed the way you view the career?

Additional notes or thoughts:

www.kirkwood.edu/careerservices
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NEXT STEPS
Tips on Effective Decision
Making and Goal Setting

• Select an option and design a course of action to
implement the decision: Effective goal setting is
essential to move from intention to action.

It is common to feel overwhelmed when making decisions
regarding your future career goals. Some of the most
common barriers when making this decision include:
• Inadequate self-exploration and assessment
• Inadequate exploring of career options
• Excessive researching and compiling of information,
without a framework to sort through the information
• Being afraid to make “the wrong choice” and thus
making no choice at all
The decision-making process can vary depending on the
person and situation; however, it can be helpful for everyone
to organize the process. Below are some key steps that will
help.

SMART Goals
Creating an action plan that breaks long-term goals into

• Identify the decision to be made Is there more than one
decision on the table?
• Know yourself Identify and prioritize your values.
• Develop options and alternatives Get help brainstorming
and expanding possibilities.
• Get relevant information and data What information

SMART short-term goals and tasks will greatly increase your
chances for success!

S

Specifc Your goals should be focused and answer

M

Measurable Quantify your tasks. How will you know

A

Attainable Separate which tasks you control, and

who, what, where, when, and why.

when you are successful?

are you missing? Conduct Internet based research, gain

those that rely on chance or help from others.

hands-on experience through an informational interview,

Taking small yet consistent steps will help you reach

and fll in the gaps with volunteerism, job shadows, or

lofty goals.

internships.

R

Relevant Do your research. Are you focusing on the

T

Time-bound Identify or set a deadline or time

most effective methods?

• Evaluate options List pros and cons, identify risks and
potential consequences (positive and negative). Assess
how the options match your values.

www.kirkwood.edu/careerservices
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Build Your Career Development Plan
Refect upon your long-term goals and the immediate steps you will take in the
short term. Follow these steps to help you work toward achieving your goals:

1. Defne your goal
2. List specifc action steps (break it into smaller tasks)
3. Identify resources that can help you achieve your goal
4. Set deadlines and stick to them!
5. Identify obstacles
6. Adapt as needed

SMART Goal No. 1:
Specifc What do you want to accomplish? Who needs to
be included? Why is this a goal? Who? What? Where? When?
Why? Which?

Measurable Milestones and metrics. How can you
measure progress? How will you know you’ve met your goal?
Achievable Do you have the tools/skills to accomplish
your objective? If not, how can you acquire them? What is
the motivation for this goal?

Relevant Does it ft with your overall objectives? Why am I
setting this goal now?
Time-bound Intermediate and fnal deadline. What’s the
timeline and is it realistic?

SMART Goal No. 2:
Specifc What do you want to accomplish? Who needs to
be included? Why is this a goal? Who? What? Where? When?
Why? Which?

Measurable Milestones and metrics. How can you
measure progress? How will you know you’ve met your goal?
Achievable Do you have the tools/skills to accomplish
your objective? If not, how can you acquire them? What is
the motivation for this goal?

Relevant Does it ft with your overall objectives? Why am I
setting this goal now?
Time-bound Intermediate and fnal deadline. What’s the
timeline and is it realistic?
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NOTES
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