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ACCOMPLISHMENTS

You have had the opportunity in AmeriCorps to provide a great service to others and to accomplish quite a bit. Sometimes, however, it is difficult to describe or remember those accomplishments when you have to sell yourself to others. 

The purpose of this part is to help you think through and write down your accomplishments and learnings of the past year…and write them down in measurable statements that will make you appealing to others. Below is a list of sample verbs that can support you in writing your impact statements.

	Addressed
	Diagnosed
	Recommended
	Interpreted

	Anticipated
	Determined
	Recruited
	Interviewed

	Arranged
	Directed
	Sold
	Installed

	Achieved
	Decided
	Spoke
	Inspired

	Administered
	Drew
	Scheduled
	Implemented

	Advised
	Displayed
	Systematized
	Influenced

	Analyzed
	Detected
	Supported
	Instructed

	Assembled
	Distributed
	Shaped
	Illustrated

	Assessed
	Delivered
	Trained
	Initiated

	Audited
	Discovered
	Updated
	Identified

	Acted
	Drove
	Read
	Invested

	Built
	Established
	Rehabilitated
	Instituted

	Budgeted
	Evaluated
	Saved
	Increased

	Coached
	Edited
	Solved
	Kept

	Compiled
	Explained
	Summarized
	Listened

	Coordinated
	Estimated
	Served
	Logged

	Consulted
	Enforced
	Supplied
	Lectured

	Copied
	Experimented
	Traveled
	Made

	Communicated
	Examined
	Tutored
	Motivated

	Counseled
	Expanded
	Wrote
	Maintained

	Constructed
	Facilitated
	Restored
	Managed

	Completed
	Found
	Started
	Moved

	Controlled
	Fixed
	Set-up
	Met

	Collected
	Followed
	Set
	Mobilized

	Conducted
	Filed
	Surveyed
	Modeled

	Consolidated
	Financed
	Supervised
	Negotiated

	Convinced
	Created
	Studied
	Operated

	Checked
	Generated
	Taught
	Ordered

	Designed
	Gathered
	Mentored
	Organized

	Developed
	Gave
	Volunteered
	Observed

	Guided
	Invented
	Represented
	Obtained

	Helped
	Improved
	Repaired
	Performed

	Handled
	Inspected
	Problem-Solved
	Played

	Headed 
	Informed
	Researched
	Planned

	Responsible for
	Imagined
	Raised
	Persuaded

	Prepared
	Promoted
	Resolved
	Purchased

	Printed
	Programmed
	Provided
	


Work with your group to develop a list of accomplishments, including things you learned, using the table below and the verbs from the previous page as guides.

	Verbs


	What or With Whom?
	How Many?
	Results

	Example: Tutored
	Elementary School Students who were performing below grade level
	20
	18 of the 20 students performed at or above grade level after 1,000 hours of tutoring

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Verbs


	What or With Whom?
	How Many?
	Results

	Example: Tutored
	Elementary School Students who were performing below grade level
	20
	18 of the 20 students performed at or above grade level after 1,000 hours of tutoring

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


You are now going to take a Gallery Walk around the room to explore what others developed. In the space below, write all the accomplishments you really liked that are different from those you worked on in your group that you could use for yourself in a resume or interview.

Ideas of Others

	


As we talked in the large group, were there any missing accomplishments that were mentioned that might be helpful to you?

	


MY WORK AND PERSONAL VALUES

Part I – Work Values

For your work to be satisfying, clearly it must be compatible with your values.  Values are principles or standards that influence the way we live our lives – they are the things that matter to us. For some people, money, power, prestige, and status are what it takes for a job to be rewarding.  Others must experience meaning or purpose in the work itself for a job to be satisfying.  Neither is right or wrong. The follow exercises contain lists of work and personal values that could form the basis of your career-planning decisions.   

Be honest with yourself about what is important to you!

Rate each work value using the following scale:

1 =
Very Important to have in my work

2 =  
Somewhat Important to have in my work

3 =
Unimportant to have in my work

A.
Rate the importance of the following work conditions:

	
	Independence/Autonomy – doing what you want to do without much direction from others

	
	Time Flexibility – arranging your own hours, working according to your own time schedule

	
	Change/Variety – performing carrying tasks in a number of different settings



	
	Change/Risk – performing varying tasks or leading new programs that challenge the established order and may be initially resisted

	
	Stability/Security – working in a secure job that pays you reasonably well



	
	Physical Challenge – performing dangerous tasks that challenge your physical capabilities

	
	Physical Demands – performing physically strenuous, but relatively safe activities



	
	Mental Challenge – performing demanding tasks that challenge your intelligence and creativity

	
	Pressure – performing prescribed tasks that leave little room for error



	
	Precise Work – performing prescribed tasks that leave little room for error



	
	Decision Making – making choices about what to do and how to do it




B.
Rate the importance of the following reasons to work (purpose):

	
	To pursue truth/knowledge



	
	To acquire expertise/authority



	
	To use creativity/innovativeness



	
	To foster aesthetic appreciation



	
	To make social contributions



	
	To acquire material gain



	
	To seek recognition



	
	To promote ethics/morality



	
	To seek spiritual/transpersonal gain



	
	(other)



	
	(other)




C.
Rate the importance of the following aspects of work relationships:

	
	Working alone – doing assignments by yourself, with minimal contact with other people

	
	Public contact – interacting in predictable ways with a continuous flow of people



	
	Social – Developing close friendships with co-workers



	
	Group membership – belonging to a group with a common purpose and/or interest

	
	Helping others



	
	Influencing others



	
	Supervising others



	
	Controlling others



	
	(other)




D.
List your three most important work values in each of the previous three categories:

	My Top Three Values

	Work Conditions:



	

	

	

	Work Purposes:



	

	

	

	Work Relationships:



	

	

	


Part II – Personal Values

Whether you realize it or not, every time you make a choice about doing one thing as opposed to another, you make a value-based decision.  When you have a decision that involves two or more conflicting values that are of major importance to you, the decision can be extremely difficult to make (i.e. career values may conflict with family values).  You can, however, make decisions more effectively if you have some idea of what your most important values are and the priority that you give to each.

The following exercises will help you to examine what personal values are important to you and what priorities you give to them.  In reality, your values are expressed through your actions.  If you bring your actions more into harmony with your values, you will feel more in control of your life and more satisfied with the decisions you make.

A.
Values Rating

A list of personal values is provided below.  Using the following scale, rank each value based on its importance to you:

1 =
Very Important

2 =
Somewhat Important

3= 
Not Important

	
	Good health



	
	Many close friendships



	
	A large family



	
	A fulfilling career



	
	A stable marriage



	
	A financially comfortable life



	
	Independence



	
	Creativity



	
	Participating in an organized religion



	
	Having children



	
	A variety of interests and activities



	
	Freedom to create my own lifestyle



	
	Owning a house



	
	A happy love relationship



	
	Fulfilling careers for me and my spouse



	
	Contributing to my community



	
	Abundance of leisure time



	
	Ability to move from place to place



	
	A stable life



	
	A life without stress




	
	Strong religious values



	
	A chance to make social changes



	
	To be remembered for my accomplishments



	
	Helping those in distress



	
	Freedom to live where I wish



	
	Time to myself



	
	Enjoyment o arts, entertainment, and cultural activities



	
	A life with many challenges



	
	A life with many changes



	
	Opportunity to be a leader



	
	To make a major discovery that would save lives



	
	A good physical appearance



	
	Opportunity to establish roots in one place



	
	Opportunities to travel



	
	Opportunity for physical activities



	
	A healthy lifestyle



	
	Exercise



	
	An exciting life



	
	A chance to get into politics



	
	To live according to strong moral values



	
	Opportunity to teach others



	
	To write something memorable



	
	A chance to become famous



	
	To help others solve problems




	
	To make lots of money



	
	Others? – 



	
	Others? –



	
	Others? – 




B.
Out of the values you ranked above, list all the ones with the score of “1”:

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


C.
Out of the values with a score of 1, list your top 5 most important values:

	1)


	

	2)


	

	3)


	

	4)


	

	5)


	


Part III – Reflection

Based on the previous exercises, ask yourself the following questions and journal your answers.

1) Does your life right now, both work and personal, reflect your values?  Is the way you spend your time consistent with your priorities?

2) If the way you spend your time is not consistent with your priorities, how can you make it so?  If the way you spend your time is consistent with your priorities, what can you do to ensure that continues? 

3) As there some parts of your life that you would like to change but cannot right now?  If so, what is your timetable for bringing your lifestyle more into harmony with your values?

4) How do you think your most important personal values will affect your career choice?

5) Based on your top work values, what kind of atmosphere do you know you don’t want?

What is a Vision?

· Future State

· Image or picture of what could be

· Ideal or Place of Excellence

· Implies you are doing what you originally set out to do

When You Close Your Eyes…..

· What do you see?

· What will life look like for you?

· What personal goals will you have accomplished?

· What professional goals will you have achieved?

· What kind of service will you be doing?

GOAL SETTING

“The problem is never how to get new, innovative thoughts into your mind, but how to get old ones out. Every mind is a room packed with archaic furniture. You must get the old furniture of what you know, think, and believe out before anything new can get in. Make an empty space in any corner of your mind, and creativity will instantly fill it”

- Dee Hock

Using a blank sheet of paper, fold it in half five times.  When you open your paper back up, you will have “32 squares”.  

In each square, write down something you would like to accomplish, do, learn, create, etc… in the next 5 years, thinking about the vision you set for yourself earlier. Brainstorm and dream and don’t stop until all 32 squares are complete! 

On the opposite side (in each square), write the value you will get out of doing the activity you listed on the opposite side. Feel free to repeat values as many times as you wish. 

When you finished, circle the top five values that stand out for you. 

Do these values match the ones you listed in the previous exercise? If so…….Great! If not……why? 

What observations do you have about this? Please take some time to write some of your thoughts.

Side One 

	Travel to Europe


	Clean my basement


	Learn to ski


	Write a book



	Earn my degree


	Open a savings account


	Shave my head


	Be on TV



	Organize my files


	Walk, ride in a race for charity


	Visit my uncle


	Be financially independent



	Meet the President


	Start an AmeriCorps program


	Teach 


	Work at a ropes course



	Work on a ranch


	Own a pig


	Read classic novels


	Read leadership books



	Adopt a child


	Grow old with someone


	Cure my back pain


	Go to my high school reunion happily



	Volunteer overseas


	Learn more about politics


	Learn more about cars


	Renovate a house



	Walk 30 minutes every day


	Learn to paint


	Be in a musical


	Lose 15 pounds




Side Two

	Adventure


	Accomplishment
	Adventure
	Intellect/Learning

	Intellect/Learning
	Financial Security
	Fun
	Fun 



	Accomplishment
	Fitness
	Family
	Financial Security



	Political Involvement
	Service/Giving Back
	Service/Giving Back
	Adventure



	Travel
	Love/Family
	Intellect/Learning
	Intellect/Learning 



	Love/Family
	Love/Family
	Health
	Friendship



	Service/Giving Back
	Political Involvement 
	Intellect/Learning
	Financial Stability



	Fitness
	Fun
	Fun
	Health




MY ACTION PLAN

	Specific Square Goal:



	Action Steps
	Timeline
	Supports
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	Timeline
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“There are two ways of exerting one’s strength; one is pushing down, the other is pulling up.”

- Booker T. Washington

“Nature herself has never attempted to effect great changes rapidly.”

- Quintilian

Additional 

Resources

PROGRAM REFLECTION

Following are a list of questions that would be helpful for you to reflect on as you think about your year of service. Reflection is always a useful tool to process your experiences and help you think about how you can carry these experiences forward into your next adventures. Use a journal or any sheet of paper that can serve as a place for you to write out your thoughts…

WHAT?

What issues are you addressing through your service? 

What challenges did you encounter in your year? 

What do you wish had been different?

What are you most proud of?

What difference did you make during your year? 

SO WHAT?

You – The Member

Have you changed as a person (worker, community member, team member, friend, family member) since your year began?

Did you learn a new skill or clarify an interest?

Anything else you learned about yourself?

What changes can you make or things you can do to ensure the remainder of your year is a success?

Recipient – Students, Parents, etc

What did you learn about the people/community you served?

Community

What are some of the pressing needs/issues in the community that affect your service and/or your recipients?

NOW WHAT?

If you were in charge of the project, what would you do to improve it?

What will service look like for you in your future? In what ways will you continue to be engaged in your community?

What from this year, do you want to carry forward in future work that you do? 

TRANSFERABLE SKILLS

Skills come in a variety of forms and differ from person to person. Simply put, they are something you do well – attributes that represent your strengths, key abilities, characteristics, tendencies, and life experiences. 

Transferable skills are those that you can easily use in any situation or setting. They are related to your performance and ability and apply to working with people, data, and things. For example, you might be good at repairing cars and other machinery. Repairing is a transferable skill that you could take with you in many settings. 

Experts in the career and life coaching arenas state that there are categories in which transferable skills fall. These are:

1) Manual /Technical;

2) Analytical/Problem Solving;

3) Innovative/Original;

4) Social/Interpersonal;

5) Managing/Influence; and

6) Detail/Data

Now that you have a general understanding of transferable skills, let’s find out some of yours!

Step One

1.
Read through the following list carefully. Put a check in the “possess” column for each skill you have. For example, if you have ever assembled or installed anything, check the “possess” box by “assemble/install”;

2. 
After reading the list again, place a check in the “Like to Use” column if you enjoy using that particular skill. For example, you may be an assembler or installer, but you may not like to perform these tasks. If you possess a skill, but prefer not to use it, don’t place a check next to it; and

3.
Go through the list again. This time, place a star in the “Good At” column if you are really good at the skill, whether you like it or not.

	
	Possess
	Like to Use
	Good At

	Manual/Technical
	
	
	

	Assemble/Install
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Construct/Build
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Fix/Repair
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Work with Animals
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Use Hand Tools
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Operate Machinery or Equipment
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Drive Vehicles
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Move Materials by Hand
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Work with Plants
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Landscape/Keep Grounds
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Possess Physical Stamina
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Labor Outdoors
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Use Hands Well
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	
	

	Analytical/Problem Solving
	
	
	

	Analyze/Diagnose
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Research/Investigate
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Interpret Data
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Classify/Organize
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Evaluate/Assess
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Write Scientifically or Technically
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Make Logical Decisions
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Analyze Finances
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Reason Mathematically
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Use Facts
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Separate Important from Unimportant Facts
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Put Facts, Figures, or Information into Logical Order
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Explore Scientifically
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Use Logical or Rational Reasoning
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	
	

	Innovative/Original
	
	
	

	Use Imagination to Create
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Design Graphically
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Use Intuition
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Design Programs, Events, Activities
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Originate Ideas
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Act/Perform
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Write Creatively
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Think of Many Possibilities
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Have Artistic sense
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Draw/Design Artistically
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Move Creatively/Dance/Mime
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Put Facts and Ideas Together in New, Creative Ways
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Innovate/Invent Something New or Different
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Compose Music, Songs, Lyrics
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	
	

	Social/Interpersonal
	
	
	

	Listen Skillfully
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Develop Support, Understanding
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Counsel/Help/Guide/Mentor
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Draw People Out/Interview
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Instruct/Train/Educate
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Put Others at Ease
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Facilitate Groups
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Communicate with Tact
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Serve/Respond
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Provide Information/Advise
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Cooperate with Others
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Show Warmth and Caring
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Support and Cooperate
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Heal/Nurse/Nurture/Care
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	
	

	Managing/Influencing
	
	
	

	Administer Program or Resources
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Direct/Supervise Others
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Make Business-Related Decisions
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Negotiate/Contract with Others or Groups
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Sell/Persuade/Influence
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Convince Others Through Force of Personality
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Oversee Programs, Projects, Activities
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Organize/Set Group Goals/Plan
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Undertake Entrepreneurial Activities
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Organize and Manage Activity, Task, or Project
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Exercise Leadership in a Group
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Take Risks in a Public Setting
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Negotiate Deals or Transactions
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Coordinate People and Activities in Work Together
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	
	Possess
	Like to Use
	Good At

	Detail/Data
	
	
	

	Work with Numerical Data
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Proofread/Edit/Write Technically
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Inspect/Examine/Inventory
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Type/Word Processing
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Follow Directions and Procedures Accurately
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Be Careful and Accurate
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Do Math Quickly and Accurately
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Schedule/Organize Activities or Events
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Complete Details on Schedule
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Keep Track of Data or Numbers/Accounting
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Categorize/Sort/Place Items in Right Places
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Remember Numbers of Specific Facts
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Attend to Details
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	File/Classify/Record/retrieve
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



Step 2

In the space below, list the transferable skills you marked in all three columns above. These are the skills you possess, like to use, and are really good at. In addition, please mark in the appropriate column if these skills are related to people, data, or things. For example, if you marked all 3 columns for “Do Math Quickly and Accurately” then you would check the “Data” box.

If your next step is to seek employment, your probably will want to look for jobs that use these skills. 

	Those Skills I Marked in All 3 Areas
	People
	Data
	Things

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	Those Skills I Marked in All 3 Areas
	People
	Data
	Things

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



Step 3

Now check to see which three categories (of the 6) you marked most often i.e. “Manual/Technical” or “Innovative/Original”. 

Write below, from 1 – 3, those categories, with 1 representing the category with the most marks, 2 representing the category with the second most marks, etc.

1)

2)

3)

Step 4

Now look at the skills you possess and/or are good at, but that you do not want to use and write them down. These are skills that you want to avoid using to a great extent, because they are ones that don’t bring you happiness.

1)

2)

3)

4)

5)

6)

Step 5

Finally, write down those skills that you would like to use, but do not possess and/or are not good at. These are skills that you may want to develop as time goes on either through a formal education like college or through special training or certification.

1)

2)

3)

4)

5)

6) 

Now that you have taken the time to assess what technical skills you possess, want to possess, or need to avoid, it is now time to take a look at your interests and see if they match with the information you detailed earlier.

INTERESTS
Many career specialists state that we develop preferences for certain activities during our early years and these preferences largely determine our likes and dislikes throughout life. 

John Holland states that there are 6 Personality styles that help us to think about what work environments meet our personal needs and provide us with satisfaction. The more compatible your Holland Style is with your activities, organizations, and work, the more satisfied you will be. These styles, in their pure form, are:

	Realistic
	This type tends to skilled trades such as plumber, electrician, and machine operator. People of this type like to use skills such as those needed by airplane mechanics, photographers, draftspersons, and some service occupations.

	Investigative
	This type tends to scientific-related work such as chemist, physicist, mathematician, laboratory technician, computer programmer, and electronic worker.



	Artistic
	This type tends to artistic work such as sculptor, designer, artist, music teacher, editor, writer, and musician.



	Social
	This type tends to education pursuits such as teacher and college professor; and social service positions such as social worker, rehabilitation counselor, and professional nurse.



	Enterprising
	This type tends to managerial and sales positions such as personnel, production, manager, and life insurance, car, or real estate salesperson.



	Conventional
	This type likes office and clerical type work such as teller, accountant, administrative assistant, receptionist, and credit manager.

 


Ask yourself: If I could do anything in the world, what would I do? OR What would I do if I won the lottery and did not have to earn money ever again?  

Look at the following charts and think about the type with which you are most aligned.

	
	Realistic
	Investigative
	Artistic
	Social
	Enterprising
	Conventional

	Characteristics
	Stable

Physical

Practical

Frank

Self-Reliant
	Analytical

Independent 

Curious

Intellectual

Precise
	Imaginative

Idealistic

Original

Expressive

Impulsive
	Cooperative

Understanding

Helpful

Tactful

Sociable
	Persuasive

Domineering

Energetic

Ambitious

Flirtatious
	Conscientious

Orderly

Persistent

Conforming

Efficient

	Likes
	Outdoor Work

Mechanics

Athletics

Working with plants, tools, and animals
	Abstract Problems

Science

Investigation

Unstructured Situations

Working Alone
	Ideas

Self-Expression

Creativity

Unstructured Situations

Working Alone
	People

Attention

Discussion

Helping

Socializing
	Power

People

Status

Influencing

Managing
	Order

Carrying out Details

Organizing

Structure

Working with Data

	Dislikes
	Educational Activities

Self-Expression

Working with People
	Repetitive Activities

Rules

Working with People
	Structure

Rules

Physical Work

Details

Repetitive Activities
	Physical Work

Working with Tools

Working Outdoors
	Systematic Activities

Precise Work

Concentrated Intellectual Work
	Unsystemized Activities

Lack of Structure

Ambiguity

	Orientation
	Hands-On Activities
	Problem Solving
	Idea Creating
	People Assisting
	People Influencing
	Detail and Data

	Preferred Skills
	Building

Repairing

Making and Growing Things
	Problem Solving

Analytical Reasoning

Developing Models and Systems
	Creating

Visualizing

Unstructured Tasks

Imagining 
	Interpersonal Activities

Establishing Rapport

Communicating

Helping
	Leading

Managing

Persuading

Motivating Others
	Detailed Tasks

Following Directions Precisely

Repetitive Tasks

	People Who Characterize the Styles
	Thomas Edison

The Wright Brothers

Antonio Stradivari

Chris Evert Lloyd

Johannes Gutenberg

Neil Armstrong

Amelia Earhart

Arthur Ashe

Michael Jordon

Jackie Joyner-Kersee

Nancy Lopez
	Albert Einstein

Sherlock Homes

George Washington Carver

Madam Curie

Sigmund Freud

Charles Darwin

Admiral Grace Hopper

Charles Drew

W.E.B Dubois

Thurgood Marshall

Dr. Taylor G. Want
	Alex Haley

Beverly Sills

Ludwig von Beethoven

Michelangelo Buonarroti

William Shakespeare

Mikhail Baryshnikov

Emily Dickinson

Frank Lloyd Wright

Maya Angelou

Emilio Estevez

Duke Ellington

Janet Jackson

Sinbad
	Helen Keller

Joyce Brothers

Carl Menninger

Kenneth Clark

Florence Nightingale

Mother Theresa

Mahatma Gandhi

Albert Schweitzer

Jaime Escalante

Jocelyn Elders

Coretta Scott King

Desmond Tutu
	Henry Ford

Winston Churchill

Martin Luther King

Margaret Thatcher

Lee Iacocca

Laura Ashley

Golda Meir

Cesar Chavez

Connie Chung

Barbara Jordan

Nelson Mandela
	E.F. Hutton

Dr. Watson (Sherlock Holmes’ Assistant)

Noah Webster (dictionary)

Melvil Dewey (Dewey Decimal system)

Herman Hollerith (keypunch card)

Carolus Linnaeus (botanist)

Clarence Thomas


	Personality Type

	Attribute
	Realistic
	Investigative
	Artistic
	Social
	Enterprising
	Conventional

	Preferences for activities and occupations
	Manipulation or machines, tools, and things
	Exploration, understanding and prediction or control of natural and social phenomena
	Literary, musical, or artistic activities
	Helping, teaching, treating, counseling, or serving others through personal interaction
	Persuading, manipulating, or directing others
	Establishing or maintaining orderly routines, application of standards

	Values
	Material rewards for tangible accomplish-

ments
	Development or acquisition or knowledge
	Creative expression of ideas, emotions or sentiments
	Fostering the welfare of others, social service
	Material accomplishment and social status
	Material or financial accomplishment and power in social, business, or political arenas

	Sees self as
	Practical, conservative, and having manual and mechanical skills – lacking social skills
	Analytical, intelligent, skeptical and having academic talent – lacking interpersonal skills
	Open to experience, innovative, intellectual – lacking clerical or office skills
	Empathetic, patient, and having interpersonal skills – lacking mechanical ability
	Having sales and persuasive ability – lacking scientific ability 
	Having technical skills in business or production – lacking artistic competencies 

	Others see as
	Normal, frank
	Asocial, intellectual
	Unconventional, disorderly, creative
	Nurturing, agreeable, extroverted
	Energetic, gregarious
	Careful, conforming

	Avoids
	Interaction with people
	Persuasion or sales activities
	Routines and conformity to established rules
	Mechanical and technical activity 
	Scientific, intellectual, or abstruse topics 
	Ambiguous or unstructured undertaking


As stated earlier, your Holland Type becomes important as you begin to make choices about your future or assess your current choices.  By understanding your type, you are better able to focus on the learning, service, work, and leisure activities you prefer. 

Complete the following activities to better determine which Holland type fits you best.

Step 1

Based upon the charts on the previous pages, list the types you think best describe you in the second column. 

Are you Social? Conventional? Realistic? 

List the three that come closest. In the third column, explain why.

	
	Holland Type
	Why

	Most Like You:


	
	

	Second Most Like You:


	
	

	Third Most Like You: 


	
	


Step 2

Review the 2 columns below. They show how the transferable skill categories you worked on earlier relate to the Holland Types

	Transferable Skill Categories
	Holland Type

	Manual/Technical
	Realistic

	Analytical/Problem Solving
	Investigative

	Innovative/Original
	Artistic

	Social/Interpersonal
	Social

	Managing/Influencing
	Enterprising

	Detail/Data
	Conventional


Now, take the 3 transferable skills categories you listed in Step 3 of the Transferable Skills Section and write them down in the appropriate column. 

Then list the associated Holland Type as detailed in the above chart. So let’s say you listed “Manual/Technical” as one of your top skill categories, you would list “Realistic” as the associated Holland Type. 

	My Top 3 Transferable Skills Categories
	The Associated Holland Type Based on the Previous Chart

	
	

	
	

	
	


Do the Holland Types match what you wrote down in Step 2 of the Holland Section? If so, this is a good sign that lets you know you are on the right track. If not, what does this tell you? 

Please know that we all do not have a “pure” type or only a few transferable skills. We often times flow in and out of various ones or have skill sets in many areas.  So maybe right now, you have all kinds of interests that fall into many of the types and categories. Your decision now will be to think about your future focus.

Individual Reflection Questions

1)
If you could do anything in the world, what would you do…? Does your Holland type match this dream? If not, why?

2)
What ideas do you have to get into those jobs or educational areas?

3)
What resources are available to help you further your plans or ideas you have to get where you want to go?

4)
Do these categories reinforce your future plans, challenge them, give you ideas…?

5)
What kind of work or skills do you know you DON’T want to do or use?

6)
What skills do you want to develop that you have interest in, but either don’t possess or are not good at yet? Any ideas on how you can do this?

ADJOURNING CHECKLIST
Take the following online courses to help you think about next steps and prepare appropriately for the use of your education award:

· What’s Next – Life After Your Service Year - http://encorps.nationalserviceresources.org/whatsnext/index.shtml 

· Getting the Most Out of Your Segal AmeriCorps Education Award - http://encorps.nationalserviceresources.org/edaward/index.shtml 

Join the following groups - they keep you connected and are a resource for future job opportunities:

· AmeriCorps Alums – if you go to “Member Benefits” and click on “Member Chart”, you can see the different membership levels and costs - http://www.americorpsalums.org/
· AmeriCorps ListServe – click on the following link, scroll down to the ACList link and subscribe – make sure to do the daily digest so you only get one email per day – this is a place where jobs are posted – if after awhile you don’t find it helpful, you can always unsubscribe - http://www.nationalserviceresources.org/email-lists#aclist 

Take the following steps to ensure your transition is a smooth one and you lay the foundation for future success, both the program and you:

· Update your resume and share it with program staff to get their feedback

· Complete the additional exercises in your Life After AmeriCorps packet

· Get contact information from all of your fellow members

· Get contact information for any person who might serve as a future reference or professional contact

· Leave some tools and ideas behind that are written and in a usable format so members that follow can build upon your great work

· Write a letter to the members that will come next – what you learned, things you wish you had done differently, notes about your service or site, etc…

· Build bridges – make sure you leave the program on a good note

· Write thank you notes to all the people who supported you in the program

NOTES…
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