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Å Explore Your Options 

ω DŜǘ tǊŜǇŀǊŜŘ  

ω έ¢Ŝǎǘ-5ǊƛǾŜέ ¸ƻǳǊ /ŀǊŜŜǊ 

    

        

     

  

While You Complete Your Education   

  

CAREER SERVICES   

www.southwest.tn.edu/career -services/      

ά10 Steps to {ǳŎŎŜǎǎέ 

http://www.southwest.tn.edu/career-services/
http://www.southwest.tn.edu/career-services/


2  

  

 

Welcome to Career Services!  

Our goal is to empower students to proactively plan their futures by providing the resources and 

support needed to explore, choose, and develop their careers while gaining knowledge and skills 

in the classroom.   
       

This guide reveals the competencies employers look for and 10 steps to help students master           

 them!   
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TIP:   

  Time Spent Planning Your Career Can Help You:  
ω  Ldentify career options that match your interests and strengths    
ω  Set clear career goals   
ω  Stay motivated through tough times because you know the opportunities    
    ȅƻǳΩƭƭ ƘŀǾŜ ǿƘŜƴ ȅƻǳ ƎǊŀŘǳŀǘŜ  
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bh¢9Υ ¢ƘŜ ά¢Lt{έ ƛƴ 

this guide can help 

boost your success! 
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Are you  ñ Career Ready  ò ? 

  

  

COMPETENCIES 

  

EMPLOYERS WANT   

  

  

  

  

  

  

  

  

  

  

  

  

  

  

Adapted from   the National Association of Colleges and Employers ( NACE )   Career Readiness Competencies   

  

  
  

Exercise sound  

reasoning to analyze  

issues, make decisions,  

overcome problems  

and obtain /    interpret  
knowledge and facts   

  

  

  
Ethically leverage   

digital technologies   to  
solve problems,  
demonstrate effective  
adaptability to new and  
emerging technologies   

  

  

  
  
Co mmunicate ideas  

clearly, public speaking  

skills, able to express  

ideas to others, can  

write and edit letters  
and memos   

  
  

  

Build relationships with  

colleagues and  

customers, work within  

a team structure and  

manage conflict 
  

  

COMMUNICATION   
    

CRITICAL THINKING  
  

TEAMWORK   
  

  TECHNOLOGY 
  

  

Leverage the strength    

of others to achieve  

common goals,  use 
interpersonal skills to  

coach and develop  

others, able to manage  

Emotions and motivate  
others   

LEADERSHIP     
  
  
  
  
  
  
  Respect and value  
diverse cultures and  
races, demonstrate  

openness and sensitivity  

with all people,  
understand differences 

  
  

Employers are looking for  

students and graduates  

who are  ά/ŀǊŜŜǊ wŜŀŘȅέ   

and have competencies  

and strengths in the  

areas below.   

As you complete the  άмл   

Career Development  

{ǘŜǇǎ ǘƻ {ǳŎŎŜǎǎέ   outlined  

on the next few pages,  

ȅƻǳΩƭƭ ōŜ ōǳƛƭŘƛƴƎ ǘƘŜǎŜ  

competencies!   

CAREER &   

SELF DEVELPMENT   
  Proactively develop  

        oneself and ƻƴŜΩǎ ŎŀǊŜŜǊ, 
have awareness of ƻƴŜΩǎ 

strengths and weaknesses,   
able to navigate career 
opportunities and   

  

  
  
  Demonstrate  
accountability,  

punctuality, time  

workload management,  

demonstrate integrity  

an d  eth ical behavior 
  

   

PROFESSIONALISM   
  

EQUITY &  

INCLUSION 
    

and networking. 
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  10 CAREER DEVELOPMENT  
 

Steps 1-6 

  

  

  

  

Each semester there are things you can do to prepare for your future career.  Weôve  
identified ñ10 Career Development Steps to Successò to help keep you on track  
while you explore, choose, and prepare for a rewarding career!  
 
Note:  The timeline here is based on full-time enrollment; however, it can be adjusted 
for part -time students.  The step order listed is a general guide, but can be adjusted  
to best fit your goal.  It is more important to complete all steps than to do them in the 
order provided. 

  

  

  

-   

  

  1 - 30  credit hours    

   ST SEMESTER 1   

 
 

STEP #1    

Know Yourself and Find Careers Best - 

Matched to Your Interests  and   

Strengths; Take a Career Assessment    

STEP #2    

Get Professional  Coaching; Discu ss Your  

Ideas, Assessment Results, and Options  
with Career Services and Commit to  

Complete   
  

    STEP #3    

Keep Track of Your  College  

Accomplishments ;   Cre ate an e - Portfolio   

Focus:    

Career Choice & Exploration    

 

  

   ND S 2 EMESTER   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

STEP #  4    

Get ñCareer Readyò; Develop Your  

Professional Resume and Have it  

Reviewed by Career Services    

STEP #  5      

Learn How to Market Yourself, Schedule  
a Practice Interview with Career Services   
  

    STEP #  6    

Build Your Communication Skills at the  

Career Fair While Engaging with    

Potential Employers   

  

Focus:     

Resume & Interview Preparation    

Your journey starts here! 
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