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INTRODUCTION

The purpose of this handbook is to provide information about the National Park Service
to help employees make career and life decisions. It is designed specifically for internal
use by National Park Service employees.

This handbook could not have materialized without the assistance and cooperation of
many people. Special acknowledgement must go to:

Séndra M.J. Wong, U.S. Forest Service; and the following National Park Service
employees:

Becky Mills, Chief, Equal Opportunity, WR
Bob Bessette, Voucher Examiner, WRQ
Lynn Guidry, Personnel Staffing Specialist, WRO
Chris Cameron, Ranger Activities, WRO
Pauline Jue-Obermeyer, Employee Development Specialist, WRO
Cory Barnett, Secretary, WRO
Nancy Robinson, Personnel Clerk, WRO
Eva Chaidez, Secretary, WRO
Dick Cunningham, Chief of Interpretation, WR
Virginia Allin, Management Assistant, WRO
Since this is the first issue of the handbook, we would like your feedback on how useful it
is to you. If you have any suggestions on how this handbook could be improved, please
send your comments to:
EEOQO Committee
Western Regional Office
National Park Service

450 Golden Cate Avenue, Box 36063
San Francisco, CA 94102



CAREER PLANNING

It is ultimately YOU who must decide what your goals are

Each of us is unique because of the different combination of skills, experiences,
education, interests, values, needs and personality traits. Although these constantly
influence our decisions and action, many of us take them for granted, overlook them, or
may not even know what they are. However, you cannot ignore your set of attributes if
you want to take charge of your life and career.

Career planning is not an easy task; it is time consuming, often frustrating and there are
no guarantees. Other people cannot decide for you, because only you are in a position to
define your own "success." Once you have set your own goals, you cannot sit back and
wait for them to materialize. You accomplish your goals only through hard work. If the
position you are in today is different from and does not lead up to where you want to be,
and if you want to move closer to your goals, then you must make plans indicating the
various steps it takes to reach your goal. The crucial questions then become: What are
you willing to sacrifice? How flexible are you? How much effort are you willing to
expend in order to change your situation?

Career and life goals do not make much sense unless they coincide with what is
important to you. Therefore, before you can set meaningful goals, you must know your
values, skills, interests, and priorities. It is useful to reassess these each time you want
to change a career or life goal, because these may change from time to time. Self-
assessment is an on-going process. For those of you who would like some assistance in
self-assessment, the following suggestions may help you begin the process. (Several self-
assessment exercises have been included in this handbook.)

Define your "success" by ldentifying:
- Your Personal Values (see page 5)

- Your Work Values (see page 6)

Your Skills (see page 7)

Your Interests (see page 8)
= Your Personality Styles (see page 9)
- Your Priorities (see page 11)
Once you have assessed yourself, you will be in a better position to decide on your career

and life goals. (A decision-making process has been included on the next page for those
who would like some assistance in making decisions.)
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THE STEPS IN DECISION-MAKING

(The process of making a choice among alternatives)
Recognize and define the decision to be made.
Know what is important to you and what you want to attain or accomplish. (This is
probably the most important and difficult step. Refer to the front of this page if
you want some assistance. Remember: Self-assessment of your values, interests,
abilities, priorities, etc., is an ongoing process.)
Gather information so as to identify:
a. Possible alternative actions. (It is useful to write these down)
b. Both good and bad consequences of each alternative.
C. The probability that each of these consequences is going to occur.
d. How desirable is each consequence to you. (Be able to rank the desirability.)
You should gather information from a wide variety of sources. These include:
printed materials; ideas, opinions and feedback from other people; survey, tests,

and critiques; what you know about yourself; classes, workshops, courses, etc.

Make a choice on the alternative that meets your needs with the minimum accept-
able level of risk. (All decisions involve uncertainty and risks, and not all decisions
will meet all of your needs.)

Lay out a course of action to achieve the goal.

a. What are the specific results you want to achieve? Are they stated in such a
_ way that you will know when you have achieved them?

b. List the specific steps you need to take to reach the goal.
Ce Establish target dates for each of these steps.

d. What resources (e.g., money, time, people, machines, etc.) do you need in
order to carry out the plan?

Readjust and re-evaluate each time a new issue or concern arises that affects your
plan. (Begin with step #1 again.)






