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Career action plan template 
Example 
Broad goal: To identify a career where I can make a difference 
	Goals 
	What will I do? Make your target SMART 
	Date to be completed 
	Outcome 
	Date completed 

	1 
	Undertake online research to generate some career ideas including browsing occupations pages on Careers Service website, looking at graduate destinations for Business Studies and completing Prospects Planner tool to get suggestions for jobs and careers that might suit me 
	15th October 
	Identified 3 careers to research further including management consultant, chartered accountant and investment management analyst 
	15th October 

	2 
	Further research into my job ideas to get a realistic view of what the jobs involve and what I would need to do to succeed including reading job profiles and talking to professionals working in those jobs 
	15th 
December 
	Read some job profiles to find out the day to day activities for the careers I am interested in. Spoke to an accountant to get an inside view on what the job is really like. Found out that work experience will be really important. Now I would like to focus on accountancy and getting some work experience over the summer 
	15th December 

	3 
	Track down some work experience 
opportunities in accountancy for the summer by looking at job vacancy websites including MyCareerHub and by writing to accountancy firms to see if they can give me work experience 
	15th March 
	Found 3 accountancy internships to apply for and I will also write to 5 companies to see if they have any summer work experience available 
	15th March 

	4 
	Apply for accountancy internships and send CV and cover letter to 5 companies to see if they have work experience available. To achieve this, I will need to write a CV, cover letter and complete internship application forms 
	15th May 
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