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Dedication 
 

To the Graduation Class of 2012, of the University of Technology, Jamaica. You 

have set a noble goal, followed through and achieved it. CONGRATULATIONS! 

We greatly admire your ambition, tenacity and excellence which characterized 

your academic career. May your academic experience serve you well as a catalyst 

to your continued success in life and work. 
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Vice President Development & Community Service’s 

Message 
 

 

I am happy to greet you our readers as valued members 

of the CAST/UTech Alumni Community of the 

University of Technology, Jamaica.  We continue to 

follow-through on our lifelong commitment to support 

your personal and professional development beyond 

graduation. Therefore, this e-Report: How to Make 

Work…WORK! was created with two audiences in 

mind. One audience is our young graduates entering the workforce for the very 

first time, who may be excited and apprehensive as to what to expect of themselves 

and the organizations in which they will work. The other audience is our seasoned 

professionals who have worked for some time, and have developed a more 

informed perspective of themselves as professionals, and the work context in 

general.  

For our new graduates, this e-Report will be an excellent on-boarding guide which 

will enable you to transition smoothly into the professional context. For our more 

seasoned graduates, this e-Report is an excellent reflection tool, which will help 

you assess the quality of your relationship with your employer, your capacity to 

deal with workplace dynamics, and the adequacy of your career management 

strategies to date. 

As alumni of CAST/UTech we are confident that you already possess the aptitude 

to build on the knowledge you have received during your academic preparation, 

Prof. Rosalea Hamilton 
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using this and other material, and life and work experiences, to strategically design 

and manage a successful professional career. The University of Technology, 

Jamaica remains your number one champion and looks forward to offering you 

more programmes, services and content that will result in you experiencing your 

best life. 

“Here’s to the success of the CAST/UTech Alumni Community!” 
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About the Alumni Relations Office (ARO) 
 

Mission 

 

The Mission of the Alumni Relations Office of the University of Technology, 

Jamaica is three-fold: 

 

 To connect alumni to each other 

 To connect alumni to the university 

 To connect alumni to the current student body 

 

Vision 

 

The Vision of the Alumni Relations Office of the University of Technology, 

Jamaica is to develop a high level synergy between the University and its Alumni 

Community, through the strategic exchange of benefits, resulting in the ongoing 

personal and professional development of our alumni, at their various stages in the 

life cycle, as well as the ongoing development of the University, through the 

strengthening of its donor, volunteer and lobby capacity.  

 

Professional Office  

 

Alumni Relations Office Staff 

 

Miss Cheryll Messam 

Alumni Relations Manager 

Certified Professional Life & Corporate Coach 

Email: cmessam@utech.edu.jm 

Corporate Email: Utech.alumni@utech.edu.jm  

Phone:  876-970-5468 / c: 876-809-4274 
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Affiliate Volunteer Groups 

 

Association 

Alumni Association of the University of Technology, Jamaica  

Email: utechalumni@gmail.com  

 

Chapters 

New York  

South Florida 

Canada 

United Kingdom 

 

Special Interest Groups (SIGS) 

Pharmacy 

Architecture 

Faculty-Staff 

Engineering & Computing 
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How to Make Work…WORK! 
 

We in the Alumni Relations Office (ARO) at UTech continue to seek practical 

ways to support you our graduates in your ongoing personal and professional 

development. This e-Report: How to Make Work…WORK! was created to help 

you prepare to be successful as an autonomous professional in the workplace, as 

well as successful in the overall management of your career. The content is 

appropriate for young professionals entering the workforce for the very first time. 

It is also appropriate for the more seasoned professionals who may have been 

experiencing work, without the benefit of a relevant framework to guide their 

preparation, interpretations and responses, within the context of the various 

organizations for which they have worked to date. 

 

The philosophy which underpins the content of this e-Report is two-fold: 

 

 The professional is primarily responsible for his/her success at work. 

 Success at work is largely determined by personal preparation.  

 

Furthermore, much of that preparation is independent of and external to the 

workplace, hence our emphasis on topics such as : Know Your Values & 

Boundaries; Clarify Your Goals & Priorities; Create Your Financial Plan; 

Establish Meaningful Connections and Manage Your Career. This contrasts with 

our lesser emphasis on the actual work context, illustrated in only two of the seven 

topics: Be Professional and Monitor Your Environment. 
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The greater the choices and options we have as individuals, the greater our 

capacity to withstand uncertainty in any aspect of life.  With the great and rising 

uncertainty with regard to employment worldwide, indicated by ongoing news 

reports of high unemployment; job and industry obsolescence; wage freezes; and 

the extension of the retirement age, now more than ever, the professional who 

desires to withstand the uncertainties will need to intentionally strengthen his/her 

position in the labour market.  Ultimately, we hope that this e-Report will provide 

a useful framework for the professional who wishes to strategically improve 

his/her employability and relevance, and thereby increase capacity to engage with 

employers as equal partners in the contract known as Work. 

 

 

 

 

 

 

 

 

Do let us know if you found the information in this e-Report: How to Make 

Work…WORK! helpful to you. Contact us with your comments at email: 

utech.alumni@utech.edu.jm . We look forward to hearing updates on your success 

and exploring additional ways to serve you and support your ongoing personal and 

professional development beyond your time with us at CAST/UTech.  

 

 

 

 

 

 

 

 

 

 

 

Disclaimer: The University of Technology, Jamaica (UTech) has cited examples of websites in this 

document that can be used as references, and UTech is not liable for any loss or damage, personal or 

otherwise, from the use thereof. This document is subject to change by UTech with or without prior 

knowledge of the users. 
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1. Know Your Values & Boundaries.  Values are the deeply held beliefs 

that lay at the heart of why we think about life the way we do, and why we 

do the things we do…daily. Values can be positive (e.g. respect for all 

people) or negative (e.g. deception), and they indicate to us who we are and 

reveal who we are to others. The matter of having ‘Boundaries’ is related to 

this. Having boundaries means that in any given matter we have a clear 

sense of who we are, and who we are not, and what we are responsible for, 

and what is the responsibility of the other persons in the matter.  

 

Physical Boundaries help us determine who may and who may not touch our 

bodies. Mental Boundaries help us recognize that we are entitled to our own 

thoughts and perspectives without any need for apology. Emotional 

boundaries help us identify and sort out our own emotions and step away 

from the negating or manipulative emotions of others. Spiritual boundaries 

help us identify God’s will separately from our own. Thus boundaries help 

us to protect and honour our values as we interact with others in daily life.  

 

However, some of us operate without a concrete sense of our values, 

because we have never taken the time to intentionally think about them. 

Therefore, we are at risk of being violated by powerful or influential 
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persons. Alternatively, we may experience traumatic, or high-pressure 

events which exercise strong influence over our choices and persuade us to 

make decisions that are contrary to our values.   

 

The world of work is a context which frequently violates boundaries and 

challenges the values of employees. This can be for a variety of reasons 

including: the reality of the workplace being comprised of fallible human 

beings, with unresolved anger and resentments; with different levels of 

maturity; and with a variety of beliefs stemming from being raised in a 

variety of family contexts, and cultures. Other factors that may contribute to 

the erosion of employee values include the absence of: good leadership; 

appropriate and adequate human, material and system resources; a credible 

accountability system of checks and balances and good governance.  

 

Despite the tough context that the workplace may be, if we plan ahead, by 

taking the time to determine who we are; what we like and don’t like; what 

we will negotiate on; and which of our beliefs is non-negotiable, we will 

withstand the inevitable attempts to erode our values that will come through 

life and work experiences. To take action today to identify your Values & 

Boundaries see Appendix A for Values Clarification Exercise. 



12 
 

2. Clarify Your Goals & Priorities.  You get clarity by choosing from 

time to time to disengage from all the things, circumstances, and people in 

your life that serve as a distraction, so you can spend time…thinking deeply 

about your life.  You will find that once you have clear and prioritized goals 

and a related action plan to achieve them, your work experience will be 

more purposeful.  

 

When you know what you want for your life, you can more easily decide    

a) Whether your current work context is enhancing or disabling your 

chances of attaining your goals. b) What are the better opportunities for you 

within the organization/field or in a different organization or area of work.  

c) Whether you are on track with your goals and priorities, and then make 

informed decisions to keep your life on a satisfying and productive course. 

To take action today to Clarify Your Goals & Priorities see Appendix B 

for Clarity through Idealization Exercise. 
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3. Create Your Financial Plan. You will need money to live, and you 

will need money to finance your goals. A financial plan will help you ‘tell 

your money where to go’ in order to ensure that your significant life goals 

are achieved and on time. It is useful to think of your financial planning time 

horizon as the time between your current age and the traditional retirement 

age of 65 years. The aim of a financial plan is to help you maximize your 

‘available time for  earning income’ so that when you are no longer 

attractive in the job market due to age, ill-health or you have retired, you 

will still be able to live well and look after yourself, your spouse or family 

comfortably, based on your savings and investments.   

 

In general, the older you are when you begin your financial plan, the shorter 

your available time for earning income and investing, and therefore the 

larger the amount of money you will need to save and invest monthly before 

age 65 years.  It follows therefore, that it is more advantageous to begin your 

financial plan at a younger age group e.g. 20s than at an older age group e.g. 

40s. However, do not allow your age to be an impediment. Money is 

necessary to live.  Begin your financial plan today. Specifically, a personal 

financial plan will help you: 

 

a. Identify your current financial position i.e. Your net worth  =  Value 

of your assets – Value of your liabilities, or to put it more 

simplistically,  How much money you have  –  How much money you 

owe. Your net worth can either be positive (i.e. You have more money 

saved and/or in investments than you owe) or negative (i.e. You owe 

more money than you have saved and/or in investments.) 
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b. Identify which goals are more appropriate to a particular stage of life. 

For example in the age group 20 – 35 years, relevant financial goals 

may include: car purchase, home purchase, higher education, student 

loan repayment. However in the age group 40 – 55 years, relevant 

financial goals may include: tuition for children in university; 

consolidating pension funds; and health insurance. Whichever 

approach to financial planning you choose, it will have some or all of 

the following components: 

 

i. Budget 

ii. Debt Management 

iii. Investment 

iv. Taxation 

v. Insurance 

vi. Retirement 

vii. Estate Planning 

 

c. Identify up front the cost of your goals andyour current ability to 

finance your goals. In addition, a personal financial plan will assist 

you to identify what you will need to do to completely finance your 

goals, including identifying the relevant timeframe.  

 

d. Develop the fundamental habit for all financial success i.e. Learn how 

to save (i.e. spend less than you earn) by tracking your income and 

expenses and living within an appropriately designed budget. 
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e. Monitor your spending and investments and make changes that are 

appropriate to the economy and your personal circumstances. 

 

As it relates to the “World of Work” an appropriate financial plan will 

empower any employee with confidence to face the uncertainties that are a 

part of employment. Anyone who has a job--can lose that job, at anytime, 

fairly or unfairly. Therefore employees who are realistic, wise and goal-

oriented, plan ahead and manage their finances wisely to prevent feelings of 

desperation, fear, anger and anxiety in relation to ‘keeping or losing their 

job.’   

 

One important step in this regard is to make saving a top priority in your 

financial plan. Specifically, set as a major goal the creation of an Emergency 

Fund of a minimum of 12 months of your monthly income. This is a 

necessity in the event that things don’t turn out well on your current job, and 

you will then be able to cover your expenses while pursuing your options 

such as: alternative employment; starting a business; changing careers or 

further education. To take action today to Create Your Financial Plan see 

Appendix C for the Personal Financial Literacy Exercise. 
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4. Establish Meaningful Connections.  In this age of Information, 

Connectivity and Globalization, the maxim “No man is an island,” could 

not be more true. There is no success that can be achieved without 

partnership.  Recall your ring games, and team sports in primary, 

preparatory and secondary school. Recall your projects at work, college and 

university. Recall how you have felt, and what has been achieved to your 

benefit, each time you have received ‘help’ from family, friends, co-

workers, schoolmates, strangers, and professionals.  

 

Your success in your personal and professional life will be significantly 

determined by the quality of your relationships with others, as well as who 

you know. The more persons you know, and get-along-with, across all age 

groups; across all social classes; across countries, cultures and language 

barriers; and across professions -- the more sources of information you will 

have, and the more social and professional support you will be able to tap 

into to make the best decisions for your life. Here are some strategies that 

may help you establish meaningful connections: 
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 Think about your values and goals.  Make a list of people you know 

personally and professionally and identify any gaps in the quality of your 

personal and professional network by answering these questions.  

On a scale of  1 (lowest grade) though to 10 (highest grade) :  

 “How appropriate is my current professional network to support 

my values and goals?   __  /10 

 How appropriate is my current personal network to support my 

values and goals?  __  /10 

 

 Address the gaps in your personal and professional network by identifying 

the various meeting places, organizations, contexts which have a high 

number of persons who align with your values and goals. Set yourself a goal 

to visit those contexts and meet at least one (1) person each visit, and 

strategically diversify your network. 

 

 Get help to deal with your insecurities and social skill deficits. All typical 

networking and relationship blockers can be overcome with practice e.g. 

shyness; fear of public speaking; prejudice; poor self-confidence; lack of 

knowledge of a wide variety of subjects &/or current events; inappropriate 

wardrobe;  poor dining and social etiquette;  impatience with others; 

negativity and  low emotional intelligence.  

 

 Be genuine, considerate, polite and helpful when meeting people. When you 

are networking think in terms of  “What can I give? or How can I help?” 

People are more likely to remember and be accepting of persons who are 



18 
 

giving of themselves and have helped them solve a problem, than persons 

who they suspect are hanging around to ‘use’ them. 

 

 When joining groups and organizations (e.g. professional associations, social 

service clubs, and churches) the fastest way to integrate and feel  ‘a part of’ 

the group is to volunteer or join a sub-group. So find out what you can about 

the group, its objectives, culture, annual schedule of activities and its sub-

committees, and quickly volunteer in the area that best fits your talent, 

interests or goals. Be sure to do an excellent job at participating or leading or 

supporting. 

 

 When you attend an event or meeting, arrive early. That way you will be 

there when there are only a few persons present. It is easier to walk over and 

introduce yourself when there are few people in a room than when it is 

crowded,  filled with chatter, and buzzing with activity. This will give you a 

greater sense of control, especially if you are new to the group, nervous on 

the occasion, or naturally shy.  

 

In addition, by the time others arrive, there are now a few people who have 

already met you, and can call you by name and introduce you to others. You 

can do the same for them as other people you know arrive. This makes you 

more attractive and more interesting to onlookers. In addition, being early is 

always impressive and makes you stand out in a very positive way. 

 

 When you are conversing with people at events, waiting in line, or via 

technology, be more of a listener than a talker. This takes commitment to 

personal growth in listening, and practice in self-control. However, the 
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benefits to relationship building are well worth it. You may reasonably 

assume that most people do not get enough attention, as ‘everybody is busy,’ 

or plugged into some technology device, and shutting off, or limiting, real 

and satisfying human interaction and communication.  Be genuinely 

interested in what the other person is saying. Sometimes people will test you 

to see if you are listening and they will pause or trail off or appear distracted. 

This gives you the opportunity to recap a little of what they have told you, 

and invite them to continue by saying something like “Tell me more about 

___ ,” or  “So what happened next?” Your attentiveness will make you 

more appreciated, attractive and memorable to others. 

 

 Practice traveling around with your business cards, as your preparation and 

openness for new and meaningful connections. This will come in handy 

when someone you meet wants to stay in touch. You should also ask for the 

business cards of persons you meet. When you take the business card, resist 

taking it and quickly tucking it away safely. Instead, be attentive and show 

the person respect and interest by pausing to look at the card, hold it up, read 

it carefully, and if appropriate, repeat out loud the name of the company, and 

smile. To further help your memory, write the date and name of the event on 

the back of the card to remind you how/where you met the person.  

According to Brian Tracy,  Personal & Professional Development Expert in 

the spirit of being a ‘Go-Giver’ instead of a ‘Go-Getter’ ask persons about 

their business with a question such as “Who is your ideal customer, so I can 

recommend your business to my family, friends or colleagues?” 
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 Keep in touch with people. Sometimes out-of-sight-out-of-mind is true both 

personally and professionally. Communication and interaction is the heart of 

relationship.  Send them cards at Christmas or on special celebratory days. 

Make the sacrifice and schedule a quick call or a visit. If you have a business 

and can afford to share free products/services or discounts, then soon after 

meeting a new person, follow up with an email, or call, offering a gift or 

discount. Be creative, choose ways to keep in touch that are in harmony with 

your values, your finances and your schedule. 

 

 Above all, be genuinely nice to people. People like to feel good and 

accepted, and whatever makes us feel good we either want more of, or we 

gravitate towards. Regardless of personality, upbringing and negative life 

experiences, you can choose to be nice to others by working on your ability 

to: offer a smile; wish people well; expect good from others; share words of 

encouragement; show concern; compliment others on their physical 

appearance, their knowledge, their performance and how well you enjoy 

their company. If you practice doing this in your personal, professional and 

social settings it will become a habit, and the people around you and the 

people you meet, will connect you with positive feelings, and they naturally 

will want to respond to you positively as well. 
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5. Be Professional. To the question “What does it mean to be 

professional?” you are likely to find more agreement on what it means to be 

‘un-professional,’ than you will find in the responses to ‘being professional.’ 

Despite that dilemma, every employee has the responsibility to figure out the 

skills, knowledge, and attitudes related to professional conduct in the 

workplace. A primary must do in professionalism is to manage your 

expectations about work.  

 

In other words, be realistic about what work is and what work is not. Work 

(AKA a job) is fundamentally a contract between you and your 

employer for the exchange of your labour for compensation. Your 

employer’s appraisal of your performance will be based on that contract. 

Grievances you have against your employer and any legal action will be 

based on how well that contract is honoured. Work is not the agency 

responsible to take care of your psychological, social, familial, emotional, 

spiritual or physical needs or wellbeing.   

 

Information, education, and experiences you have in the job context, and the 

quality of  the compensation you receive, may as a by-product, assist you in 

taking care of those important aspects of your life. However, your 
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psychological, social, familial, emotional, spiritual and physical wellbeing 

are personal and important matters, and are therefore your primary 

responsibility and cannot be delegated to your employer. Coming to terms 

with that reality will prevent you from setting yourself up for disappointment 

at work. It will also help you remember to maintain an important boundary 

i.e.  keeping the personal separate from the professional, as best as possible 

throughout your career. Here are some other characteristics of 

professionalism to consider as you navigate the world of work: 

 

Physical Appearance 

 

 Respect the dress and grooming code of the organization. 

 Attend to personal hygiene e.g. clean body, clean teeth, clean hair, 

clean clothes, no odours, and no open wounds. 

 

Communication 

 

 Communicate well orally and in writing using formal language. 

 Communicate updates in a timely manner. 

 Address people with their titles (e.g. Mr., Mrs., Miss, Dr.) until they 

give you permission to do otherwise. 

 Discuss disagreements using respectful, un-emotional language, and 

listen carefully and patiently to what the other parties have to say, 

before responding. 

 Do not participate in gossip. 

 

Interpersonal  

 

 Choose appropriate ring tones, turn down volumes and/or silence as 

appropriate, all information and communication technology devices to 

avoid disturbing colleagues and meetings. 
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 Be courteous, respectful and polite at all times to co-workers, clients, 

and suppliers. 

 Manage your emotions. 

 Avoid office romances and do not have intimate relationships with 

married co-workers, customers and suppliers to whom  you are not 

married . 

 Do not bad talk your company and its employees. 

 Do not intentionally up-stage, embarrass or undermine your 

supervisor or team members. 

 Do not engage in sexual behavior verbally, in writing, physically or 

mediated by technology.  

 Do not set up others for failure or alienation. 

 Manage your personal brand and interactions responsibly in your 

private and professional online contexts, to avoid creating a negative 

public image of your workplace. 

 

Performance 

 

 Know your company’s values, mission, vision and strategic 

objectives, and align your work output and performance standards to 

support the same. 

 Perform your job consistently well, and quickly. 

 Identify your strengths and weaknesses. Work at building your 

strengths and reducing your weaknesses, so that you grow as a top 

performer. 

 Maintain, improve and expand your repertoire of skills, knowledge 

and attitudes necessary to ensure excellence at your job. 

 Practice honesty and integrity in all communications, tasks and 

transactions. 

 Follow-through on commitments and provide timely status updates to 

ensure that delays or changes are managed appropriately. 

 Be early for work and for meetings and events. 

 Be fully prepared for meetings and events. 

 Use your time well and make every effort to complete your work 

during your official work period. 

 Be objective and impartial in your decision making. 

 Don’t use the organization’s stationery, equipment or property for 

personal use without permission from an authorized person. 

 Don’t waste the organization’s time, money, resources. 
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6. Monitor Your Environment. Knowledge is power. Know who is who 

in your organization and among the organization’s major stakeholders. 

Know what is going on around you, so that you can plan to avoid trouble 

that might be coming your way. If you monitor your environment routinely, 

you will be prepared and not surprised, and you will be able to anticipate 

what will happen next, and what YOU should do next. Here are some 

elements in the work environment that you should keep your eye on. 

 

 Key Stakeholders: Key stakeholders are all persons in the organization 

that can have a direct impact on your ability to do your job, and the 

quality of your work relationships. In general, key stakeholders have 

influence in the organization.  It is useful to recognize that persons of 

influence are not always obvious or have important titles. To identify 

them look up, across and down. 

 

o Up will have your boss (your major stakeholder), your bosses’ 

boss, the board of directors and your bosses’ assistant. Look for 

anyone with direct influence on your bosses’ decisions and 

actions.  

 

o Across will have your peers (including the person who wanted 

your job), customers, clients, partners, and allies. 

 

o Down will have your direct reports and other persons who play 

a critical support role to you and your department achieving 

your goals. 

 

o Other persons of influence: 

 Persons who your boss respects and listens to. 

 Persons who have long tenure with the company.  

 Persons who are trusted advisors in the organization. 

 Persons who enjoy the mentor role. 
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Without compromising your integrity, make an effort to cultivate a 

good working relationship with these stakeholders. Be careful how 

you relate to them. Treat them well (not to be mistaken for 

subservience), and do not be dismissive of them. If you do not know 

how to place a person in your key stakeholder categories, it is better to 

err by initially placing the person in a higher category and being 

attentive, then adjusting later on, when you have figured out the 

appropriate category into which the person falls. In terms of 

workplace politics, it can be fatal to your employment or peace-of-

mind if you treat a key stakeholder, as if he/she is unimportant. Many 

professionals have had a rough time on the job, or have lost their job, 

because they didn’t pay attention to this issue.  

 

 Culture and Capacity:  Organizational Culture is the way things are 

done the majority of the time at work. It includes the organization’s 

values, mission and vision, and the general patterns of behavior, 

decision making, communication and symbols that dominate the 

organization; as well as, the typical interpretation of the same by 

employees across the organization. The culture of the organization can 

be healthy or dysfunctional. Capacity is the power or ability of the 

organization to carry out the main work of the organization and fulfill 

its stated values, mission, vision and strategic objectives. The capacity 

of the organization is reflected in the adequacy (quality & quantity) of 

its human resources inclusive of  leadership team, systems, tools, 

equipment, and finances. You will need to continuously examine the 

culture and capacity of your organization, and analyze where the 
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organization is heading, and determine whether that direction aligns 

with your skill-set, values and goals. 

 

 Environment: Your organization will exist in a wider national, global, 

political, and industry context. You will need to determine the optimal 

environment for your organization to thrive and do well. This 

understanding will be helpful to you so that you can properly interpret 

and anticipate the impact that  environmental  changes will have on 

the future of your organization. Some relevant environmental 

indicators are: 

 

o Government policy e.g. Heavy taxation on raw materials which 

drive up the price of products/services sold by the organization. 

 

o Economy e.g. High interest rates on business loans which are 

necessary for the organization to keep producing goods/services 

or expand operations. 

 

o Crime and violence and social unrest e.g. Theft and destruction 

of property and equipment owned by the organization. 

 

o Consumer behavior e.g. Greater demand for products/services 

of a competitor or rapid demand for another mode of delivery 

of the goods/services, that is not currently offered by the 

organization. 

 

o Competitors e.g. Entrance of bigger more efficient competitors 

in the market. 
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7. Manage Your Career. Career Management is your intentional planning 

and managing of choices in relation to your career, aimed at ensuring 

personal fulfillment, work/life balance, goal attainment and financial health. 

It should be a long-term activity that is done continuously throughout the 

working life of a professional. Done well, career management strategically 

maintains a professional’s  job satisfaction,  employability and relevance to 

the labour market locally and internationally. Some elements of Career 

Management include: 

 

 Profiling: Create a profile of yourself as a professional listing relevant 

data related to the questions noted below and use the information to 

guide your approach to your current job and selection of future jobs. 

You may also consider taking career or personality assessments  e.g. 

Myers-Brigg Type Indicator (MBTI), and DISC Assessment (DISC), 

to get an objective view of yourself as a person and a professional: 

 

o What are my skills? 

o What are my strengths/weaknesses on the job? 

o What do I like/dislike about 

 My job? 

 My profession? 

 My work environment? 

o What are my ideal job criteria? 

o What are my career options? 

o What are my long term career goals? 

 3 year goal? 
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 5 year goal? 

 Retirement/Post-Retirement goals? 

 

 Lifelong Learning: Keep updated with the latest labour market trends 

and acquire the current knowledge, skills, attitudes expected of 

persons in your profession and industry. Pay particular attention to 

relevant technological advances that may make your profession or 

aspects of your skill-set obsolete.  In addition, learn the current 

methods of job searching, networking, and personal branding which 

are increasingly mediated by information and communication 

technology, as well as social media websites. Tap into the various 

information sources by joining your professional association; pursuing 

certification on special topics; pursuing a different degree in order to 

transition into a new career; pursuing advanced degrees; subscribing 

to journals, magazines, online services that discuss relevant issues 

related to your profession and career goals. 

 

 Job Searching: Be strategic in shaping your current job assignments 

so that it can show the value you add to the organization. This will be 

helpful to you as you keep your resume current for future job 

searches. A resume is most valuable when the content shared answers 

the number one question in the recruiter’s mind “What value can this 

candidate add to my organization?” Therefore, avoid doing jobs or 

tasks that limit the value you can communicate on paper. Remember 

that a resume that merely lists your task e.g.  Ordered stationery for 

the legal department, is less attractive than one which illustrates value 

added e.g. Sourced alternative stationery & office suppliers and 
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reduced the monthly office expenses of the legal department by fifty 

(50) percent.   

 

Test your employability periodically by maintaining an updated 

resume and applying for jobs occasionally e.g. once a year, or every 

other year, even when you are not officially in need of a new job. This 

will help you gauge over time how attractive you are to employers, 

and prevent you from becoming too comfortable and complacent in 

your current position. Casual job searching may open  a door to 

greater compensation and greater responsibility in another 

organization. Become skilled at using the new technology mediated 

networking and job search strategies. For example, create a 

professional profile on the LinkedIn social media website; join online 

forums and groups which have persons with your professional 

interests; learn how to create an electronic resume that is readable by 

the scanning devices used by recruiters;  research ‘personal branding’ 

and how to use it to improve your employability. 

 

 Job Performance: Your commitment to being excellent at your job 

will be the greatest contributor to the successful management of your 

career. Your excellence will positively impact your self-confidence, 

your knowledge, your visibility and the opportunities that come your 

way. It is useful to bear in mind that the difference between high 

achievers and low achievers is the nature of their ‘action orientation’. 

High achievers accomplish much because they take action on their 

ideas and opportunities. Low achievers procrastinate, have good 

intentions, and often have excuses for why they do not take action, or 
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follow through on their ideas or opportunities. Here are some 

professional development areas that you should consider taking 

decisive action on: 

 

o Knowledge/Skills: Keep updated on the knowledge and skills 

relevant to your current job, company, and industry. Use your 

knowledge and skills to establish yourself as a solution provider 

and innovator within your organization. 

o Leadership Skills: Develop your personal capacity to share your 

vision, gain buy-in and inspire others to desired action. 

o Presentation Skills: Become competent at: public speaking, 

delivering presentations assisted by multi-media technology, 

negotiating, and speaking persuasively. 

o Business Writing: Become competent at preparing reports, and 

general business correspondence, inclusive of the use of 

relevant charts, diagrams, graphics, formatting guidelines, and 

rules of grammar and punctuation. 

o Time Management: Develop your analytical skills in order to 

efficiently review your workload and identify and prioritize 

what is urgent, what is important, what is both urgent and 

important and what should be delegated. Become expert at daily 

identifying that ‘one thing’ of the many important things, which  

if done now, would have the greatest positive outcome for your 

portfolio/your boss/your organization, then get it done as 

priority. 

o Emotional Intelligence: Develop your capacity for self-

awareness through recognizing your emotions, and the impact 
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of your emotions on others.  In addition, develop the ability to 

thoughtfully control your responses to stressors and 

provocation; as well as your ability to anticipate the emotional 

needs and responses of others, and respond appropriately. 

Become skilled at using your emotional intelligence to build 

relationships, inclusive of diffusing and resolving conflicts 

quickly, and calmly and competently handling both justified 

and unjustified criticism and rejection. 

o Office Politics: A common feature of the workplace--Office 

Politics may be defined as the strategies people use in the 

workplace to gain personal advantage or gain support for a 

cause.  It is frequently misunderstood and feared, based on the 

assumption that office politics is negative and harmful.  

However, it is useful to note that whenever you are in a context 

like work, which typically does not have all the human, 

financial, systems and material resources needed to accomplish 

the desired goals, then competition will arise as people in the 

environment compete for the visibility necessary to successfully 

manage their careers, or compete for the scarce resources 

necessary to achieve departmental targets.  

 

Therefore, office politics is negative when the strategies 

employed are intentionally done at the expense of others. Office 

politics is positive and desirable, when the strategies are fairly 

applied to advance your career and work related cause.  

Acknowledge that it exists, and be able to identify the major 

influencers in the organization and how they relate and 
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strategize to accomplish desired goals. Develop your own 

strategic thinking skills, and be able to engage confidently 

wisely, and with integrity whenever you have to engage in 

office politics to accomplish worthwhile career and business 

goals in your workplace. 
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Appendix A: Values Clarification Chart 
 

Below is a values clarification chart to help you get started on identifying your 

values.  Make your own Values Clarification Chart by listing your significant 

area of life; the values that you hold in relation to each area, and how true you have 

been in living up to your values to date. Review your self-rating of each of your 

values and think on paper, writing down what will need to happen for you to 

improve at least by one (1) point in being true to your values.  Make a commitment 

to yourself to take action today that will result in your living in greater harmony 

with the values that you have identified as important for your life. 

 

 

My Significant 

Areas 

My Related Values How True Have I 

Been  

to My Values? 
(1= lowest , 10 = highest grade) 

Work Health,  4/10 

 Adequate compensation  4/10 

 Honesty   9/10 

Self Honesty 9/10 

 Health   4/10 

 Assertiveness 7/10 

Family Acceptance 7/10 

 Unity 5/10 

 Female dominance 10/10 

Love 

Relationships 

Respect 7/10 

 Faithfulness 7/10 

 Open communication 5/10 
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Appendix B: Clarity through Idealization Exercise 
 

Below we share a Clarity through Idealization Exercise to help get you started in 

discovering the answer to “What do I want for my life?” This exercise is helpful in 

gaining clarity about the direction we want our lives to go in, especially with 

regard to the significant areas of our life. For some people their significant areas 

may be e.g. Family, Profession, Health, Finances, Education, Personal Growth, 

Friendship, Business, Parenting, Marriage, and Fun & Enjoyment. So think on 

paper and…  

  

 Write a list of the significant areas of YOUR life.  

 

 Imagine that you had no limitations to what you could be…or do. Imagine 

you are experiencing the ideal, the perfect state of things that would satisfy 

you in each of these areas. In addition, imagine you had all the  

 

 

 Money  

 Time 

 Support 

 Education 

 Experience 

 

that you needed to accomplish any goals related to each of the significant 

areas of your life.  

 

 For each of your significant areas, write at least one (1) goal that if 

accomplished, forms part of your ideal image of that area of your life. 

 

 Review your list and re-write the list of significant areas of your life with the 

related goal, in order of priority. You may prioritize the list by reviewing the 

list truthfully with this question in mind, “Given the realities of my life, 

what is the most important thing I need to be doing today?”  Let’s define 
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“the most important thing,” as the goal to be accomplished which would 

provide the most positive transformation to your life.  Once you have 

established the significant area plus the related Goal #1, eliminate that from 

the list and ask the question again of the remaining areas in order to identify 

Goal #2, #3….till you have completely prioritized the list.  

 

 Your next step is to create your action plan for at least Goal #1: 

 

Draw a table with 7 columns, each column heading to be labeled according to 

the questions below and then answer the following:  (See Sample Goal 

Action Plan Worksheet below.) 

 

1. What are the main steps that when accomplished, will complete this 

goal? 

2. Who do I need to ask for help? 

3. What resources do I need? 

i. Method-strategies,  

ii. Money-finances,  

iii. Machine-tools/equipment? 

4. By what date will I complete this goal? 

5. By what date will I begin to take action? 

 

Once you have created your action plan for your #1 Goal, move on to your 

next highest goal and complete the same process as above.  

 

 

If goal setting is new to you, it is ok to go easy on yourself and take your time. For 

example, make a commitment to create your goal action plan, by focusing on only 

one goal per week until all your goals are completed. With your goals clarified for 

the significant areas of your life, we guarantee that you will feel more confident 

about your future. You will now be able to consistently analyze your life, your 

relationships and your work context by asking: “Is this person/situation adding to 
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or reducing my ability to accomplish my goals?” The answers that show up for 

you, will help your decision making with regard to staying on course to creating 

the satisfying personal and professional life you desire.  Be mindful that life is a 

dynamic process, so do not forget to update and refine your goals and related 

actions as your circumstances change. 

 

Sample Goal Action Plan Worksheet 

 Main 

Steps of 

My 

Goal 

Who 

Do 

I Ask? 

Resources I Will Need I  Will 

Complete 

By? 

I Will 

Begin 

On? 

Strategies? Finances? Tools/Equipment? 

1        

2        

3        
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Appendix C: Personal Financial Literacy Exercise 
 

Pay serious attention to money and financial issues. Do not be fearful or dismissive 

in your attitude towards money. Just like any other subject area or skill, you can 

learn how to earn enough money, and develop habits that will ensure that you 

maintain good financial health throughout your life. Just remember, the older you 

are, the larger the increments you have to save or invest per month to ensure that 

you can live comfortably when you retire at approximately age 65 years. The 

younger you are when you start saving and investing, the smaller the increments 

necessary because you have a longer time horizon between your current age and 

the retirement age of 65 years. Start today. Here are some steps that you can take to 

learn all you need to know about money and be financially healthy and finance 

your goals.  

 

 Determine your attitude towards money and seek help to develop healthy  

attitudes and habits with regard to managing your money. Think on paper by 

asking yourself and responding to the following questions. For each answer 

you give, follow up and ask “Why?” This will help you identify areas for 

further exploration and growth. 

 

o Are you a spender or a saver? 

o Are you comfortable with money or fearful? 

o Does money consume your thoughts or do you hardly think about it? 

o Are you accepting of money or resentful? 

 

 Learn how to track your income and expenses, create a budget and commit 

to living on your budget. (See sample budget below.) 

 

 Research and short-list at least 3 personal financial planners or institutions 

which offer financial planning; schedule an appointment, prepare a list of 

questions and visit them to begin getting credible information on how to 

develop an effective financial plan. 
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 Read widely on Personal Financial Planning. Here are some possible 

references: 

 

Jamaican Financial Planning Resources 

 

o The Handbook of Personal Financial Planning – Oran A. Hall and 

W. St. Elmo Whyte  

 

o Oran Hall: Financial Planner - email: finviser.jm@gmail.com  

 

o Cheryll Hanson- Simpson: Financial Planner -  

http://www.financiallyfreenetwork.com/about_us.php 

 

o JMMB: Money Market & Financial Planning - 

http://www.jmmb.com/financial_planning.php 

 

o NCB Capital Markets: Financial Planning & Investment 

Management - http://www.ncbcapitalmarkets.com/ 

 

o Money Masters Ltd: Investment Management - 

http://www.moneymasterslimited.com/ 

 

USA & Other Financial Planning Resources 

 

o Crown Financial Ministries: Financial Planning -  www.crown.org  

 

o Suze Orman: Personal Financial Planner  – www.suzeorman.com  

 

o Dave Ramsay: Personal Financial Planner - www.daveramsey.com  
 

o Gail Vaz-Oxlade (Jamaican based in Canada): Personal Financial 

Planner: - http://www.gailvazoxlade.com/ 

 

o Mint: Financial Planning Software - https://www.mint.com/what-is-

mint/ 
 

o NetworthIQ: Social Net Worth Monitoring Site - 

https://www.networthiq.com/ 

mailto:finviser.jm@gmail.com
http://www.financiallyfreenetwork.com/about_us.php
http://www.jmmb.com/financial_planning.php
http://www.ncbcapitalmarkets.com/
http://www.moneymasterslimited.com/
http://www.crown.org/
http://www.suzeorman.com/
http://www.daveramsey.com/
http://www.gailvazoxlade.com/
https://www.mint.com/what-is-mint/
https://www.mint.com/what-is-mint/
https://www.networthiq.com/
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o Money Strands: Financial Planning Software - 

https://money.strands.com/ 
 

o Daily Finance: Financial  News & Information - 

www.dailyfinance.com/ 

 

o CNN Money: Financial News & Information - http://money.cnn.com/ 
 

o Smart Money: Financial News & Information - 

http://www.smartmoney.com/plan/ 

 

o BBC Money: Financial News & Information - 

http://www.bbc.co.uk/news/business/your_money/ 

 

o Top 10 Investment and Personal Finance Books: 

http://schmidtj2k.hubpages.com/hub/Top-10-Investment-and-

Personal-Finance-Books 

 

o Amazon.com Best Sellers in Budgeting & Money Management: 

http://www.amazon.com/Best-Sellers-Books-Budgeting-Money-

Management/zgbs/books/2719/ref=zg_bs_nav_b_3_2717 

 

o Barnes & Nobles Books on Personal Finance: 

http://www.barnesandnoble.com/u/Books-Money-Management-

Personal-Finance/379000112 

 

 
 

 

 

 

 

https://money.strands.com/
http://www.dailyfinance.com/
http://money.cnn.com/
http://www.smartmoney.com/plan/
http://www.bbc.co.uk/news/business/your_money/
http://schmidtj2k.hubpages.com/hub/Top-10-Investment-and-Personal-Finance-Books
http://schmidtj2k.hubpages.com/hub/Top-10-Investment-and-Personal-Finance-Books
http://www.amazon.com/Best-Sellers-Books-Budgeting-Money-Management/zgbs/books/2719/ref=zg_bs_nav_b_3_2717
http://www.amazon.com/Best-Sellers-Books-Budgeting-Money-Management/zgbs/books/2719/ref=zg_bs_nav_b_3_2717
http://www.barnesandnoble.com/u/Books-Money-Management-Personal-Finance/379000112
http://www.barnesandnoble.com/u/Books-Money-Management-Personal-Finance/379000112
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*SAMPLE MONTHLY BUDGET 

Item Monthly Budgeted 

Income/Expenditure 

Amount 

Monthly Actual 

Income/Expenditure 

Amount 

**Variance 

(Difference between 

Budgeted and Actual 

Income/Expenditure) 

INCOME    

 Salary 

 Interest income 

 Capital Gains 

 Dividend Income 

 Loans ( owed to you) 

 Other___ 

   

TOTAL INCOME    

    

EXPENSES    

 Faith Offering 

 Savings 

 Housing 

o Rent/Mortgage 

o Insurance 

o Maintenance 

 Debt Reduction 

o Credit Cards 

o Student Loan 

o Personal Loans 

 Motor Vehicle 

o Gas 

o Insurance 

o Maintenance 

o Car  Loan 

 Insurance Premiums 

o Life 

o Health 

o Disability 

 Food 

o Groceries 

o Lunch 

o Dining out 

 Medical 

o Doctor’s Visit 

o Medication 

 Utilities 

o Light 

o Water 

o Landline 
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o Cell phone 

o Cable 

 Recreation/Entertainment 

 Personal Care 

o Hair/Nails 

o Gym 

 Clothing 

 Gifts/Donations 

 Contingencies 

 

TOTAL EXPENSES    

***NET CASH 

FLOW/DISPOSABLE INCOME  

(Total Income – Total Expenses)  

   

 

Notes: 

 The above sample budget is for one month. It is recommended that you create your budget for 

one (1) year. You may download a free NCB  budget calculator from our UTech Alumni Blog at: 

http://utechalumni.wordpress.com/2012/10/22/ncb-budget-template/ 

** The variance column illustrates the amount of money you are over or short in each item of income or 

expenditure based on what you budgeted for that month. 

*** If your net cash flow is zero or greater, you are experiencing positive financial health.  

CONGRATULATIONS!  However, if it is negative, you are spending more than you earn and are 

financially unhealthy and will need to take immediate corrective action.  This can be done in two ways 1) 

Increase your income or 2) Reduce your expenses until your net cash flow returns to zero or greater. 

 

 

 

 

 
 

 

 

 

 

http://utechalumni.wordpress.com/2012/10/22/ncb-budget-template/
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“Thanks for Your Readership and Support  

of the University of Technology, Jamaica.” 

 

We do hope that you have benefitted from the content of this e-Report: How to Make 

Work…WORK. Help us serve you better by sharing your feedback with us in the Alumni 

Relations Office, at utech.alumni@utech.edu.jm  and /or leaving a comment on the Alumni 

Blog at http://utechalumni.wordpress.com/ 
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