
  
  Writing a Formal Career Plan 

 

Objective________________________ 
 

 Write an engaging and effective personal career 
plan capturing your strengths and career goals. 

 

Purpose of a Career Plan__________ 
 

Completion of the formal career plan will require 
you to identify your personal strengths, interests, 
and skills pertaining to your career choice.  The 
plan will illustrate your prior life experiences and 
outline educational preparation necessary to attain 
your specified career goal.   

 

Getting Started___________________ 
 

Before composing your statement, reflect on and 
make notes about your: 
 

Personal History 

 Current skills, interest, and personal strengths 
 Prior life experiences, events and achievements 

relevant to your career choice 
 People who have influenced your decision to 

pursue this field or who have had a significant 
impact on your values as they relate to this 
choice 

 

Academic Life 
 Relevant courses taken or test scores 
 Academic accomplishments/recognitions 
 

Work Experiences 
 Previous jobs, volunteer experiences, and/or 

extracurricular activities that have influenced 
your career choices to career goals 

 

Answer these Questions___________ 
 

1. What characteristic, interest, and skills do 
you possess that enhance your prospects 
for success? 

2. How did you learn about the field?  What 
stimulated your interest in this field? 

3. What individuals, if any have influenced 
your career decision?  

4. What applicable experiences through work, 
community service, or extracurricular 
involvement have led you to this career? 

 

  
 
 
 

5. What schooling or training is needed to 
attain your career goal?  What is your 
intended major and degree you are 
seeking? Where do you plan to attend? 

6. What are your long-term goals? Where do 
you see yourself in 5 years? In 10 Years? 

 

Format Requirements_____________ 
 

 The formal career plan should be a minimum 
of 1 full page and a maximum of 3 pages 
double spaced. 

 Use 12 point font that can be easily read by 
your audience. 

 Be sure to answer all the questions/topics 
listed above. 

 Write in the first person. 
 Proofread for typographic and grammatical 

errors.   
 

 

  
Do’s and Do Not’s__________________ 
 
DO 

 Articulate short and long-term career goals 
clearly 

 Strive to make the essay unique by using 
concrete examples from your life experiences 

 Connect life experiences to your educational 
goals and career motivation 

 

DO NOT 
 Exceed the word and/or page limit 
 Exaggerate your qualifications or experiences 

 


