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Career Clarity Workbook

Get Clear on What’s Next—Without Rushing, Job Hopping, or Burning Bridges

Welcome
You don’t need to quit your job to grow. And you don’t need a crisis to get clear.

As an HR professional, I’ve seen talented employees stall—not because they lack ability, but
because they lack clarity. This workbook is designed to help you step back, take inventory, and
make intentional career decisions without pressure to leave, leap, or label yourself too early.

This is about understanding your value, your interests, and your realistic next steps—so you can
move forward with confidence and credibility.

How to Use This Workbook

e Completeitin one focused session or over 1-2 weeks
e There are no “right” answers—only useful ones
e Reuvisitit every 6-12 months as your role evolves
What you’ll gain:
e Language to describe your strengths (clearly and professionally)
¢ Insightinto what energizes vs. drains you at work
o Direction for your next role—not your forever role

e Confidence to have smarter career conversations



SECTION 1: Career Reality Check (Where You Are Now)

Purpose: Ground your thinking in facts—not frustration.
Exercise 1: Your Current Role—The Honest Snapshot
Answer without judgment.

e My currentjob title:

¢ How longI’'ve been in this role:

o Top 3responsibilities | spend the mosttime on:

e Top 3responsibilities | enjoy the most:

e Oneresponsibility | could happily do less of:

Reflection Prompt

If nothing changed in this role for the next 12 months, how would | feel?

SECTION 2: Strengths You’re Known For (Not Just Good At)

Purpose: Identify strengths others already trust you with.
Exercise 2: Proven Strengths Inventory

List skills you are consistently asked to use.

Strength Evidence (Results, Feedback, Outcomes)

HR Tip

Your most marketable strengths are the ones that solve problems for others—especially managers.
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SECTION 3: Energy Audit (What Fuels vs. Drains You)

Purpose: Separate skill from sustainability.
Exercise 3: Weekly Energy Map

For each task, rate how it makes you feel after doing it.

Task Energizing (+) Neutral (0) Draining (-)

Insight Prompt

Which strengths give you energy—and which cost you energy?
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SECTION 4: Interests You Haven’t Acted On (Yet)

Purpose: Surface quiet signals—not impulsive urges.

Exercise 4: Professional Curiosity List
Complete the sentences:
e I’'mcurious about roles that involve
e | enjoylearning about even when it’s not required

e | admire colleagues who do

Important Reminder: Interest does not equal obligation. Curiosity is information—not a
commitment.

SECTION 5: Patterns & Themes (The Clarity Moment)

Purpose: Connect the dots objectively.

Exercise 5: What Keeps Showing Up?

Review your answers and list:
e 3 strengths that appeared more than once
e 2 activities that consistently energize you

e 1 skillyou want to use more intentionally

Clarity Statement (Draft)

“l do my best work when I’'m using to
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SECTION 6: Exploring Next-Step Roles (Without Job Hopping)

Purpose: Think in progression, not escape.
Exercise 6: Adjacent Role Brainstorm
Consider roles that are:

e One skillaway

e Alateral move with growth

e Astretch assighment

Role/Path Why It Fits Skill to Build

HR Insight

The strongest career moves often happen inside organizations—when clarity meets opportunity.

SECTION 7: Your 90-Day Career Clarity Action Plan
Purpose: Turn insight into action—quietly and professionally.
Your Plan
Next 30 Days:
¢ One conversation | will have:
e One skill I will strengthen:
Next 60 Days:
e One project or responsibility I’ll lean into:
Next 90 Days:

¢ One visibility move (presentation, meeting, contribution):
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SECTION 8: Career Conversation Prep (Optional but Powerful)

Purpose: Help you speak with confidence—not uncertainty.
Sample Language

“I’'ve been reflecting on where | do my best work, and I’m interested in growing my skills in .I’d
love to explore how | can contribute more in that area.”

SECTION 9: Reframe & Reassurance

You are not behind. You are not stuck. You are gathering information—and that is leadership
behavior.

Career clarity isn’t about dramatic moves. It’s about intentional ones.

Final Note
Return to this workbook anytime your role changes, your energy shifts, or your curiosity grows.

Clarity is a skill—and you’re building it.

This workbook is your foundation. The Smart-Worker Studio is your next layer of support.

How This Connects to The Smart-Worker Studio

Stay connected to The Smart-Worker Studio, for future resources such as:
e Career growth tools you can use immediately
e Promotion and compensation confidence resources
e Side-hustle pathways that don’t conflict with your job

e Making changes in your life journey, without burnout
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Career Clarity Sample Workbook

Sample Completed Workbook (Example Version)

Purpose of This Sample: This example shows how a thoughtful, realistic professional might
complete the Career Clarity Workbook. Use it as inspiration—not a template to copy word-for-word.
Your answers will (and should) look different.

SECTION 1: Career Reality Check (Where You Are Now)

Example: Current Role Snapshot

Current job title: Senior Program Coordinator
Time inrole: 3.5years
Top 3 responsibilities | spend the most time on:
1. Coordinating cross-functional projects
2. Preparing reports and tracking metrics
3. Supporting leadership meetings
Top 3 responsibilities | enjoy the most:
1. Improving processes so work runs smoother
2. Mentoring newer team members
3. Translating complex information into clear updates
One responsibility | could happily do less of:

o Manual data cleanup and repetitive reporting

Reflection Example

If nothing changed in this role for the next 12 months, | would feel capable but underutilized. |
wouldn’t be unhappy—but | would feel restless.
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SECTION 2: Strengths You’re Known For (Not Just Good At)

Example: Proven Strengths Inventory

Strength Evidence (Results, Feedback, Outcomes)

Process improvement Asked to redesign team workflows; reduced delays by
20%

Clear communication Leadership regularly asks me to draft summaries and
updates

Relationship building Go-to person between departments during tight timelines

HR Insight in Action

These strengths are already trusted and visible—which makes them easier to grow into next-level
roles.

SECTION 3: Energy Audit (What Fuels vs. Drains You)
Example: Weekly Energy Map

Task Energizing (+) Neutral (0) Draining (1)
Running project check-ins +
Creating slide decks 0
Troubleshooting process gaps +
Cleaning raw data -

Insight Example

I’'m energized when solving problems and collaborating but drained by repetitive tasks that don’t
require judgment.

SECTION 4: Interests You Haven’t Acted On (Yet)

Example: Professional Curiosity List
e I’m curious about roles that involve strategy, planning, or operational leadership

¢ | enjoy learning about change management and people operations even when it’s not
required

e | admire colleagues who influence decisions without formal authority

Reframe Reminder: Curiosity is a sighal—not a resignation letter.
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SECTION 5: Patterns & Themes (The Clarity Moment)

Example: Repeating Signals
¢ Strengths showing up repeatedly: Communication, process improvement, collaboration
¢ Energizing activities: Problem-solving, mentoring, cross-team coordination
o Skill | want to use more intentionally: Strategic thinking and planning

Example: Draft Clarity Statement

“I do my best work when I’m using structured thinking and communication to help teams work
better together.”

SECTION 6: Exploring Next-Step Roles (Without Job Hopping)

Example: Adjacent Role Brainstorm

Role/Path Why It Fits Skill to Build

Operations Manager Builds on coordination + Budget planning
process strengths

Program Lead Natural progression from Decision-making authority
currentrole

HR Project Part Ali ith le +

roject Partner / igns with people + process Change management

interests

HR Perspective

These are directional options—not commitments. They guide development conversations.

SECTION 7: 90-Day Career Clarity Action Plan

Example Plan

Next 30 Days:
e Conversation: Schedule a check-in with my manager about future-focused development
e Skill: Start learning basic budget and forecasting concepts

Next 60 Days:
¢ Volunteer to lead a small process improvement initiative

Next 90 Days:

e Present project outcomes and recommendations to leadership
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SECTION 8: Career Conversation Prep (Optional but Powerful)

Example Language in Practice

“I’ve been reflecting on where | add the most value, and I’'ve noticed I’m strongest when improving
how teams work together. I’d love to grow my skills in that direction—especially through more
project leadership.”

SECTION 9: Reframe & Reassurance
Example Mindset Shift

I don’t need a five-year plan. | need a clear next step and the confidence to take it.

Career clarity doesn’t require urgency—it requires intention.
How to Use This Sample

e Compare structure, not specifics

¢ Notice the tone: confident, measured, professional

e Use examples to unlock your own thinking—not limit it

This sample demonstrates what clarity looks like when it’s practical, calm, and career safe.
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