Love
your
Job

You want a
promotion,
you want to
get on at work
but somehow
you get
overlooked.
Being good at
your job is not
enough. You
need to be
seen as
someone who
can identify
broader
challenges
and the
advice here
will help.
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Increasing your career visibility — 10
steps to raise your profile, and increase
your chance of promotion at work.

1. Too many people do a good job,
but don’t let people know

When you get some positive written
feedback from others be sure to keep it,
and circulate the feedback to more senior
people. If you get verbal feedback, ask for
it to be put in writing. Don't hide your
light: let people know what a great job
you have done.

2. You may be doing a good job, but is
this really what matters to your boss?

Talk to your boss and find out what is
important to them, then make sure you
are able to deliver. You want to exceed
his or her expectations. Could you draft a
report, find out about a topic or create or
improve a system that will really make a
difference?

3. Look broader than your role

Make it your business to find out more
about the other departments and business
units. Don’t have a silo mentality. Don’t
just do your job but look around and
understand the bigger picture. Keep
listening to background chat. You might
hear about some upcoming changes in the
organisation, the hidden agenda of what is
really going on or the personal thoughts of
the person at the top. Also, read the
financial press to see if any company
details are being leaked to the press or get
a first sniff of an acquisition or merger.
This sort of information can help you to
sound more knowledgeable than others on
a topic and you can use it to make a
suggestion that ties in with the company
direction. When you go for promotion
people expect you to be doing a good job
in your current role. What they want is
someone who can identify broader
challenges and this will help.

4. Keep your boss informed

Our bosses are not always aware of what
we have done so keep a book with copies
of the positive feedback received and also
details of what you have achieved through

your job - this will really help at appraisal
time. For most bosses, managing our
careers is not their priority, so make it
easy for them to provide a good write up
by proving examples.

5. Think about the impression you
give - let’s think about image

Look and sound like you should be doing
the higher level job. Wear good quality
clothes, carry an expensive briefcase and
use a decent pen. You should act like you
are already in the role you aspire to, so
think also about what newspaper you
should read, and the topics you discuss.
Don't brown nose but do look like you
should be in the role you want.

6. Begin to think like a boss

The boss doesn’t moan about the volume
of work, or how they can’t wait for it to

be the weekend. Instead they focus on
what the customers need and the impact
of external events on the company.
Change your mind set so you think in a
similar way. This could also help you to
work more effectively by focusing on what
is important rather than wasting time.

7. Are you clear on your strengths
and weaknesses?

Understand what you do really well and
look for ways to use your strengths. Be
aware of the areas which are more
developmental and decide if you need to
overcome these weaknesses or to find
another way of dealing with them. For
example if your proof reading is poor,
could someone else do it for you?

8. Don’'t moan about the job and
organisation

Too many people moan about their job
and organisation. Don't get sucked into
agreeing. Before you know it, a
conversation will include your name as
someone who agrees that something is
wrong when all you did was nod in
agreement.
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“Thanks so
much for all
your help - it
really made a
big difference

Lisa W.

Have a career
guestion? Be
sure to send it
to Denise for a
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9. Can you find a niche?

Is there an area you can become more
knowledgeable about so people always
come to you - perhaps you know a foreign
language, are a fount of knowledge on the
local area for visitors, or you can explain
the technical report really simply. (No one
need know you spend several hours the
night before doing your own translation to
sound so clear). By having an area of
expertise you will gain a reputation and
people will seek you out.

10. Don’t be afraid to talk with senior
people.

Occasionally we may find our self with a
senior manager, perhaps in a lift or in the
staff restaurant. If you do see someone
sitting alone go up and say hello. Do use
the time wisely, don’t ramble but ask them
questions about e.g. how their career has
progressed or refer to something you read
in the paper related to the business. You
don't want to talk too much about yourself
but showing yourself as intelligent and
interesting may help you to be
remembered. Plus later you could follow
up with an email and send some useful
information you have collected.

Quick Links
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www.personalassessments.co.uk

www.jobsearchsupport.com

www.amazingpeople.hiz

Get in touch. For a confidential chat
about how we could work together email
or call 01684 772 888

denise@denisetaylor.co.uk

Career Counselling and Guidance -
Assessments - Job Search Support -
Assessment and Development Specialist

:Could a one to one session
‘help?

A lot of clients opt to take an in-depth
programme as they want an in-depth
understanding of who they are, but for
ésome, a one off session can be all they
: need. In the past couple of days I have
gworked with 2 clients who gave the

: following feedback on their sessions:

Kelly said: I just wanted to say a big

i thank you for my session yesterday. It
greally helped talking to you and I feel like
! your guidance has finally set me on the i
path to finding my proper career. I'm

i going to follow your plan and I will let
gyou know how I get on. I'm considering
: doing the Highland Battery test, but I'll :
ésee how I get on with the information you :
: provided me yesterday. If something
really jumps out then I will go from there!
I will be in touch and many, many thanks :
i again! :

Ros said: Thank you for the session
éyesterday afternoon. You gave me some
: valuable advice about how to approach
my job search, in particular to focus on
: what I really want to do and not be side-
;tracked by what I don't, to try and iden- :
: tify the skills I have acquired through life
rather than work and apply them to the
gworkplace, and to be more pro-active in
: my methods. Thank you also for the
gsample letter you sent this morning. I

: shall try to use it, suitably amended, in  :
éapproaching potential employers. I will i
: certainly consider coming to you for :
éfurther assistance if I am unsuccessful in
i finding a job in the near future.

To receive regular tips, direct to your
inbox each month, sign up at
amazingpeople-50638@ autocontactor.com
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