APSEA So Chapter : MINI -TRAINING SESSION  October,  2011 Monthly Mtg 

           Topic :               Tips For Career Success     
                          (condensed and modified from Working World Mag)
1.  Think and Act Positively.

When the agency hits hard times, it is easy to be negative.  Negative employees

are not seen as Problem Solvers.  They don’t go to far up within the Organization.

Don’t hang around with Negative people.  That can be contagious.  When you 

listen to negative statements, you might start to repeat them and that spreads like germs.

Remember, you are undermining the organization’s image as well as your image and that of your co-workers.  You might destroy the Organization’s years of positive building with one negative statement. 
2.  Be Well Linked.  To do this you must be competent and know where your Unit fits within the organization.  You must know Your Mission, Goals, and Objectives well.  However, if you are not well liked, you might not be effective nor productive and you may not go far up the promotional ladder within the organization.
3.  Improve Your Speaking and Writing Skills.

If you have to go back to school for refresher courses, do so.  What good are brilliant

ideas if you can not present them professionally and convincingly?  

Remember, many times it is not what you say but How You Say It !

4. Know Your Department’s Duties and Responsibilities.  

Memorize the Department’s Mission Statement and stay up to date on changes with the Goals and Objectives.  Know how your Office fits within the Organization and have a
Working knowledge of the “Chain of  Command”.  Who is in charge of what?  Understand the relationships among Departments, Divisions, Offices, Branches and of

those in the Private Sector or other Governmental Offices you interface with.  If you consider moving internally within the organization, you want to go into a Unit that

consistently promotes its employees.

5.  Develop Your Contacts.   Join Professional groups, Associations or Clubs.  Build your networking base by volunteering for task forces and Committees.  Volunteer to represent your Supervisor/ Manager at meetings whenever your Boss has conflicting agendas.
6. Establish a way to highlight important communications with names, telephone

numbers and addresses for getting your Unit’s Job Done in a timely and accurate
Manner. 

See you at our Next APSEA meeting where we will discuss our Mini-Trng Sessions and let’s stay connected and remember, “Success is in Your Hands”.  
PP 
