
CHAPTER 11

FINANCES AND CAREER PLANNING
Stages of Career Planning
The six general steps of career planning can help fi rst-time job hunters, career changers, and those who want 
to change jobs within the same career.

1.  Assess personal goals, abilities, and 
interests. Research careers.

2.  Identify job opportunities in chosen fi eld.

3.  Develop a résumé and cover letter. 
Apply for jobs.

4.  Interview for available positions. Improve 
interviewing skills.

5.  Consider job offers. Accept a job that 
meets fi nancial and personal requirements.

6.  Plan and implement a program for career 
development.
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CHAPTER 11

FINANCES AND CAREER PLANNING
All About You
Choose the right résumé format for your skills and experience, then sell yourself with a great cover letter. 

Phone: 315-555-7659E-mail: chbos@internet.com

Seeking an entry-level position in medical or healthcare administration.
PATIENT ACCOUNT CLERKUniversity Hospital,Jasper, Missouri

SALES DATA CLERKJones Medical Supply Company,Benton, Kansas

healthcare marketing, 20--

® ®
®,®

CHAD BOSTWICK2348 University DriveApartment 212Jasper, Missouri 54321

CAREER OBJECTIVE:

EXPERIENCE:

EDUCATION:

CAMPUS ACTIVITIES:

HONORS:

COMPUTER SKILLS:

EDUCATION:

CAMPUS ACTIVITIES:

HONORS:

COMPUTER SKILLS:

Skills Résumé

Chronological Résumé

NANCY FRANK

670 Dove Circle

Apartment 5B

Reston, Maine 01267

CAREER OBJECTIVE:

ACHIEVEMENTS:

EMPLOYMENT

HISTORY:

EDUCATION:

Phone: 203-555-6710

E-mail: nanfrank@internet.com

Seeking a human resources positio
n in 

which supervisory, communication, and 

research experience can be used to train

new and existin
g company employees.

SUPERVISORY EXPERIENCE

programs.

COMMUNICATION EXPERIENCE

RESEARCH EXPERIENCE

industria
l organizations.

COMPUTER SKILLS
®

® ,

®.

 
June 20-- – Present.

Corer Letter
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