
CAREER PLAN CHECKLIST
Follow these prompts to ensure that you are on track for career readiness before you graduate.

I know my personality preferences:
(if unsure, complete Focus2 assessment online)

I know my top 5 career values: (when making career 
decisions what’s most important to you)

I have identified my top industries of interest:  
(if unsure, explore Career Pathways)

I have identified my top transferable skills:  
(review this skills list and highlight your top skills)

I have used Handshake to identify 3 internships/ 
jobs of interest, list job title and company name:

I can articulate why the positions listed above are of 
interest to me (helpful for LinkedIn summaries and 
cover letters) outline a few reasons below:

I know my top 3 interest areas:
(if unsure, complete the Focus2 assessment online)

   Realistic             Investigative 

   Artistic              Social

   Enterprising             Conventional

Explore  
Majors/Careers

I have identified my top major(s) and/or minor(s) of 
interest: (if undecided, review the Major & Career 
Exploration Guide)

Minor(s): 

Major(s):

Communication style (e.g. oral/written/1-1/group):

How you receive/process information (e.g. intuition/facts):

How you like to make decisions (e.g. logic/feeling):

How you organize your life (scheduled/ spontaneous):

Preferred work environment (startup/corporate/nonprofit):  
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8)

https://fc.proxy.elasticsso.com/saml/module.php/elasticsso/sso.php?entityID=http://www.okta.com/exkivyojbrzJv30uq0x7
https://www.sjsu.edu/careercenter/docs/0-explore-your-options/career-values-assessment.pdf
https://www.sjsu.edu/careercenter/students/career-pathways/index.php
https://www.sjsu.edu/careercenter/docs/00-build-experience/transferable-skills.pdf
https://sjsu.joinhandshake.com/login
https://fc.proxy.elasticsso.com/saml/module.php/elasticsso/sso.php?entityID=http://www.okta.com/exkivyojbrzJv30uq0x7
https://www.sjsu.edu/careercenter/docs/career-guides/Guide_MajorCareerExploration.pdf
https://www.sjsu.edu/careercenter/docs/career-guides/Guide_MajorCareerExploration.pdf


I have identified extracurricular activities to pursue 
which help develop career readiness skills, list clubs/
organizations/volunteer experience below:

I have identified my top 2-3 class projects that 
highlight transferable skills relevant to my positions of 
interest I have completed:

Volunteer Work

Study Abroad

Service Learning

Internship/s

Research Project

Part-time/On-campus

I have identified the skills I need to develop through 
the Skills Gap Analysis handout

I have reviewed LinkedIn Learning to find courses to 
help me build new skills

Organization Name/s 

Organization Name/s 

Name of Courses: 

Project Title:

Project Title:

Skills developed:

Skills developed:

Skills used:

Skills used:

Build Your
Experience
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http://www.sjsu.edu/getinvolved/
https://www.naceweb.org/uploadedfiles/pages/knowledge/articles/career-readiness-fact-sheet-jan-2019.pdf
https://www.sjsu.edu/careercenter/docs/00-build-experience/skills-gap-analysis.pdf
https://sjsu.okta.com/login/login.htm?fromURI=%2Fapp%2Fsanjosestateuniversity_linkedinlearning_1%2Fexkl6qtyu592XFqZM0x7%2Fsso%2Fsaml%3FSAMLRequest%3DfZJRU6MwFIXf91cweS8BrJRmCg62VrtWl1HWcXzpRIgtkCbADdL%252Be1Mos%252B6Lecjk4d57Tr5zZ1eHPTc%252BWQ2ZFD6yTQsZTCQyzcTWR3%252Fj5chDV8GvGdA9d0oSNmonnljVMFDGQl%252BZoKrr3ClVAsEYcmhMWShqJnKPaVlioCKXoGupYo3IOi113PBMFEzLcEZrodU2NmaHgruVOjaXU%252Bd1Wb09WIcJBpD4pI6MpawT1jnw0QflwJCxWvhovdpUuZe5eTp2XW%252BSbsWYumySOk1evusSiCiAlv3XBNCwldCGhPKRY9nTkeWOrIvYsYkzJY5lelP7DRlRLZVMJL%252FORI%252BjqQWRFDIggu4ZEJWQ5%252FBhTRzTIu99EZC7OI5G0Z%252FnGBkvA1bnhFWDFkB6kD%252FPKs%252FCKOi5k85x%252FX3CzwP0h1l9ygUFQy5t25oD8i6agTsOr2%252FC8%252FkQt23%252Fmlu7%252B%252B2d2twUr%252B38Un0WxXgXz9fl0%252B%252F0sfIu3HCGv1sLhgV51F5Wi0jyLDkaIeeynddMB%252B8jVTcM4eDc9%252F8qBV8%253D%26SigAlg%3Dhttp%253A%252F%252Fwww.w3.org%252F2000%252F09%252Fxmldsig%2523rsa-sha1%26Signature%3DX9DTr8otOK9mkE8Xzco29iof56vjehIo%252BGaWfPva3C824fCPZBG2Utz8pbA%252Fadb9qper0eJ3qCbmYSYQ3UYXX79nF1K37Y%252Bse9XuVI9SA85YHIsu4MS%252F4H2IRTb3EH613sMkSQt5Ugvg3wo67b3v67goAUPfKFyuvsF9Lrlyfm392b89bG0Nj7qnDBhayRDwSKXVVLfTVEiHdrNKrP7J1M6QkXARyzK1BkAg%252Bok%252BE0V6Q8iAzDpdRxb6J3wo51eYGGbOXUZOsrtTpit%252FgwG%252BVd6yXH58I0%252FzX%252FYr9z%252Fgrlt4msrEOvYIjEUH6ScJCXBuPw2Lrdt4dz4zZ33gdjhrrw%253D%253D


For help developing these, refer to our career guides..

1)

2)

3)

Launch Your 
Career

Additional Notes/Updates:

I have developed my professional brand and have had my collateral reviewed (career coach, mentor, 
employer):

Resume    Cover Letter    Handshake Profile 

Conversation Starter   LinkedIn Profile   Website/Blog/Portfolio 

I have identified and follow my top 10 employers of interest (website, social media, LinkedIn) :

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

I have identified my preferred networking strategies and participated in the following activities:  

Identified my Network           SJSU  Mentoring & Meetups            Informational Interviews 

On-campus Speaker Events           Student Organizations            Professional Associations

Job and Internship Fairs           Employer Info Sessions/Talks 

2

White

https://www.sjsu.edu/careercenter/students/undergrads/launch-your-career.php
https://sjsu.joinhandshake.com/
https://university.linkedin.com/linkedin-for-students
https://sjsu2.peoplegrove.com/page/students
https://sjsu.my.campusapp.com/#/stores


Next Steps

      I have identified my next career preparation goals and timeline. Indicate your next steps for each of your       
      remaining semesters and the due dates to track your progress.

Semester        Due Dates:

1.

2.

3.

Semester         Due Dates:

1.

2.

3.

Semester        Due Dates:

1.

2.

3.

Semester        Due Dates:

1.

2.

3.

Semester        Due Dates:

1.

2.

3.
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