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Creating your 

Professional   

 Development  

   Plan 

2 



Importance of CAREER 

Management 

“JOBS ARE THE NEW ASSETS” Time Magazine 2009 

….Not your stock portfolio or your home.  

 

“Rightsizing”, relocation 

 

    Moving on or Moving up 

 

How to remain fulfilled, challenged and marketable. 



Determine FIT 
Develop  

Plan 



Guidelines 

– 1 year, 3 year, 5 year 

– Start at 5, work backwards 

– Develop a vision as well as a plan 

– Check and update every 6 months 
 

Professional  

 Development 

Plan 



Professional  

 Development 

Plan 

What to Include      

 from the Ideal Career Model 

1. Fulfillment 

• How do you define success?  

• Career Values 

• Career Mission Statement 

2. Compensation 

• Define ideal, determine what’s realistic 

• 5 year plan 

 



3. Strengths 

• Interview others 

• Career assessments 

4. Experience 

5. Education 

 

Develop your USP from these 3.  

    Your unique selling points. 

Professional  

 Development 

Plan 



Career Coaching 

Direction – Transition - Performance 

 
www.HallieCrawford.com 

 

Connect with us on  
 



 

Kelly A. Cherwin 

Communications Editor 
 

 

kellyc@higheredjobs.com  

p. 708-848-4351 x 104 
 

 

mailto:kellyc@higheredjobs.com


Higher Ed Employment Statistics 

Facts: 
 

• The number of jobs in higher education decreased for the 3rd 

consecutive quarter in 2012.  (The 1st decrease since 2007.)   

(Source- HigherEdJobs Employment Report/U.S. Department of Labor.) 

 

• However, the number of job postings on HigherEdJobs has 

increased by almost 24% since Q3 of 2012.    

 

Why?  Colleges/Universities may be losing employees (to retirement, 

other institutions, other industries) and choosing to only fill a portion of 

the vacancies.   
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What does this mean for you?  

 

• You may have a little more on your plate, but it can also mean it 

is your time to shine! 

 

• Consider the following if you are looking to move up either 

within your organization or to a different institution. 



12 

Take Initiative  

 

• “A ship is safe in harbor, but that's not what ships are for.” 

•                                                                                              -William G. T. Shedd 

 

• 1. Don’t be complacent and expect things to come to you.   

• 2. Do your job well ALL of the time.   (Show that you are indispensable.)  

• 3. Set “SMART” goals.  Be proactive in communicating these goals to your  

supervisor. 

• 4. Request to be on campus committees or attend meetings that can 

benefit you, while showing you can add value.   

• 5. If applicable, find a mentor on campus or ask your supervisor for help in 

achieving the goals you’ve created.  

• 6. Be confident in yourself. 
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Be strategic 

 

• 1) Document new tasks/accomplishments (keep your resume updated even 

if you aren’t in a current job search.)   

• 2) Be prepared for your annual review or be proactive and request a “touch 

base meeting” with your supervisor to show them how “you are shining.”    

• 3) Consider a self-assessment that you and your supervisor can discuss. 

• 4) Always be open to learning.  Request to attend professional 

conferences/seminars.  Go one step further--be a presenter or write an 

article for a journal. 

• 5) Stay educated.  Know what is going on in your field of event planning 

and in the higher education industry.   Read career articles, 

salary/employment data, (create a job search agent on HigherEdJobs to 

see comparable job postings/what your colleagues responsibilities are.)  

• 6) Use common sense--don’t get caught up in cliques or office gossiping.    
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Are you considering a move? 

 

• Conduct informational interviews -- consider a different 

department or area or even a different type/size institution. 

• Work on building and using your network.   

• Know your reasons for wanting to making a change--not just for 

a new title, or money.   

• From a recent NASPA webinar,1  "A career is more like a tree with branches than a destination. 

It's not 'What will I be for the rest of my life?' but rather 'OK, this is my first step.'"  

 

 

 

 

• 1 http://www.naspa.org/events/csam13-tpe 

 

 

•    

http://www.naspa.org
http://www.naspa.org
http://www.naspa.org
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Higher Education...A Great Place to be!  

• Words of Wisdom from our Higher Education Experts:  

•   “Why do you work in Higher Education?”  

 

• “It is genuinely the students, faculty, and staff. I really enjoy the pace and dynamic changes of the 

academic year. It is amazing to witness the anticipation of students and new professionals alike, 

as they navigate the transition to the university community and it's culture.”  Dr. Joshua Smith- 

Loyola University Maryland 

 

• “The best reason to work in international education is because of the people you meet. I love my 

job. I feel so fortunate to do this kind of work every single day. There is not a single day in my 

work when I do not interact with someone who cares deeply about expanding our understanding 

of one another. How can you not love that?” Meredith McQuaid, University of Minnesota 

 

• “The "bread and butter" of any university, including research extensive universities such as ours, 

must be the students. Educating students is the central mission of a good university. I am most 

passionate about seeing students succeed, and my contribution to their success is to be as good 

in the classroom and laboratory as I can be. I enjoy working with both undergraduate and 

graduate students, and seeing them succeed in accomplishing whatever they choose as their 

career.”  Dr. Edwin Dove, University of Iowa. 



Contact Information 

www.HigherEdJobs.com 
 
Find us on:  
 
LinkedIn (search for HigherEdJobs in groups) 
Facebook.com/HigherEdJobs 

Twitter.com/HigherEdJobs 

Plus.Google.com/+HigherEdJobs 

 

For Higher Ed Career Tools/Advice visit, 
http://www.higheredjobs.com/Articles/ 
 
 

General Questions: jobseeker@higheredjobs.com 

mailto:jobseeker@higheredjobs.com


January 11, 2014 
Sally C. McKay 

Director Human Resources 
Belmont University 

 



 Probably not. If interested, they will call 
you.   

 Most jobs are posted at least 2-3+ weeks, 
so probably too early. 

 If you have waited a long time (4+ weeks 
and heard nothing), email your question - 
not a phone call.  

 Do not contact the head of HR.  He/she 
will forward call to the recruiter anyway.   

 



 Short email to the hiring manager or to HR 
from your contact is a very good idea. 

 Helps your resume get reviewed more closely 
– especially when there are 50+ applicants. 

 Email should briefly mention how they know 
you, and whether it is a personal or 
professional relationship. 
◦ Should mention key attributes or skills that are 

match for the job. 



 Could be many things: 
◦ Poor resume – must be professional and 

well organized 

◦ Poor cover letter – should be specific to 
job you are applying for with no 
grammatical errors!! 

◦ Complete application thoroughly and 
include salary info if asked  

 



 Most likely reason is jobs you have applied for 
not a great fit: 

◦ Did you research the University and the job? 

◦ Are you applying for the correct level job? 

◦ Did you show that you have the requisite years 
experience, skills, abilities for the job? 

 Maybe you are not doing anything 
wrong, just lots of competition! 



 Research the University’s website for their 
compensation system. 

 Private colleges may not provide $$ info online 
but you may get an idea of its level.  

 Expect smaller colleges, most publics and 
community colleges to offer less $$. 

 Use Google, salary.com, etc. to find range info. 

 Do you know someone that works at college? 

 In general, pay info not discussed until the 
interview stage. 

 



 Titles are not standardized so it depends! 

 Is the new University much larger or more 
prestigious than your current college? 

 Do you want to move laterally to explore other 
departments or improve new skills? 

 What are opportunities for career growth? 

 What level pay do you need and what are the 
benefits of the new University (for example 
graduate tuition reduction)?  

 



 Don’t apply for a job until you have done your 
research! 

 Provide a professionally written resume, cover 
letter and complete application. 

 Don’t apply for job requiring 10 years 
experience when you have 2 years experience. 

 Don’t get discouraged and try to be positive 
because it shows in your communications!!! 

 Job market opening up and lots of new 
opportunities becoming available.  



LET’S LEARN ABOUT YOU: 

How many of you work for a specific 

department or unit as event planners? 
 

How many of you work for a centralized 

event services department? 
 

How long have you been in your current 

position: 

Less than 2 years? Five or more years? 

Ten or more years? 

 



Who has a career 

development plan? 



MORE EXPERT ADVICE  

FROM THE PANEL... 



TIME FOR YOUR 

QUESTIONS... 



Action steps for YOUR professional 

development plan: 

Write a career mission statement 

Outline a 5-Year salary plan 

Identify your unique selling points 

Schedule self-assessment every six months 

Set SMART goals 

Find a career mentor 

Update your resume 

Be a presenter at a conference 

Write a journal article or blog entry 

 



MORE ideas... 

Create a job search agent on HigherEd Jobs 

Schedule informational interviews 

...in another department 

...at another institution 

Join a committee 

Review your goals with your supervisor 

Practice continuous learning 

Build your network 



 
How do I stay focused on advancing 

MY  CAREER? 
 

What steps can I take TODAY? 

NEXT MONTH? 

NEXT YEAR? 

 



THANK YOU TO OUR 

PANELISTS! 

Thanks to the audience 

for your participation! 


