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Meet Dr. Stephanie Fletcher-Lartey, MPH, PhD

She is Public Health Epidemiologist, specialising in infectious diseases and health

emergencies. She is also a qualified environmental health officer, researcher,

monitoring and evaluation specialist, and an experienced project management

professional. With over 28 years of professional experiences, starting from humble

beginnings serving rural communities  and excelling to becoming a sought after

global expert, she has successfully navigated many career changes. 

Dr Fletcher-Lartey also serves as a Transformational Coach and Expert Advisor,

supporting others to find and fulfill their purpose, and achieve their career goals.



Career planning is essential for professional success. Whether you’re a recent

graduate or an experienced professional, having a well-thought-out career plan

can guide your path. 

Here’s why it matters:

Gaining Perspective: Career planning helps you assess where you are and

where you want to be. By understanding available resources and identifying

gaps, you can make informed decisions.

1.

Staying Focused: A complete career plan aligns your interests, skills, and

experience with your goals. It keeps you on track and enhances your candidacy

for roles by showcasing your capabilities.

2.

This resource guide is designed to provide you with a comprehensive framework

for effective career planning. By walking you through essential steps—from

assessing your current skills to setting actionable SMART goals and developing a

personalized career action plan—this guide equips you with the tools and insights

needed to navigate your professional journey confidently. Whether you’re just

starting out or looking to make a significant career shift, the strategies and

templates included will help you create a clear, actionable plan tailored to your

unique aspirations and circumstances.

Why A Resource Guide for
Effective Career Planning?

Career Planning Resource Guide



Introduction 03

stephaniemahaliafletcher.com

Welcome to "Unlock Your Career Potential," a

comprehensive resource guide designed to help

you develop a strategic career plan using SMART

goals. This guide will provide you with essential

tools and insights to assess your skills, set

achievable goals, and create actionable career

strategies. Whether you're just starting out or

looking to advance, this guide is tailored to help

you succeed.

This guide is structured to take you step-by-step through the process of career planning and goal

setting. Each section is designed to build upon the previous one, ensuring a comprehensive

approach to your career development. Here's a brief overview of what you will find:

1. Career Planning: Begin by identifying your short-term and long-term career goals. This section

will help you reflect on where you are now and where you want to be.

2. Common Myths: We’ll debunk common myths about career planning to set realistic

expectations.

3. Skills Assessment: Evaluate your current skills and identify areas for development. This section

includes tools and exercises to help you understand your strengths and weaknesses.

4. Setting SMART Goals: Learn how to set Specific, Measurable, Attainable, Relevant, and Time-

bound goals that will drive your career forward.

5. Developing a Career Action Plan: Create a detailed action plan that outlines the steps you need

to take to achieve your goals. This section will help you map out a clear path to success.

6. Printable Action Plan: Use the printable section to summarize your action steps and track your

progress. This section is designed to be easily filled out and updated as needed.

How To Use This Guide

Fillable spaces: This icon indicates the section can be filled in the
electronic version of your guide.



Tips for Creating a Personalized
Resource Guide 
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Creating a personalized resource guide for effective career planning involves

several steps:

Self-Assessment: Reflect on your interests, strengths, and values. Consider

what motivates you and what skills you want to develop. Tools like personality

assessments, SWOT analysis, and skills inventories can help.

Research: Explore different career paths. Look into industries, job roles, and

companies that align with your goals. Use online platforms, professional

networks, and informational interviews to gather insights.

Set Goals: Define short-term and long-term career objectives. Be specific

about what you want to achieve. For example, you might aim for a promotion,

a career change, or starting your own business.

Skill Development: Identify the skills needed for your desired career. Seek out

courses, workshops, or certifications to enhance those skills. Online platforms

like Coursera, LinkedIn Learning, and edX offer valuable resources.

Networking: Connect with professionals in your field of interest. Attend

industry events, join relevant groups on LinkedIn, and build relationships.

Networking can open doors to opportunities and provide valuable advice.

Resume and Cover Letter: Craft a compelling resume and cover letter. Tailor

them to each job application. Highlight relevant experiences, skills, and

achievements.

Job Search Strategies: Learn effective job search techniques. Understand how

to use job boards, company websites, and recruitment agencies. Leverage

your network to discover hidden job openings.

Interview Preparation: Prepare for interviews by researching common

questions, practicing your responses, and understanding the company

culture. Mock interviews can be helpful.

Professional Development: Stay updated on industry trends. Attend

workshops, webinars, and conferences. Consider mentorship or coaching to

accelerate your growth.

Evaluate and Adjust: Regularly assess your progress. Adjust your plan as

needed based on feedback, changing circumstances, and new opportunities.

Note well: your resource guide should be tailored to your unique goals and

preferences. Feel free to adapt these steps to fit your individual journey! 

We hope this guide serves as a valuable resource in your career journey. Let’s get

started!



What is your primary career aspiration?

What short-term goals will help you move towards this aspiration?

What long-term goals will solidify your career success?

CAREER PLANNING RESOURCE GUIDE stephaniemahaliafletcher.com

Section 1: Understanding
Career Planning
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Career planning is a critical process that

helps you set short- and long-term goals

to guide your professional journey. It

allows you to be strategic about your

career choices, ensuring they align with

your aspirations and strengths.

1.1 Why Career Planning is Essential

Definition and Importance

Career planning involves identifying

your career goals and designing a

structured path to achieve them. It

helps you stay focused and

motivated, providing clarity on your

professional direction.

Benefits of a well-structured career

plan

With a clear plan, you can proactively manage

your career, stay prepared for opportunities,

and make informed decisions. It enhances

your confidence and increases your chances

of success.

Define Your Career Plan:

Fillable Space:
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What misconceptions have you had about career planning?

How will you adjust your mindset to overcome these myths?

SECTION 2:  Common Myths
About Career Planning
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2.1 Myth #1: "You Need to Have

Your Entire Career Mapped Out."

2.2 Myth #2: "Skills Are Fixed

and Cannot Be Improved.

Reality: Skills can always be developed and

refined. Continuous learning and development are

key to career advancement.

Suggestions: Regularly assess your skills and seek

opportunities for growth. Take courses, attend

workshops, and seek mentorship to enhance your

abilities.

2.3 Myth #3: "SMART Goals

Are Only for Big Projects."

Reality: SMART goals can be applied

to any goal, no matter how big or

small. They provide a clear framework

for achieving any objective.

Suggestions: Incorporate SMART

goals in all aspects of career planning.

Whether it's a daily task or a long-term

ambition, SMART goals can help you

stay focused and achieve success.

Reality: Career paths can change and evolve

over time. It's not necessary to have every

detail figured out from the start.

Suggestions: Allow flexibility in your plans and

adapt as needed. Be open to new opportunities

and willing to adjust your goals as you gain

more experience and insights.

Addressing Myths in Your Career Plan:

steph
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Here's What The Process Looks Like

Section 3: Skills Assessment

3.1 Conducting a Self Assessment

3.2 Seeking Feedback

Understanding your strengths and areas for improvement is crucial for career

development.

Steps to identify your strengths and weaknesses:

Self-reflection: Spend time reflecting on your past experiences,

accomplishments, and challenges. What skills helped you succeed, and

where did you struggle?

Skill Inventory: Create a list of your skills, categorizing them into technical,

interpersonal, and transferable skills.

Performance Reviews: Review feedback from past performance appraisals

to identify patterns in your strengths and areas needing improvement.

Seek constructive feedback from those around you to gain a more comprehensive

understanding of your capabilities.

Importance of obtaining feedback from peers and mentors: Feedback

provides insights that you might overlook, offering different perspectives on

your strengths and areas for improvement.

Methods for gathering constructive feedback:

Formal Reviews: Participate in regular performance reviews with your

manager.

Informal Feedback: Engage in open conversations with colleagues and

mentors. Ask specific questions to get detailed and actionable feedback.



Fillable Space: Feedback Notes:

Who can provide valuable feedback for you?

What specific areas will you ask feedback on?

Skills Inventory

Use the table below to identify your technical, interpersonal and

transferable skills. then indicate the level (strength) of each skill.

Identify any any skills for improvement and areas for

development.

Skill Category Specific Skills
Strength Level 
(1-10)

Areas for
Improvement
/Developmen
t Plan

Technical

Interpersonal

Transferable

steph
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Section 4: Setting SMART
Goals

Investment Starts From:

WWW.REALLYGREATSITE.COM

$699

4.1 What are SMART Goals?

SMART is an acronym for Specific, Measurable, Achievable, Relevant, and Time-

bound. SMART goals are a helpful way to build the career you want by setting a

clear roadmap of how you will reach your intended target. This framework

ensures that your goals are clear and attainable.

Specific: Be precise about what you want to achieve and when you want to

achieve it. For instance, rather than saying “improve communication skills,”

specify “deliver a presentation at the annual conference.”

Measurable: Define clear measures to track progress. Use numbers or other

markers to assess effectiveness. For example, aim to complete ten

additional change reports per day to increase overall efficiency by 5%.

Achievable: Set realistic goals that you have a genuine chance of achieving.

Dream big, but ensure your goals align with hard work and focus. For

instance, growing revenue by 10% over 12 months by bringing on five new

customers.

Relevant: Align your goals with your desired career path or organizational

aims. Avoid setting personal goals unrelated to your career trajectory. For

example, aim to be promoted to department manager within five years and

division VP ten years after that.

Time-bound: Set clear deadlines. Without them, focus and interest can

wane. For instance, aim to achieve $5 million in new sales in the next four

years. 

4.2 Creating Your SMART Goals

Transform your professional aspirations into actionable SMART goals.

Examples of effective SMART goals:

Project Manager: "Complete the PMP certification exam within six months to

enhance my project management skills and increase my eligibility for

promotion."

Marketing Specialist: "Increase website traffic by 20% in the next three

months by implementing a targeted social media strategy."



Investment Starts From: $699

Commerce or Accounting professional:

Goal: "Improve Financial Reporting Accuracy."

Specific: "I will improve the financial reporting accuracy for our department

by implementing new reconciliation procedures."

Measurable: "I will reduce reporting errors by 20% over the next six months."

Achievable: "I will achieve this by conducting training sessions for the team,

introducing double-check systems, and using automated reconciliation

software tools."

Relevant: "Accurate financial reporting is critical for making informed

business decisions and maintaining compliance with financial regulations."

Time-bound: "This goal will be achieved within six months, with progress

reviews at the three-month mark."

Examples of effective SMART goals in various professions:

Entrepreneur or Business professional 

Goal: "I will define the target audience for my business by the end of the

quarter. This task includes researching who will buy my product or

service, their needs and wants, and how I can target them through my

marketing efforts."

Specific: "I will define the target audience."

Measurable: "I will track my progress by the completion of the research."

Achievable: "It’s feasible to define a target audience within the given

time frame with sufficient effort and research."

Relevant: "Knowing the target audience is essential for effective

marketing."

Time-bound: "This goal will be achieved by the end of the quarter."



Health Professional

1) Goal: "Increase patient satisfaction scores."

Specific: "Implement a new patient feedback system to collect feedback on

patient experience."

Measurable: "Achieve a 10% increase in patient satisfaction scores within six

months based on feedback surveys."

Achievable: "Regularly review feedback and implement changes in patient

care protocols."

Relevant: "Improving patient satisfaction contributes to better patient

outcomes and hospital reputation."

Time-bound: "Completed within six months."

2) Goal: "Reduce patient readmission rates."

Specific: "Develop a follow-up care program for patients discharged with

chronic conditions."

Measurable: "Reduce readmission rates by 15% over the next year."

Achievable: "Coordinate with a team of nurses and healthcare providers to

manage follow-up care."

Relevant: "Lower readmission rates improve patient health and reduce

hospital costs."

Time-bound: "Completed within one year."

3) Goal: "Improve clinical skills."

Specific: "Complete an advanced certification in wound care management."

Measurable: "Pass the certification exam and apply advanced wound care

techniques in practice."

Achievable: "Attend a training program and study regularly for the exam."

Relevant: "Enhanced skills will contribute to better patient care and

professional development."

Time-bound: "Certified within six months."



1) Goal: "Expand client base."

Specific: "Launch a new marketing campaign targeting local businesses for

corporate wellness programs."

Measurable: "Acquire five new corporate clients within three months."

Achievable: "Allocate a budget for marketing materials and presentations."

Relevant: "Increasing client base will grow the business and revenue."

Time-bound: "Completed within three months."

2) Goal: "Enhance client wellness outcomes."

Specific: "Develop a personalised 12-week fitness and nutrition program."

Measurable: "Help clients lose at least 5% body weight and improve fitness

levels."

Achievable: "Incorporate weekly check-ins and adjust programs based on

client feedback."

Relevant: "Tailored programs can lead to better client satisfaction and

retention."

Time-bound: "Complete the program within 12 weeks."

3) Goal: "Increase professional knowledge."

Specific: "Complete a continuing education course in stress management

techniques."

Measurable: "Implement at least three new stress management techniques

in client sessions."

Achievable: "Enroll in an online course and study consistently each week."

Relevant: "Improving knowledge in stress management addresses client

needs and enhances service quality."

Time-bound: "Course completed within three months."

Wellness Professional



Goal: "Enhance student engagement."

Specific: "Incorporate interactive learning tools and activities into the

curriculum."

Measurable: "Increase student participation by 20% based on classroom

observations and feedback."

Achievable: "Select suitable tools, prepare lesson plans, and train on their

use."

Relevant: "Improving engagement leads to better learning outcomes and

satisfaction."

Time-bound: "Implemented within one semester."

Goal: "Improve student performance."

Specific: "Develop and implement a targeted tutoring program for

underperforming students."

Measurable: "Increase the average test scores by 15% for participating

students within six months."

Achievable: "Identify students, schedule tutoring sessions, and monitor

progress."

Relevant: "Addressing learning gaps helps students achieve academic

success."

Time-bound: "Completed within six months."

Goal: "Develop professional skills."

Specific: "Attend a professional development workshop on integrating

technology in the classroom."

Measurable: "Implement at least two new tech-based teaching strategies

by the end of the semester."

Achievable: "Participate in the workshop and plan integration steps."

Relevant: "Adapting new teaching methods enhances education quality

and student engagement."

Time-bound: "Strategies implemented within one semester."

Teaching Professional

stephaniemahaliafletcher.com



What are your top three career goals?
1.

2.

3.

How will you make each goal SMART?

Goal Specific Measurable Achievable Relevant Time-bound

Your SMART Goals:

Use the Fillable table to set up your SMART goals

SMART Goals

stephaniemahaliafletcher.com
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Steps/
Actions to
Take

Who will do
it?

Resources
Needed

Timeline
Progress
Tracking

1

2

3

4

5

Section 5: Developing
Your Career Action Plan

5.1 Designing Your Action Plan
A comprehensive action plan helps you map out the steps needed to achieve your career

goals.

Outline of critical steps for career advancement:

Identify clear steps or actions to take: Outline the steps you will take to achieve the

short-term and long-term goals.

Identify who is responsible: Determine who will carry out the actions or steps. this can be

a supervisor or mentor needed to assist you to achieve that step.

Resource Allocation: Identify the resources (time, money, training) needed for each step.

Create a Timeline: Develop a timeline that outlines when and how each step will be

completed.

Progress Tracking: Identify milestones or key indicators that demonstrates you have

achieved the goal or actions

Career Action Plan
Goal 1: 
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Steps/
Actions to
Take

Who will do
it?

Required
Skills

Resources
Needed

Timeline

1

2

3

Career Action Plan

Goal 2: 

Steps/
Actions to
Take

Who will do
it?

Required
Skills

Resources
Needed

Timeline

1

2

3

Goal 3: 
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How will you monitor your career progress ?

What milestones will you set to track your achievements? 

5.2 Monitoring and Adjusting Your Plan
It's important to regularly review your career plan to track progress and make

necessary adjustments.

Techniques for tracking progress:
Regular Reviews: Set monthly or quarterly reviews to assess your

progress.

Milestone Tracking: Break down your goals into smaller milestones and

track their completion.

Strategies for recalibrating your goals and plans:

Stay Flexible: Be open to adapting your plan as needed based on new

insights or changes in circumstances.

Seek Feedback: Regularly seek input from mentors and peers to refine

your approach.

Progress Tracking:

stephaniemahaliafletcher.com
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“If you want to be
successful, find

someone who has
achieved the results
you want and copy
what they do and
you’ll achieve the

same results.”

Tony Robbins
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Thank you for using the "Unlock Your Career Potential" guide. Remember, the key to
successful career planning lies in continuous self-assessment and flexibility. Use the
tools and insights provided to navigate and adapt to your evolving career landscape.

TO CONCLUDE 
Thank you for using the "Unlock Your Career Potential" guide. Remember, the key

to successful career planning lies in continuous self-assessment and flexibility. Use
the tools and insights provided to navigate and adapt to your evolving career

landscape.

Ready to Take Charge of Your Career?

Start your journey to a fulfilling career today! Download our free "Ultimate Career
Planning Guide" and discover how to set SMART goals that will propel you towards

success.

Don't wait! Optimize your career path with practical strategies, customizable
templates, and expert insights—all tailored to help you achieve your professional

dreams.

👉 Download the Guide Now!

https://areteproconsult.com/signup240929


Ready to take you
career to the Next

Level?
If you're hungry for greater job satisfaction, professional

growth, or want to break through invisible career
barriers, then let's show you how!

If you're still in the exploration phase or have more questions, no worries at all.

Book a FREE consultation call NOW

stephaniemahaliafletcher.com

Book your complimentary consultation NOW
https://bit.ly/DiscoverySession-FREE

👉 Book Now!

👉 Book Now!

https://thehub-api.mastermind.com/widget/bookings/1on1-consultation-24-d96e8c66-69f8-4861-b8f7-246bebd6fa15
https://thehub-api.mastermind.com/widget/bookings/1on1-consultation-24-d96e8c66-69f8-4861-b8f7-246bebd6fa15
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