Step 2: Research

The Second Step to Career Success!

	
	This section will help you to:

· Discover the wide range of work available

· Find out the specifics of a particular job

· Detect work-related trends


	6 LifeWork Planning


	5 Work


	4 Networks & Contacts


	3 Decision Making


	2 Research

	Career  Trends
	Information Search
	Information Interviews
	Job Shadowing
	Gaining Experience


	1 Self-Assessment


The first section of Step 2 includes the following areas:

· An overview of career trends 

· Changes in organizational beliefs 

· The new work alternatives 

· An occupational research chart 
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	To find out what one is fitted to do and to secure an opportunity to do it is the key to happiness.
~ John Dewey


Step 2.1: Career Trends
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	· This section will introduce you to trend analysis and suggest sources for further study and information


When making career decisions, it is important to remember that your choices must fit into the realities of the working world. It is possible to use trends to your advantage by utilizing those aspects of your personality and experience that are most compatible with employment demands. It will be up to you to gain a basic understanding of these trends so that you can adjust your career preparation and take advantage of emerging possibilities.

Labour Market Trends

Labour market trends are those that operate on a macro-scale and determine which employment fields will be predominant. Examples include advertising, research and development, information systems management, and social work. By analysing certain indices (in sources such as specialized books, business journals, government policies, even your daily paper and the Internet), you can begin to discern patterns that you can extrapolate into future employment prospects. Indices you can study include:

	· Demographics 

· Technology 

· Economic globalization 
	· Domestic economic conditions and policies 

· The state of the environment 


A change in any of these indices has the potential to create new career opportunities or lead to the elimination of jobs. The impact of these trends is evident in the downsizing of the Canadian manufacturing sector, the diversification of the service sector, and the growth of small business.

Occupational Trends

Occupational trends, which are more micro-oriented, are concerned with your role within a certain field. For example, within "advertising", you can be a full-time or part-time employee of an advertising firm, you can be a freelancer or contractor, you can job-share, etc. Changing economic conditions are a major determinant of occupational trends, with events like recessions and economic restructuring playing important roles. Technological advances are also significant. One change due to the advent of high-tech tools has been the increased number of people telecommuting (working from home).

Additional Resources for Researching Future Trends
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	The following materials provide excellent overviews of future trends affecting the work world:

	
Bridges, William. Creating You & Co: Learn To Think Like The CEO of Your Career. Addison-Wesley. 1997.

Campbell, Colin. JobScape: Career Survival in the New Global Economy. MacFarlane JIST Works. 1997.

Davis, Stan and Christopher Meyer. BLUR: The Speed of Change in the Connected Economy. Werner Books. 1999.

Feather, Frank. Canada’s Best Careers Guide 2000. Firefly Books. 1998.

Foot, David and Daniel Stoffman. Boom, Bust and Echo 2000: Profiling from the Demographic Shift in the New Millennium. MacFarlane Walter & Ross. 1998.

Handy, Charles. The New Alchemists. Hutchinson. 1999. 

Moses, Barbara. The Good News About Careers: How You’ll Be Working in the Next Decade. Stoddart. 2000.

	There are also many excellent magazines that regularly profile trends; examples are:

· Business 2.0 http://www.business2.com 

· Fast Company http://www.fastcompany.com 

· The Futurist http://www.wfs.org 


To continue to the next section. Step 2.2, click here. 

Step 2.2: Changes in Organizational Beliefs

The changes in organizations that are taking place across the world reflect a very deep shift in the values and beliefs that are held by these organizations. The following chart outlines the shift from the traditional beliefs in the industrial era to the emerging beliefs of the information era.

	Traditional Beliefs:
	Emerging Beliefs:

	Valuing loyalty and tenure

· Acceptable career patterns show stability of employment 

· Loyalty to a company is rewarded by tenure with the company 

· Personal sacrifices are often necessary "for the good of the company"
	Valuing commitment and performance

· Acceptable career patterns show commitment to personal ideals; loyalty to these ideals results in the development of confidence 

· Value is placed on making contributions and for being adaptable to new demands 

· Team contributions and team loyalty are important

	Growth

· Growth is equated with promotions; climbing the corporate ladder equals success
	Growth

· Growth is associated with personal development and meaningfulness, and typically involves broadening one's knowledge and skill base 

· Engaging in personally meaningful activities equals success

	Employee Development

· Organizations focus on employee development; individuals focus on career paths within an organization and seek security by acquiring the skills the organization deems important; the organization is responsible for employees' career development
	Personal Development

· Organizations focus on personal development; a work place that encourages on-going learning and development of employees will be the most successful; responsibility for career development rests with the individual

	Permanence

· The longer the tenure, the better; personal security associates with ‘permanent?employment; one should stay with the same employer for a long time
	Transience

· Security is now linked to personal competence and adaptability; one is unlikely to stay in the same setting for very long

	Organizational Model

· Organization is compared to a nuclear family; "Mom & Dad" (the senior management) will take care of us
	Organizational Model

· Organization is compared to extended family; partnerships and networks are important, and services are shared

	Organizational Structure

· Structure is based on a hierarchy of positions, which leads to the use of defined jobs
	Organizational Structure

· Structure is based on work that needs to be done, which leads to the use of contracts, alliances, and networks


Adapted from: B. Day and K. Copithorne, Radical Change in the World of Work: The Backgrounder, Alberta Advanced Education and Career Development, Edmonton. 1995. 

To continue to the next section, Step 2.3, click here. 

Step 2.3: New Work Alternatives

Research conducted by B. Day and K. Copithorne in Radical Change in the World of Work identified current work alternatives. The categories are not mutually exclusive; activities in one of the alternatives frequently integrate with activities in other areas. The following descriptions are provided as an overview of the changing work dynamic.

1. Full-Time Employment:

Full-time employment refers to 30 or more hours of work with the same employer. There is usually an implicit assumption of relative permanency. Human resources personnel often refer to positions as being permanent and recruit people on that basis. One of the reasons individuals who have been laid off through corporate downsizing experience so much pain is that they feel this implicit pact has been broken.

People who value security and stability prefer full-time employment. They believe the best way to maintain security is through involvement in the organization.  In the current workforce, some individuals may exhibit an external "locus of control" and believe that it is the organization’s responsibility to take care of them. However, this approach may actually increase their risk as they have placed their future in someone else’s hands. Even a full-time employee must "Behave like they are in business for themselves" and "Hold themselves accountable for their outcomes".

2. Part-Time Employment:

Part-time work involves less than 30 hours per week for the same employer and is one of the fastest growing forms of work at this time. Although part-time work typically involves low hourly wages and lower skill level requirements, there is an increased trend towards the use of this work alternative in technical and professional settings. 

Individuals who do well in part-time settings usually do not have work as the primary focus in their lives. Typically the role is taken on to provide extra income for the home or to have more time for other interests such as family. These individuals hold similar beliefs to full-time workers valuing security and predictability.

3. Multi-Tracking:

Multi-tracking refers to a person who holds 2 or more separate work roles at one time. Sometimes individuals who multi-track are referred to as "moonlighters", as they often carry a second part-time job in addition to their "regular" full-time day job.

The role may involve:

· Working for 2 or more employers, or 

· Working for an employer and running a business, or 

· Running 2 or more separate businesses, or 

· Working for an employer and being involved in a community barter network (e.g., Local Economic Trading System - LETs) 

These types of individuals work best in environments that include diversity, variety, and change. They are typically confident in their skill sets and are willing to keep their skills up-to-date to maintain their "security".

4. Job Sharing:

A job share is a formal arrangement in which two people agree to share one job or position. The position is usually full-time and each of the job share partners works half of the time. Typically both partners have the same responsibilities, but at different times. It is a similar type of arrangement to shift work. When one person arrives, they carry on the duties and responsibilities of the other partner. 

Many individuals and organizations are choosing this type of arrangement to accommodate different family needs. The Conference Board of Canada estimates that 20% of Canadian organizations allow job sharing and that the majority of arrangements involve women. 

Individuals who work well in job sharing roles place value on security and structure, and believe that the role they are fulfilling is important. They are striving to maintain their employment standing while at the same time filling another important need or value.

5. Work Sharing / Team Models:

This arrangement involves sharing work functions, rather than positions. Typically, a team will be established to take on specific functions, including those of management. The team becomes responsible for making and implementing specific kinds of decisions, such as the development of a new product or service. Work sharing approaches are increasing in organizations as traditional job descriptions disappear and are replaced by group work. Team members must have a respect for each other's contributions and see the organization outcomes as being more important than personal glory. They know and accept their own strengths and limitations and value team contribution. One's reputation is often "put on the line" in a team-based model.

6. Talent Pooling:

Talent pools are collections of individuals who form strategic alliances for the purpose of finding and performing work. Generally, the members of the pool have common interests but complementary skills. In many ways a talent pool is similar to the team model. However, a team typically involves a pool of talent inside organizations, whereas a talent pool exists outside of any single organizational structure. A classic example of this is a group of counsellors. These individuals may have strengths in different specializations such as: career, addictions, marriage and family, etc. The group is then able to address a wide range of issues that no one individual could address and each person can market the services of the whole group.

Individuals who thrive in talent pools strongly value other people and believe that growth can take place through the strengths of others. They are comfortable in alliances and are able to recognize their own strengths and limitations. These individuals also have a higher tolerance for ambiguity than those who work in teams as the "pool" sets the course, not a larger organization.

7. Agent / Broker:

An agent or broker typically markets and / or represents the products or services of other individuals or groups. The agent negotiates the value of the service or product on behalf of the client. In return for these services, the agent is paid a commission, usually a percentage of the sales price for the goods or services. The most well known examples of agents are in professional sports. Agents work to get the best possible contracts for their clients and take a percentage of the deal for their ability to deliver it. Another common agent form is in the field of recruitment; however, in this case, the company is the client. When the agent successfully fills a role in the firm, they receive a fee for the service. This fee is typically a percentage of the salary. For example, if you recruited a senior manager into a role for a company that was paying $100,000, you might receive a fee of $10,000 - 15,000 for this service.

An agent might also broker the services of a group such as the "talent pool" discussed above. They could represent the group in negotiating a large contract with a company. Agents’ strengths lie in their communication skills and ability to forge alliances. They are good negotiators and are willing to take moderately high risks.

8. Contracting:

Contracting is a rapidly growing work option. Some companies choose to maintain only a skeleton of staff at their core and then contract with individuals to perform a full-time but time-specific role. Compensation is usually based on salary, with no benefits. A contract may run from a few weeks to a few years. A person may work from contract to contract over extended periods of time with different employers.

Individuals who enjoy contracting are self-reliant. Similar to multi-trackers, they are confident in their skills and can adapt to different settings quickly. These individual can also work from home. They learn to demonstrate how their work can add value to an organization. This being said, many people do not enter contracting by choice. They are often victims of layoffs who have learned to adapt to new work realities.

9. Consulting:

A consultant differs from a contractor in that a consultant will have contracts with a number of organizations at the same time. They manage multiple projects simultaneously. The contracts are typically very outcome-specific and last a specified duration of time (e.g., 3 months). A person can consult in any field where a specialized set of knowledge is required (e.g., computer systems, career development, training, marketing, etc).

A consultant believes that they have a skill that will enhance the value of others. They know exactly how to apply this to a given situation. They are typically confident, self-reliant and creative problem solvers. Consulting involves a great deal of high risk due to the short-term nature of contracts and the rapid pace of change.

10. Self-Employment:

Whereas agents, consultants, and people in talent pools may be viewed as self-employed, this term typically refers to individuals who develop, market and deliver their goods and/or service. It is a one-person operation. Examples of these are: corporate trainer, fitness trainer, home inspector, paralegal, meeting events planner, public relations specialist, security consultant, web site designer, etc. A more recent language for this form is called the SOHO (single operator / home office) - reflecting a very large trend in the Canadian economy. This is the most rapidly growing sector of the Canadian work dynamic today!

These individuals are excellent self-managers as they are confident and determined. They believe in their product or service 100%. These ventures can be riskier, as they do not have a supporting cast of others directly involved in their business. For some, this level of enterprise expands to entrepreneurship.

11. Entrepreneurship:

This option involves the highest level of risk in the work dynamic. An entrepreneur owns and operates a business and typically employs others in the running of the business. The business may be built from scratch, purchased or a franchise. There are high financial risks and rewards. Most of these entrepreneurial ventures employ fewer than 20 employees. It is important to note that small businesses in Canada are the main growth sector in the economy for new jobs.

Entrepreneurs value independence, excitement, and success. They have very high tolerances for ambiguity and an internalized locus of control. In order for them to be successful, their beliefs must be in alignment with their goal for success. It is not unusual for an entrepreneur to have all of their life assets mortgaged against the success of their business.

Making the Most of Future Trends

By matching your strengths and interests with the needs of your fields of interest you will be able to meet your career goals while filling a niche in the market. It is clear that all types of trends should be considered if you are to make the most of your career. You are making a major investment in your career; be sure that your skills will be marketable in the future by keeping up with changing trends.
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	The trouble with our times is that the future is not what it used to be. 
~ Paul Valery 


To continue to the next section, Step 2.4, click here. 




University of Waterloo
Step 2.4: The Information Search

The world of work (or labour market, as it is often called) is very complex. There are now over 10,000 occupations in Canada. New occupations are emerging while other occupations are on the decline. The challenge is: "How do we make sense out of this ever-changing world?"

It is possible to discover career opportunities by learning what it is important to search for and where to search for it. Before beginning this process, gather your results from Step 1. This material will help you to identify opportunities as you conduct your research.

The what includes the characteristics, values, skills and knowledge requirements of the occupational role. Additional material you will want to know includes: duties and responsibilities, working conditions (e.g., hours, physical demands of job, physical environment and level of stress), salary range or compensation for work, opportunities for advancement, related occupations and future outlook predictions.
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	The chart on the following page is designed to help you record this information in your research. Start by reviewing your ideal career needs from your self-assessment results in Step 1. Then use the chart to compile information about the occupations you are interested in. Make copies of the chart and use one chart for each occupation. This will help you to make informed decisions. If you are not sure which occupations to start researching, please come to Career Services for assistance.


You have 3 choices for this exercise. Click on the text for your choice. You can: 

1. View it as a normal Web page and print it. 

2. Download it to your desktop as an Adobe Reader file (pdf). You can save it and print it. 

3. Download it to your desktop as a Microsoft Word file. You can choose to work on it on your computer, save it and / or print it. 

To continue to the next section, Step 2.5 click here. 

Step 2.4.1: Occupational Research Form

	Occupational title:

 

 

	Characteristics of individuals working in this field:

 

 

 

	Values held by individuals in this field:

 

 

 

	Skills required at entry into this occupation:

 

 

 

	Holland code themes:

 

 

 

	Knowledge areas / educational requirements:

 

 

 

	Duties & responsibilities:

 

 

 

	Working conditions (hours of work, environment, physical demands, level of stress, etc.):

 

 

 

	Salary range / compensation:

 

 

 

	Advancement & promotion:

 

 

 

	Future outlook:

 

 

 

	Related occupations:

 

 

 


To continue to the next section, Step 2.5, click here.

Step 2.5: Conducting Information Research

1. Print Resources
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	Once you are clear what you are looking for it is important to learn where you can search for reliable information. There are numerous sources of printed information available to help you in your information research. The following are samples of print resources available in Career Services:

	Compensation Data

· Salary Guides Binder (a Career Services binder) 

· Publications such as Management Compensation in Canada and Report on Engineers’ Salaries

	The VGM Series

· Each book in this series provides examples of occupations you can pursue with a particular major, "Great Jobs for ..." 

· There is a second set of books in this series called "Opportunities in ..." which cover a particular field

	National Occupational Classification System

· The National Occupational Classification (NOC) is a tool for helping Canadians to understand the world of work. It describes duties, skills, interests, aptitudes, education requirements and work settings for occupations in the Canadian labour market.


2. Conducting Information Research: Internet Resources
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	The advent of the Internet has made it easier to find information from your desktop. It is important, however, to be sure you are getting your information from a reliable source. Sites that are sponsored by governments, educational organizations or professional associations have more reliability than personal Web sites. If you find similar information in a number of different sources it will hold more validity. Here are some sites to begin with:

	Canadian Association of Career Educators & Employers
	This site provides authoritative information, advice and services to employers, students, and career centre personnel.

http://www.cacee.com

	Career Cruising
	This is an occupational information site that includes detailed information available in a multimedia format. University of Waterloo students may contact Career Services for the University of Waterloo access code.

http://www.careercruising.com

	Job Futures
	Job Futures provides the latest information available about the world of work-information that is important for anyone in the process of making decisions related to career or educational planning. It includes:

· Overviews of the labour market and general economic trends 

· Detailed information on all occupational groups and post-secondary fields of study 

· Current and future labour market conditions

http://jobfutures.ca/doc/jf/index.shtml

	National Occupational Classification System
	In addition to the hard copy version mentioned above, there is an on-line version available.

http://www.worklogic.com/noc/home.html

	Strategis Business Map
	This is a well laid-out list of national and international associations organized by Standard Industrial Code (a way of organizing and classifying companies).

http://strategis.ic.gc.ca/scdt/businessmap/engdoc/0.html

	Work Destinations
	The Work Destinations site is designed for Canadian residents who want to practise their trade or profession in another province or territory within Canada. This site offers occupation-specific information on work conditions, placement and recruitment, labour market information, local living conditions, social services, training and education opportunities.

http://www.workdestinations.org

	Workinfonet
	This site provides links to over 2,000 web sites and includes extensive labour market data.

http://www.workinfonet.ca/

	WorkInk
	This site provides resources and information to enhance the equitable and meaningful employment of people with disabilities.

http://www.workink.com/


To continue to the next section, Step 2.6, click here. 

Step 2.6: Information Interviews
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	· The goal of the information interview is to collect information that will allow you to make informed career decisions. 

· Do not take the chance of embarrassing yourself or upsetting a potential employer by using the information interview to ask for a job or set up an employment interview. 


One of the most effective methods of obtaining more detailed information about a particular career is to conduct an information interview with someone who holds a position that interests you. Information interviews are beneficial because they allow you to:

· Explore careers and clarify your career goal 

· Expand your professional network 

· Build confidence for your job interviews 

· Access the most up-to-date career information 

· Identify your professional strengths and weaknesses 

· See the organization from the inside 

Preparation

It is very important to prepare for an information interview well in advance. If you are going to use this process, it is critical that you have completed the self-assessment material in Step 1 of the Manual. The better you know yourself, the more professional you will appear in the information interview and the more likely you will be able to pursue a career that is both enjoyable and rewarding.

The information research process explained previously can provide you with a list of organizations that interest you. Add to this list people who you know including: professors, former employers, family and friends.

	[image: image10.png]



	· You may choose to use the Information Interview Form to record the information you gather from this learning process.


You have 3 choices for this exercise. Click on the text for your choice. You can:

1. View it as a normal Web page and print it. 

2. Download it to your desktop as an Adobe Reader file (pdf). 

3. Download it to your desktop as a Microsoft Word file. You can choose to work on it on your computer, save it and / or print it. 

How To Set Up An Information Interview

1. Contact the organization that interests you. Ask for the name, job title and phone number of the person doing the work you wish to investigate. 

2. Telephone the person you wish to interview well before the date the interview would take place. Introduce yourself and explain who you are (e.g., a student, a person thinking of changing jobs). Mention how you found the person's name. Although some individuals write e-mail or letters to do this, telephone contact yields increased results. 

3. State the type of work you are interested in researching, the reason why, and the amount of time it would take to conduct the interview (usually 20 - 30 minutes). If the person is unable to meet with you, ask them if you can speak with them for five minutes on the phone. If they are still too busy, ask for a referral to someone else who does similar work.

	International Internship- Jean-Marc Hachey, Author, The Canadian Guide to Working and Living Overseas (0:38)
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	High Speed Internet Connection 
	Audio Only 

	
	Dial-up Internet Connection
	Text Only 


Volunteering

Volunteering allows you to investigate and gain many types of work experience. Some examples are: animal care, environmental preservation, health education, marketing, computer programming and management (e.g., by working on a volunteer Board of Directors). Anyone can volunteer in practically any organization. Look through the files and directories in Career Services and the on-campus volunteer centre. Two questions you need to answer for yourself are: what would you like to give to the community, and what would you like to get back in return? 

	Volunteering Example- Amanda Holmes, University of Waterloo Co-op Student  (0:47) 
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	High Speed Internet Connection 
	Audio Only  

	
	Dial-up Internet Connection
	Text Only 


Thank the person for speaking with you and confirm the date, time and location of the interview. If that person cannot see you, express your regret. State your appreciation for any referral names given to you. 

	Information Interview- Emily Pomeroy, University of Waterloo Co-op Student (0:53) 

(Note: You will need Windows Media Player 7 or better to view video clips


Step 2.7: Job Shadowing
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	· The goal of job shadowing is to gather critical information during your information exploration process.


You have read about and talked with others about a particular type of work. You think that it would be a good fit for your interests and capabilities, but you would like to do one more check. That is when the job shadow experience is very beneficial.

To locate the ideal person, employ the same strategy as with the information interview. Writing or telephoning to make arrangements to meet is similar, except that you will ask for a ½-day or an entire day. During that time together, you are able to ask similar questions to those in the information interview. The bonus is spending time with your contact as the individual does whatever needs to be done that day in their work. You can observe, perhaps even help.

By the time you are ready to leave, you should have good notes about the components of the job, the work environment, the interactions with other people, and a tally on what you like and dislike about the position. If the fit is not as good as you had hoped, ask your contact if there are any other types of options that they would recommend you consider.

Within one day of your visit, write your thank-you letter and mail it. Include points about what you found helpful. Whether you have made a decision to work in the field or not, it is always important that your contact knows that you learned from the experience and that the time spent was beneficial.

To continue with the next section, Step 2.8 click here. 

Step 2.8.1: Working Overseas

You are living in a Global Village. As you are thinking about the type of work you want to do, consider if, or how, you would like to be connected to the international community. There are several ways: living in Canada and being in contact with people in other countries through correspondence, telephone or e-mail; living in Canada and travelling on behalf of your employer to other countries; living and working in another country.

Employers who hire for international assignments will look at your qualifications from two perspectives: (1) the specific knowledge and skills required to do the work well (e.g., experience in managing projects, proficiency in the language of the country, computer programming) and (2) your ability to excel in a cross-cultural setting (e.g., sensitivity, flexibility, self-discipline).

The following points are worthy of your consideration:

· What are your reasons for wanting to work? 

· What countries or geographical regions would you prefer? 

· What type of work are you most qualified for and most interested in? 

· What methods will you use to locate opportunities? 

 
