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Career Growth Execution Checklist

A practical, step-by-step system for working professionals ready to move from intention to action — and build a career that actually

reflects their ambition.
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() INTRODUCTION

Why Most Career Plans Never Leave the Notebook

Who It's For What You'll Get How to Use It
Career changers, managers, A modular, scannable execution Read once for context. Return weekly as a
consultants, and early-mid career framework you can apply this week — reference. Tick items off as you execute.
professionals ready to accelerate not someday.

intentionally.

Most professionals don't fail because they lack talent. They stall because they lack a system. This checklist is your system — built for
people who are serious about growing, not just dreaming about it.

Here is a hard truth: most working professionals are busy, not strategic. They show up, deliver, and hope that performance alone will
move the needle. It rarely does. Career growth — the kind that is intentional, accelerated, and sustainable — requires a completely

different operating system. It requires you to treat your career like a project, with milestones, check-ins, and course corrections built in.

The real problem isn't motivation. You wouldn't be reading this if you weren't motivated. The problem is execution debt — the gap
between what you know you should be doing and what you're actually doing consistently. You know you should be networking more
deliberately. You know you should be building a visible skill portfolio. You know you should be having career conversations with your

manager. But knowing and doing are separated by a system — and most professionals don't have one.

This checklist closes that gap. It is structured around five phases that mirror how career growth actually works in the real world: Clarity,
Positioning, Skill Building, Visibility, and Momentum. Each phase gives you concrete actions, not vague advice. Each section has a

checklist, a reflection prompt, and an example so you can see what "good" looks like in practice. Whether you're a consultant looking to
transition into a leadership role, an early-career professional eager to fast-track your path, or a manager building influence beyond your

immediate team — this resource is built for you.

The Core Solution

A modular system that converts career

goals into trackable weekly actions.

~_From Strateqgy to Action

Turning Career Intentions into Weekly Execution Steps.
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_ Plan - Execute - Review

() Thisresource is designed to be used over 90 days. Commit to checking in with it once a week — even for 10 minutes. Small,

consistent effort beats one-time bursts every time.
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(I7) PHASE 1 &2

Clarity » Positioning: Know Where You Stand and
Where You're Headed

Before you can execute, you need a clear picture of your starting point and destination. These first two phases are about honest self-
assessment and deliberate positioning — the foundation on which every other action is built. Skipping these phases is the number-one

reason professionals end up busy but directionless.

2

Phase 1: Clarity Audit Phase 2: Strategic Positioning
Define what career success looks like for you — not your Position yourself so the right opportunities find you — not just
manager, not LinkedIn, not your peer group. the next available one.
e Write a 3-sentence career vision statement (role, impact, e Research 3 roles you want to be considered for in 12-24

lifestyle) months
e Listyourtop 3 transferable strengths with evidence e Map the skill and experience delta between now and
 Identify your biggest career blocker right now (skill gap, those roles

visibility, network) e Update your LinkedIn headline to reflect future
e Name one belief about your career you need to retire positioning, not just current title

e Identify 2 industry niches where your background creates
aunique edge

~ Reflection: Phase 1 #. Reflection: Phase 2

Prompt: "If | could only keep ONE career goal for the next 12 Prompt: "Who in my current network or industry is 3-5 years
months, what would it be — and why does it matter to me ahead of where | want to be? What can | observe, learn, or ask
personally, not professionally?" them?"

Write your answer in 3-5 sentences. Read it aloud. If it doesn't Write 2-3 names. These are your informal career benchmarks.
energise you, rewrite it. Your goal needs to pull you forward on Study their trajectory — their moves, choices, and public

hard days, not just look good on paper. presence — as a directional compass for your own positioning.

) Phase 1 &2 Checkpoint: Can you describe your 12-month career goal in one clear sentence, name the gap between now and

there, and explain why your current positioning either helps or hinders it? If yes — you're ready for Phase 3.

https://www.planetspark.in/resources 2



(). PLANETSPARK

! PHASE3&4

Skill Building » Visibility: Do the Work, Then
Make the Work Visible

Building skills in isolation is a career half-measure. The professionals who grow fastest are those who combine deliberate upskilling with
a systematic effort to make their expertise visible to the right people. In most organisations — and most industries — visibility is not
vanity. It is a professional obligation. If the right people don't know what you're capable of, promotions go to people who are merely

more visible, not more capable. This phase corrects that.

Identify Skills Document
Pinpoint priority Evidence
skills to grow Capture work,
results, and
learnings
Deliberate
Practice Share
Train with focused, Strategically
measurable Distribute evidence
exercises to target audiences

The pipeline above captures the essential logic: skills only compound into career growth when they are identified intentionally, practised

with feedback, documented with evidence, and shared strategically. Each step is a multiplier — not just a task.

Phase 3: SKill Building Checklist Phase 4: Visibility Checklist
[] Identify 1-2 high-leverage skills needed for your target role [] Refresh your LinkedIn profile with recent projects and
[[] Enrolin astructured learning path (course, cohort, outcomes
mentorship) [] Share one insight, case study, or lesson publicly each week
[] Dedicate a minimum of 3 focused learning hours per week [] Volunteer to present in one internal meeting or external

[[] Apply each new skill to a real work project within 2 weeks of forum monthly

learning [] Request a career conversation with your manager this quarter

[] Collect evidence of skill application (outputs, results, [] Attend or speak at one industry event or webinar in the next
feedback) 90 days

[] Identify a peer or mentor who can give honest feedback on [] Ask for one testimonial or recommendation from a client or
your progress stakeholder

[] Schedule a monthly skill review — what's working, what [] Join one professional community where your target peers are
needs adjusting? active

"Visibility without substance is personal branding gone wrong. Substance without visibility is career growth going nowhere. You need

both — in that order." — Senior Consultant, Career Strategy Practitioner

C < 10

Learn with Purpose Speak Up Strategically Build Relationships, Not Just
Every skill you build should connect Visibility isn't about self-promotion. It's Contacts

directly to a career outcome. Avoid learning  about consistently demonstrating your Your network is your net worth only when
for breadth. Build depth in 1-2 areas that thinking in rooms that matter. One well- it's built on genuine contribution. Give
differentiate you in your target market. placed insight beats ten status updates. before you ask. Be the person who makes

intros, shares resources, and shows up.

https://www.planetspark.in/resources 3



I~ PHASE 5

() PLANETSPARK

Progress Tracking: Fueling Momentum and
Ensuring Real-World Application

With a clear vision, strategic positioning, and focused skill development, the next critical step is to consistently track your progress. This

isn't just about accountability; it's about building genuine momentum, understanding what works (and what doesn't), and making timely

adjustments. Effective tracking transforms ambition into actionable data, allowing you to validate your efforts against real-world

outcomes and sustain long-term growth.

Plan

Execute

Adapt

Monitor

This cycle underpins all effective career growth. It ensures that your efforts are not only visible but also continuously refined for

maximum impact and relevance.

Phase 5: Weekly & Monthly Progress Check-ins

01

Review Previous Week's Goals

Assess completion status and note any blockers or deviations.

02
Quantifly Key Activities

Track metrics for skill practice, networking, and visibility efforts

(e.g., hours studied, new connections, presentations given).

03

Identify Wins & Learnings

Document what went well, what surprised you, and any new

insights gained.

04

Adjust & Plan Next Steps

Refine your strategy based on performance, setting clear,

actionable goals for the upcoming period.

~ Reflection: Phase 5

Prompt: "Looking back at the past month, what single action
yielded the most significant positive outcome for your career
growth, and how can you double down on that activity next

month?"

Reflect on your tracking data. Was it a specific skill application, a
networking conversation, or a visibility effort that moved the
needle? Understanding your highest-leverage activities is key to

optimising your future efforts and accelerating your progress.

() Phase 5 Checkpoint: Can you articulate your progress over the last month with specific data points (actions taken, results

achieved) and clearly state your strategic adjustment for the next month? If yes, you're building a data-driven career. If no, your

tracking needs more specificity.
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A PHASE 5+ SUMMARY

v

Momentum, Real-World Application & Your 90-
Day Commitment

The final phase isn't about adding more to your list — it's about protecting and sustaining the progress you've already built. Career
momentum is fragile. It gets eroded by busyness, self-doubt, and the gravitational pull of the status quo. This phase is your maintenance
protocol: a set of habits, rhythms, and accountability structures that keep your career growth compounding over time, not just during a

burst of motivation.

‘'ommon Mistakes + Fixes Phase 5: Momentum ChecKklist

Mistake 1: Setting goals with no review cadence. Set a 90-day career sprint with 3 specific, measurable goals

Fix: Schedule a 30-min career review every Schedule weekly 15-minute career check-ins with yourself

month. Non-negotiable. : : :
Run a monthly career review: wins, gaps, pivots needed

Mistake 2: Waiting for the "right time" to network Identify one accountability partner and commit to bi-weekly check-ins

or upskill. Celebrate milestones — progress recognition fuels sustained effort

Fix: Start with 15 minutes a day. Momentum

) Revisit your Phase 1 vision statement every 30 days
compounds from small actions.

OO0O00000

At 90 days: conduct a full reset and plan the next sprint

Mistake 3: Measuring effort, not outcomes.

Fix: Track results, not hours. What changed

because of your effort? Your 9o-Day Career Sprint Template

Mistake 4: Going it alone. Goal 1: [What | will achieve + by when + how I'll measure it]
Fix: Find one accountability partner orjoin a Goal 2: [What | will achieve + by when + how I'll measure it]
professional cohort. External commitment triples Goal 3: [What | will achieve + by when + how I'll measure it]

follow-through. My accountability partner:

My weekly check-in slot:

Key Takeaways: Your Career Growth Execution System

—>  Clarity First, Always

You cannot execute toward a destination you haven't clearly defined. Your career vision should be specific enough to guide daily

decisions.

Position Proactively

Your professional positioning should reflect where you're going, not just where you've been. Update it constantly. Let the right

opportunities find you.

—  Build Skills with Outcomes in Mind

Only invest in learning that directly bridges the gap between your current self and your target role. Depth beats breadth at every

career stage.

—  Make Your Work Visible

Execution without visibility is a silent career. Share your thinking, speak in rooms that matter, and document your wins with

evidence.

—  Protect Your Momentum

Career growth is a system, not an event. Build weekly rituals, monthly reviews, and accountability structures that keep

compounding working in your favour.

©  You now have everything you need to move from career intention to career execution. The difference between professionals
who grow fast and those who plateau is not talent — it's consistency of system. Start with Phase 1 today. Revisit this checklist

every week. Your next chapter begins with a single checked box. %’

https://www.planetspark.in/resources 5



