PLANETSPARK

Career Growth System Tracker

Your step-by-step playbook for building a purposeful, measurable, and momentum-driven career — designed for working professionals

who are ready to take the wheel.
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INTRODUCTION

(). PLANETSPARK

Why Your Career Needs a System, Not Just a Plan

Most professionals don't lack ambition — they lack a system. A plan tells you
where you want to go. A system tells you exactly how to get there, what to
measure, and when to course-correct. Without a system, career growth
becomes reactive: you take the next promotion that appears, say yes to
whatever role opens up, and hope things fall into place. That hope rarely

compounds into meaningful progress.

The Career Growth System Tracker is built to change that. It is a structured,
reusable framework that transforms career management from a vague
aspiration into a set of consistent, trackable actions. Whether you are three
years into your first role, navigating a career pivot, building a consulting
practice, or stepping into management for the first time — this resource gives

you the scaffolding to grow with intention.

This tracker addresses three core problems that time-poor professionals
face: clarity gaps (not knowing where you actually stand), action gaps
(knowing what to do but not doing it consistently), and visibility gaps (doing
great work that no one notices). Each section of this resource directly targets

one or more of these gaps with practical tools you can use immediately.

Clarity

Map current skills, goals and
gaps

Visibility
Showcase impact to
stakeholders regularly
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How to Use This Resource

01

Read Through Once

Get the full picture before taking action.

02

Complete the Worksheets

Fill in each reflection and planning tool.

Set a Weekly Review

15 minutes every Friday to track progress.

04
Revisit Monthly

Adjust goals and strategies as you grow.

Action

Set repeatable habits and
measurable tasks

Review

Track progress and course-
correct monthly
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MODULE 1

Career Clarity Audit — Know Where You Actually
Stand

Before you can build forward momentum, you need an honest snapshot of your current position. Most professionals skip this step and
jump straight to goal-setting — which is like entering a destination into a GPS without telling it where you are. The Career Clarity Audit is

your starting-point diagnostic. It takes 20 minutes and gives you more actionable insight than most formal reviews.

% ol

Position Clarity Skills Inventory

What role are you in? What is your actual scope of impact vs. your List your top 5 hard skills and top 5 soft skills. Rate your proficiency
job description? Many professionals are either under-performing (1-5) and market demand (1-5). The intersection of high

their title or far outgrowing it — both require different strategies. proficiency + high demand is your career leverage zone.

Visibility Score Direction Check
How well do your manager, peers, and senior stakeholders know Are you growing toward something specific, or simply advancing?
your contributions? Rate your internal visibility on a 1-10 scale Name your 12-month career destination in one sentence. If you

honestly. Low visibility is a career ceiling many professionals never  cannot, this tracker will help you find it.

see coming.

@ Reflection Prompt: Write one sentence answering: "In 12 months, | want to be known as the person who

This single sentence becomes your north star for every decision in this tracker.
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MODULE 2
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Goal Architecture — Building Goals That Actually

Stick

Most career goals fail not because of lack of effort, but The 3-Layer Goal Framework

because of poor architecture. Goals that are too vague
create paralysis. Goals that are too ambitious without

milestones create burnout. The Career Growth System

. N

Tracker uses a three-layer goal framework that connects Q
your long-term vision to your daily actions — so every

matters to you.

The framework works across career stages. Whether you

are targeting your first managerial role, positioning 12-24 months

yourself for a lateral move into a new function, or building

Destination Goal

a personal brand as a consultant, the three layers remain 2 | Milestone Goals

the same: your Destination Goal (where you are headed

in 12-24 months), your Milestone Goals (3-month Every 90 days
checkpoints), and your Weekly Actions (the non-
negotiable inputs that build momentum). Weekly Actions
Every 7 days
O Pro Tip: Your weekly actions should be
100% within your control. "Get promoted" is not
a weekly action. "Complete one stretch project
update and share it with my manager" is.
Goal-Setting Worksheet
Layer Your Goal (Write it here) Deadline
@ Destination Goal e.g., "Transition to a Senior Product Manager role Month 18
at a Series B+ company"
#% Milestone 1 e.g., "Complete 2 cross-functional projects and Month 3
get documented feedback"
#% Milestone 2 e.g., "Build a portfolio of 3 case studies from Month 6
current role"
Weekly Actions e.g., "1 networking conversation, 1 skill-build Every Friday

hour, 1 visibility update"
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Status

In Progress

Not Started

Not Started

Ongoing
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MODULE 3

The Skills Growth Engine — What to Build and
When

In a rapidly shifting job market, the professionals who grow fastest are not those who work hardest — they are those who invest in the
right skills at the right time. The Skills Growth Engine helps you identify which skills to develop in the next 90 days based on three

factors: current market demand, your proximity to mastery, and their direct relevance to your Destination Goal.

— " P4
/n@

. A 1 1

LEVERAGE BUILD WATCH
SKILLS. SKILLS. SKILLS.
Use and Invest this Begin
showcase quarter. exploring
now. now.

Once you have mapped your skills into these three zones, the next step is to create a 90-Day Skills Sprint. Choose one skill from Zone 2 to
actively develop, one skill from Zone 3 to begin exploring, and double down on your Zone 1 skills by seeking high-visibility opportunities
to demonstrate them. This targeted approach prevents the trap of trying to improve everything at once — which results in improving

nothing meaningfully.

90-Day Skills Sprint Template SKills Investment Checklist
. . [] Identified my top 3 Zone 1 leverage skills
Zone Skill to Focus On Action
This Week [] Named one Zone 2 skill to build this quarter
[] Booked time (minimum 3 hours/week) for skill development
Zone 1 Write your top leverage Find one [] Found a mentor or peer learning partner for accountability
(Leverage) skill here way to . ) )
[] Identified one project where | can apply the new skill
showcase ) )
" immediately
[
[[] Seta30-day review to measure skill progress
Zone 2 (Build) Write your priority build Enrollin
skill here one course
or
workshop
Zone3 Write your emerging Read one
(Watch) skill here article or
listen to
one
podcast
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MODULE 4

Visibility & Positioning — Getting Credit for the
Work You Do

Here is a career truth most professionals learn too late: visibility is not vanity — it is strategy. You can be the most skilled person on
your team and still be passed over for opportunities because the right people do not know about your contributions. The Visibility &

Positioning module helps you build a deliberate internal and external presence that positions you as a go-to expert — without feeling like
self-promotion.

Article

Visibility operates on two tracks: internal visibility (how well your organisation knows your value) and external visibility (how your
professional reputation extends beyond your current employer). Both matter. Internal visibility determines your next opportunity within

your organisation. External visibility determines your optionality — how many doors open for you in the market.

© Visibility Tracker: Score yourself monthly (1-10) on Internal Visibility and External Visibility. If either score drops below 5,
activate one visibility action from the list above immediately. Target: both scores above 7 within 90 days.
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MODULE 5

Mentor Strategy — Building Your Advisory Board

A robust career growth system extends beyond self-improvement; it critically involves strategic relationships. A "mentor" is often
perceived as a single, senior individual, but a truly effective mentor strategy involves cultivating a diverse network of advisors who offer
varied perspectives and support. Think of it as building your personal advisory board, each member bringing unique insights to

accelerate your professional journey.

2 O

W

Skill-Specific Peer Mentor Reverse Mentor

Mentor

Strategic Mentor

A senior leader who A contemporary or Often a junior colleague or

understands your industry
and can advocate for you,
identify high-impact
opportunities, and guide
your long-term career

trajectory within the

An expert in a particular
skill or domain you wish to
develop. They provide
deep, practical knowledge,
offer targeted feedback,

and share best practices to

colleague at a similar

career stage who can offer

empathy, share practical
challenges and solutions,
and provide a confidential

sounding board for day-to-

recent graduate who can
provide fresh perspectives
on new technologies,
emerging market trends,
or diverse demographics,

fostering innovation and

organisational landscape. enhance your capabilities. day work scenarios. adaptability.

Cultivating these relationships requires intentionality. It's not about passively waiting for guidance but actively seeking out individuals
who align with your developmental needs and career aspirations. Regular, focused interactions, coupled with a genuine desire to learn
and contribute, are key to nurturing these invaluable connections.

Mentor Engagement Checklist

[] Identified at least one potential mentor for each category above

[] Prepared a clear "ask" or area of focus before approaching a mentor
[] Scheduled a discovery conversation with a potential mentor

[] Setup arecurring check-in (monthly/quarterly) with active mentors

[] Reflected on how I can add value to my mentors in return
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The Weekly Review Ritual — Staying on Track

Without Burnout

Your 15-Minute Friday Review

01

Wins (3 min)
Write 3 things that went well this week — big or

small.

02

Gaps (3 min)

What did you commit to doing that did not
happen?

03

Learnings (3 min)

One insight from the week worth keeping.

04

Next Week (6 min)

Set your top 3 career-growth actions for the
coming week.

Why the Weekly Review Works

Most professionals review their career performance once a year — during their
annual appraisal. By then, it is far too late to course-correct. The Weekly Review
Ritual is designed to collapse that feedback loop from 12 months to 7 days. It
gives you the data to see patterns early: where are you consistently dropping
the ball? Where are you consistently exceeding your own expectations? These
patterns, tracked weekly, are the early signals that either confirm you are on the

right path or tell you it is time to adjust.

Theritual is deliberately brief — 15 minutes maximum. Itis not a journaling
session or a planning marathon. Itis a structured check-in that answers three
questions: What happened? What should | do differently? What do | commit to
next? Over 12 weeks, this ritual will generate more career insight than most

professionals gather in three years of passive experience.

The most important part of the review is the "Next Week" section. Do not list
more than three career-growth actions. Specificity and follow-through on three
things beats vague ambition across ten. Write them down, assign them to
specific days, and treat them as non-negotiable appointments with your future

self.
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REAL-WORLD APPLICATION

Case Study — Priya's 9o-Day Career Reset

Priya is a 7-year marketing professional who had been stuck at the Senior Executive level for two years. She was performing well — by her
own assessment — but promotions kept going to colleagues she considered less experienced. She discovered the issue was not
performance; it was a combination of low visibility, unclear positioning, and no structured system to track or communicate her growth.

Here is how she applied the Career Growth System Tracker.

Week 1-2 Month 2

Completed the Career Clarity Audit. Scored Volunteered to present a campaign
visibility at 4/10. Identified "digital campaign performance deep-dive to senior stakeholders.
strategy" as her Zone 1 leverage skill — one no Sent her first weekly contribution update to her
one above her knew she had mastered. manager. Connected with 2 cross-functional

leads.

Week 3-4 Month 3

Set a Destination Goal: "Move into a Marketing Visibility score reached 7/10. Her manager
Manager role within 14 months." Defined 3 nominated her for a stretch project lead role —
milestone goals and committed to 3 weekly the first time she had been considered for a

actions every Friday. leadership opportunity in two years.

"l was not doing less before this tracker — | was doing the same things without any system. The tracker did not add more to my plate.
It made me smarter about what was already on it."

— Priya, Senior Marketing Executive, Mumbai

[J 7 Key Lesson: Priya's breakthrough was not a new skill or a new job. It was structured visibility combined with consistent

weekly action — both enabled by the tracker system. The same pattern applies regardless of your industry or role level.
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COMMON MISTAKES

The 5 Career Growth Traps — and How to Escape
Them

Even professionals who are aware of the need for career management fall into predictable traps. Recognising these patterns early can

save you months — sometimes years — of misdirected effort. Each trap below comes with a specific fix you can apply using this tracker.

@ Trap 1: Confusing
Busyness with Progress

The Pattern: You are working harder
than anyone else but not growing
faster than anyone else. Every week is
full but your career feels stagnant.

The Fix: Use the Weekly Review to
separate "operational tasks" from
"growth actions." If you cannot list
three career-growth actions from last

week, your schedule is full of the

@ Trap 2: Wailing lo Be
Discovered

The Pattern: You believe great work
will be rewarded automatically. You
avoid "self-promotion" because it
feels uncomfortable.

The Fix: Replace "self-promotion™
with "contribution communication."
Share your work through the lens of
what it delivers for the team or

business — not what it does for your

@ Trap 3: Setting Goals
Without Systems

The Pattern: You set ambitious year-
end goals every January and
abandon them by March because
there is no weekly action plan

connecting to them.

The Fix: Use the 3-Layer Goal
Framework. Every Destination Goal
must have milestone checkpoints and
weekly actions that are specific,

scheduled, and self-directed.

wrong things. career.

@ Trap 4: Skilling Up in @ Trap 5: Reviewing
the Wrong Direction Performance Only
The Pattern: You invest time and Annually

money building skills that feel
productive but are not aligned with
your Destination Goal or current

market demand.

The Fix: Use the Skills Zone mapping
exercise each quarter. Every new
learning investment should be
traceable to a Zone 2 or Zone 3 skill

relevant to your Destination Goal.

The Pattern: Your only career
performance feedback comes from a
once-a-year appraisal — by which
point, the data is too old to act on
and the stakes are too high for honest

conversation.

The Fix: Implement the 15-minute
Friday Review. Weekly self-
assessment collapses the feedback
loop and lets you course-correct

before problems become patterns.
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SUMMARY

Your Career Growth System — Key Takeaways &
Next Steps

7 Principles to Carry Forward

%

Start with Clarity

Know exactly where you stand before deciding where to go. The
Career Clarity Audit is your foundation — without it, all goal-

setting is guesswork.

Build Goals in Layers

Connect your 12-month destination to your 90-day milestones to
your weekly actions. Every week should feel traceable to

something that genuinely matters.

Invest in the Right Skills

Use the Zone framework quarterly. Stop trying to build every
skill — focus on your highest-leverage opportunities and act with

intention.

Visibility is Strategy

Deliberately communicate your contributions. Internal and
external visibility determine your career optionality — start

building both now.

Review Weekly, Adjust Monthly

Collapse the feedback loop. Fifteen minutes every Friday
compounds into years of accelerated growth — most
professionals never take this step.

Systems Beat Willpower

Do not rely on motivation to drive career growth. Build the
weekly rituals and the tracking habits that work regardless of

how inspired you feel on any given day.

Progress Over Perfection

An imperfect tracker used consistently will outperform a perfect
plan that lives in a drawer. Start now, improve as you go, and
trust the compounding effect.
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Your First 7 Days — Action Plan

[[] Complete the Career Clarity Audit (Module 1) — 20
minutes today

Write your Destination Goal in one sentence

Map your top 10 skills using the Zone framework

Set your first 3-month Milestone Goal

O 0O00

|dentify 5 stakeholders to build strategic relationships
with

Schedule your Friday Review (recurring 15-minute

[

calendar block)

[] Share this tracker with one accountability partner or

mentor

© %’ You are already ahead. Most professionals
will read this and wait for the "right time" to
start. You have this tracker in your hands right
now. The best career move you can make today
is to open a blank page and begin your Career
Clarity Audit. The system works — but only if

you do.
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