PLANETSPaRK

First Job Growth Planning Worksheet

Your step-by-step guide to owning your first 90 days, building skills with intention, and accelerating your

career from Day 1.




INTRODUCTION
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Why Your First Job Is Your Most Important Career

Investment

Your first job is not just a paycheck — it is the foundation on
which your entire professional identity is built. The habits you
form, the relationships you cultivate, and the mindset you carry
into your first role will shape your trajectory for the next
decade. Yet most early-career professionals enter their first role
without a plan, hoping to "figure it out as they go." The result?
Missed opportunities, stalled growth, and a nagging feeling that
you're falling behind.

This worksheet exists to change that. It is designed specifically
for working professionals in their first role — career switchers
finding their footing, fresh graduates navigating corporate
culture, and ambitious individuals who want to make a
meaningful impact fast. Whether you spend 10 minutes
skimming it before your first week or use it as a deep-dive
planning tool, every section gives you something you can act on

immediately.

Think of this as your personal growth operating system for your
first job. It combines reflection, planning, skill-building, and

accountability into one cohesive resource you'll return to again
and again. You don't need to be perfect. You just need a plan —

and now you have one.

https://www.planetspark.in/resources

How to Use This Worksheet

Read-through: Read once end-to-

end for full context

Reference: Revisit specific sections

as needed

Worksheet: Fill in reflection
prompts as you go

Review: Revisit at 30, 60, and 90
days

) Set aside 45 minutes to
complete this properly. Your

future self will thank you.

%}
@

Skill-Building
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STEP 1

Know Your Starting Point: The Self-Audit

Before you can plan where you want to go, you need an honest picture of where you are. Most professionals
skip this step entirely — they jump into action without understanding their own strengths, gaps, or
motivations. The result is effort without direction. This self-audit is your foundation. It takes 10 minutes and

changes everything.

Strengths Inventory

List 3-5 things you genuinely do well — skills, traits, or abilities that feel natural. These are your

anchors. Lean into them early to build confidence and credibility.

Growth Gaps

2 |dentify 2-3 areas where you feel underprepared or uncertain. Be honest — this is private. Naming

gaps is the first step to closing them deliberately.

Motivation Drivers

Write down why this role matters to you beyond the paycheck. Is it learning? Impact? Financial

stability? Knowing your "why" sustains you through the hard days.

Fear Check

What are you most afraid of in this new role? Naming fears reduces their power and helps you

build a plan to address them proactively rather than reactively.

[J “ Reflection Prompt: Complete the sentence — "l am walking into this role with [strength], and |

know | need to build [skill] over the next 90 days."

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

Set Your 9o-Day Growth Goals

The first 90 days of any job are disproportionately important. Research consistently shows that professionals
who set clear goals in their first three months are significantly more likely to receive positive performance
feedback, earn faster promotions, and report higher job satisfaction. The key is not setting ambitious goals —

it's setting the right ones. Use the framework below to structure your 90-day plan across three dimensions

that matter most.

Learn & Listen Lead & Propose
Focus on understanding Take initiative and
and absorbing new suggest new ideas or
information. directions.

Apply & Contribute

Use your knowledge to
actively participate and
add value.

Each phase builds on the previous one. In the first month, resist the urge to prove yourself through action —
your most powerful tool is listening. In the second month, translate what you've learned into tangible
contributions. By the third month, you should be operating with enough confidence and context to propose

ideas and lead small initiatives. This progression is not just strategic — it's how trustis built in any

organisation.

® Goal-Setting Rule: For each phase, set ONE skill goal, ONE relationship goal, and ONE deliverable

goal. No more. Specificity beats ambition every time.

https://www.planetspark.in/resources



STEP 2 — WORKSHEET

Your 9o-Day Goal Planner
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Use this table to map out your personal 90-day growth targets. Be as specific as possible. Vague goals produce

vague results. A goal like "get better at communication" is not a goal — "deliver one clear written update to my

manager every Friday by Week 4" is a goal.

Phase Skill Goal

Days 1-30 Learn e.g. Understand the

& Listen team's core workflow
and tools

Days 31-60 Write your goal here >

Apply &

Contribute

Days 61-90 Lead Write your goal here >

& Propose

Relationship Goal
e.g. Have a 1:1 coffee

chat with 3 colleagues

Write your goal here >

Write your goal here >

Deliverable Goal

e.g. Submit a 30-day
observation report to

my manager

Write your goal here >

Write your goal here >

& . ProTip: Share this plan with your manager in your first week. It signals initiative and opens the

door for aligned feedback. Most managers are genuinely impressed when new hires arrive with a

structured plan.

Days 1-30

Learn & listen; map core
workflows

Days 61-90

Lead & propose; present

Days 31-60

Apply & contribute;
deliver early wins

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

Build Your Communication Edge
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In your first job, technical skills get you hired — communication skills get you promoted. This is not a soft skill.

It is the single most visible professional competency you have, and it operates at every level: how you write

emails, how you present in meetings, how you give updates, and how you navigate disagreement.

Professionals who communicate clearly and confidently stand out immediately, especially in environments

where most people are vague, verbose, or passive.

The 4 Communication Situations You'll Face

%

%

Upward Communication

Updates, requests, and feedback to your
manager. Be concise, proactive, and
solution-oriented. Never bring a problem

without a suggested next step.

Peer Communication

Collaboration, alignment, and conflict
navigation with teammates. Build rapport

first, then earn the right to challenge ideas.

Downward / Cross-team

When you're coordinating with vendors,
interns, or other departments. Be clear about
expectations and timelines — ambiguity

creates friction.

Wrilten Communication

Emails, Slack messages, reports. Shorter is
almost always better. Start with the bottom

line, then add context.

[/

Reflection: Your Communication Audit

Rate yourself honestly from 1 (needs work) to 5

(strong) on each:

Communication Area

Writing clear, concise emails
Speaking up in meetings

Asking for help without

hesitation

Giving structured updates to

my manager

Navigating disagreement

professionally

My Rating
(1-5)

[ Circle your lowest score. That's your

communication priority for Month 1.

https://www.planetspark.in/resources
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STEP 4

Map Your Relationships: The Influence Network

No one succeeds in a first job alone. Your ability to build genuine, strategic professional relationships will
determine how fast you learn, how visible your work becomes, and how much support you have when things
get difficult. The goalisn't to "network" in a transactional sense — it's to build an authentic map of influence,

learning, and collaboration around you within your first 90 days.

Each relationship type serves a different function in your professional ecosystem. Your manager is your
primary feedback loop — meet with them regularly, share your progress, and ask for clarity on priorities. A
mentor (inside or outside your company) gives you the big-picture perspective your manager may not have
time for. Your peer ally is who you call when you're confused or frustrated — they know the unwritten rules.
Cross-functional contacts expand your organisational awareness, and senior stakeholders give your work

broader visibility over time.

@ (@ Action: Within your first 30 days, identify one person for each relationship type above. Write their

names down. Schedule at least one conversation with each of them by Day 45.

Manager

Primary feedback loop;

set clear priorities Mentor

Offers big-picture
perspective and guidance

Influence Network

Map authentic
relationships within 90
days

Peer Ally

Trusted colleague for
questions and norms

https://www.planetspark.in/resources 6
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STEP 5

Design Your Learning Plan: SKkills That Actually
Move the Needle

In your first role, you are simultaneously doing a job and learning how to do a job. The professionals who
grow fastest treat learning as a deliberate daily practice — not something that happens passively "on the job."
A structured learning plan ensures that you're building the skills that actually matter for your next level, not

just reacting to whatever tasks land on your desk.

Role-Critical Skills

These are the 2-3 skills that your job description demands and your manager evaluates you on.
Master these first. Nothing else matters if you're struggling with the core function of your role.
|dentify them in Week 1 by asking your manager directly: "What does excellent performance look
like in the first 90 days?"

Future-Facing SKkills

% These are skills one level above your current role — the competencies your next promotion will
require. Building these early signals ambition and readiness. Talk to people already in that next

role and ask what they wish they'd learned sooner.

Cross-Functional Awareness

Understanding how other teams work — sales, marketing, finance, operations — makes you
dramatically more effective and promotable. Even 30 minutes with a colleague from another

department can unlock insights that change how you approach your own work.

[J “  Learning Planner: Write down one resource (course, book, person, or practice) for each skill
category above. Commit to 20 minutes of intentional learning per day — that's 120 hours in your first

year.

https://www.planetspark.in/resources 7
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STEP 6

The Feedback Loop: How to Get Better, Faster

Feedback is the single fastest mechanism for professional growth — yet most first-jobbers either avoid asking
for it (fear of looking incompetent) or receive it passively without acting on it (treating it as criticism rather
than data). The professionals who grow 2x-3x faster than their peers are simply better at seeking, processing,

and applying feedback. Here's how to build that system deliberately from Day 1.

The 3-Part Feedback Framework

01

Ask Specifically “ Feedback Tracker

Never say "do you have any feedback for me?" That

question is too broad and puts the burden on the other

person. Instead ask: "On the report | submitted last week Feedback What | Changed
— what one thing would have made it stronger?" Specific Received
questions get specific, useful answers. L : :
Write it here > Write action here
02 <
Receive Without Defending Write it here > Write action here
Your first instinct when receiving critical feedback will be <
to explain yourself. Resist this. Say "Thank you — that's - _ .
o Write it here > Write action here
really useful" and sit with the feedback before
9

responding. Processing time leads to better application.

03

Close the Loop

Come back to the person who gave you feedback 2-3

weeks later and show them what you changed. This single
) Schedule a feedback check-in with

habit builds enormous credibility and shows that you are
your manager every 3-4 weeks. Put

coachable — one of the highest-value traits in any

N it in the calendar now.
organisation.

https://www.planetspark.in/resources 8
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REAL-WORLD APPLICATION

Case Study: From Overwhelmed to Outstanding
in 90 Days

Meet Priya. She joined a mid-sized marketing agency as a junior content strategist — her first job out of a
Communications degree. In Week 1, she felt completely overwhelmed: the pace was faster than she expected,
the tools were unfamiliar, and her manager was too busy to give her much direction. By Month 3, Priya had
been identified as a "high potential" by her team lead and was given ownership of a client account. Here's

exactly what she did differently.

Week 1
Priya created a self-audit (like the one in Step 1) and shared a written 30-day plan with her

manager. Her manager's exact words: "I've never had a new joiner do this before."

Days 15-30
2 She scheduled coffee chats with 4 teammates and one senior stakeholder. She learned the

unwritten cultural rules faster than anyone in her cohort.

Days 31-60
Priya asked for specific feedback on every deliverable. She kept a feedback journal and visibly

improved with each iteration. Her manager noticed.

Days 61-90
She proposed a simple content calendar improvement that saved the team 2 hours per week. She

presented it clearly and got buy-in. Ownership of a client account followed within the month.

"I didn't do anything superhuman. | just showed up with a plan, asked good questions, and closed every
feedback loop. That was it."

— Priya, Junior Content Strategist, Month 4 performance review

(3 The difference between Priya and her peers wasn't talent. It was intentionality. Every tool she used is

in this worksheet. You have everything you need.

https://www.planetspark.in/resources 9
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STEP 7

Common Mistakes in Your First Job — and How
to Fix Them

Knowing what to do is important. Knowing what not to do is equally valuable. The mistakes below are not
rare — they are the default behaviours of most first-jobbers operating without a plan. Recognising them early

gives you an enormous advantage. Read each one and mark honestly: /s this a risk for me?

> Waiting to Be Told What to Do

The mistake: Sitting back and waiting for direction on everything, assuming that's what "being
professional" looks like.

The fix: At the end of every week, proactively send your manager a short update: what you
worked on, what you'll tackle next, and where you need input. This single habit separates doers

from bystanders.

X Trying to Impress Instead of Listening

The mistake: Over-contributing in early meetings, suggesting big changes before understanding
context, or trying to prove how much you know.

The fix: In your first 30 days, your ratio of listening to talking should be 80:20. Ask thoughtful
questions. Be genuinely curious. The respect you earn from listening is worth far more than the

attention from talking.

X Avoiding Difficult Conversations

The mistake: Letting issues fester — with a colleague, about a confusing brief, or about your own
workload — because you don't want to seem difficult or demanding.
The fix: Address issues early, directly, and professionally. A simple "l want to make sure I'm

aligned on X — can we spend 5 minutes clarifying?" is not confrontation. It's competence.

X Neglecting Visibility

The mistake: Doing great work quietly and assuming it will be noticed. In most organisations,
work thatisn't communicated isn't recognised.

The fix: Learn to share your progress in appropriate, non-boastful ways. Weekly updates, team

stand-ups, and end-of-project summaries all give your work the visibility it deserves.

https://www.planetspark.in/resources 10
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SELF-EVALUATION

Your Monthly Growth Check-In

Growth without measurement is just activity. Use this self-evaluation sheet at the end of every month for your
first three months. It takes 15 minutes and gives you a clear picture of where you're progressing and where

you need to recalibrate. Print it, save it, or fill it in digitally — the format doesn't matter. The habit does.

Growth Area Month 1 Score Month 2 Score Month 3 Score (1-10)

(1-10) (1-10)

| understand my role and .

responsibilities clearly

| am building strong professional .

relationships

| am communicating proactively with -

my manager

| am actively seeking and applying -
feedback

| am delivering on my 90-day goals .

| am learning skills that matter for my -

next level

| feel confident and clear about my _

career direction

[J “  After completing each month's scores, identify the single lowest-scoring area and write one specific action you will take in
the next 30 days to improve it. One action. Not five. One.

https://www.planetspark.in/resources 11



QUICK REFERENCE
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The First Job Growth Checklist

Use this master checklist as your running action plan across your first 90 days. Tick each item when done. If

you complete 80% or more of this list by Day 90, you will be in a significantly stronger position than the

majority of your peers — not because you worked harder, but because you worked with intention.

("4 Days 1-30: Learn & Listen

[ ] Complete the self-audit (strengths, gaps,

motivations, fears)

[ ] Write and share your 90-day plan with your

manager

Schedule 1:1 chats with at least 3 teammates

O O

Identify your role-critical skills and start

building them

Learn the team's primary tools and workflows

L [

Ask your manager: "What does excellent

performance look like here?"
[] Identify your Peer Ally and your Mentor

[ ] Complete your first communication self-audit

("4 Days 31-60: Apply & Contribute

[_] Deliver your first significant piece of work

proactively

] Ask for specific feedback on at least 2

deliverables
[ ] Start your feedback tracker journal

[ ] Have a check-in conversation with your

manager on goals
[] Connect with one cross-functional colleague

[ ] Complete your Month 1 self-evaluation

'/ Days 61-90: Lead & Propose

[ ] Propose one improvement, idea, or initiative

(small is fine)

[] Close afeedback loop — show someone what

you changed

[] Update your 90-day plan with progress and

new goals

[] Schedule aformal 90-day review with your

manager

[] Identify your future-facing skill and start

learning it

[] Complete your Month 2 and Month 3 self-

evaluations

[] Write your next 90-day plan (Days 91-180)
"/ Ongoing Habits
[[] Send a weekly written update to your manager

every Friday
[] Spend 20 minutes per day on intentional

learning
[] Ask for feedback after every major deliverable
[] Checkin with your mentor once per month

[] Review this worksheet at the end of each

month

https://www.planetspark.in/resources 12
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KEY TAKEAWAYS

Summary: 7 Truths About First Job Growth

You've worked through the full worksheet. Before you go, here are the seven most important principles to

carry with you. These aren't motivational platitudes — they're operational truths grounded in how high-

performing early-career professionals actually behave. Return to this page whenever you feel lost,

overwhelmed, or stuck.

A plan beats talent every time

The professionals who grow fastest in their first job are not the most naturally gifted — they're the most

intentional. A written plan shared with your manager in Week 1 puts you in the top 10% immediately.

Listen first, contribute second

Your first 30 days are for observation and relationship-building, not for proving yourself. The respect

you earn from genuine curiosity is more durable than the attention you get from early declarations.

Communication is your most visible skill

How you write, speak, and update people signals your competence before your work does. Invest in

clear, proactive, and structured communication from Day 1.

Feedback is data, not judgement

The professionals who treat feedback as valuable information — rather than personal criticism —

improve faster than everyone around them. Ask specifically. Apply visibly. Close every loop.

Relationships accelerate everything

Your career will grow at the speed of your network's trust in you. Build genuine relationships with your

manager, a mentor, a peer ally, and a senior stakeholder in your first 45 days.

Good work must be communicated to be recognised

Visibility is not vanity — it is a professional responsibility. Share your progress in structured, appropriate

ways. Weekly updates and end-of-project summaries ensure your contributions are known.

Growth is a practice, not a destination

The habits you build in your first job — planning, feedback-seeking, intentional learning — compound
over years. Start small. Start now. The professional you become in Year 5 is built entirely from the

decisions you make in Year 1.

https://www.planetspark.in/resources 13
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NEXT STEPS

Your Next 3 Actions Start Today

This worksheet only works if you use it. Don't let it sit in your downloads folder. The most important thing you
can do right now is commit to three specific actions you will take in the next 48 hours. Not next week. Not
"soon." This week. Below are our recommended starting points — adapt them to your situation, but do not

skip them.

Action 1: Complete Your Self-Audit

Set a 10-minute timer right now. Fill in Step 1's self-audit — your strengths, gaps, motivations, and
fears. Write it by hand if that helps. This single exercise will give you more clarity about your first
job than most professionals get in their first three months.

Action 2: Write Your 9o-Day Plan
Use the table in Step 2 to draft your 90-day goals across the three phases. It doesn't need to be

perfect — it needs to exist. Send it to your manager with a note: "I've put together a rough 90-day

plan. Would love 15 minutes to align on priorities." Watch what happens next.

Action 3: Schedule One Relationship

|dentify one person from your influence network map — a potential mentor, a peer ally, or a
senior stakeholder — and send them a message today. Ask for 20 minutes over coffee or a video

call. One conversation can change the trajectory of your entire first year.

Resources to Explore

Communication Mastery
Keep Growing With PlanetSpark Programme

This worksheet is part of PlanetSpark's professional growth resource Mamsiger seasiness Jeallil

library — designed for working professionals who want to build Career Pivot Planning Guide
careers with intention, not just experience. Our programmes help Executive Presence Workshop
early-career professionals develop communication, leadership, and

strategic thinking skills that accelerate their growth at every stage. @ Visit PlanetSpark to

Whether you're 3 months into your first role or 3 years into a career explore all professional
pivot, there's a next step waiting for you. You've already taken the first growth resources.

one.
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