
Professional Experience Reflection Worksheet
A structured self-assessment tool for working professionals ready to own their story, articulate their value, 

and move forward with clarity.



INTRODUCTION

Why Reflection Is the Career Skill Nobody 
Teaches You
Most working professionals are so focused on doing the work 

that they never stop to make sense of it. You accumulate years 

of experience — projects completed, teams led, problems 

solved, pivots made — but when someone asks "Tell me about 

yourself" or "What's your biggest achievement?", the words 

don't come. Not because the experience isn't there. Because it 

was never organised.

This worksheet exists to change that. It gives you a repeatable 

system to excavate, examine, and articulate your professional 

experience in a way that is compelling, credible, and 

unmistakably yours. Whether you are preparing for a job 

interview, building a consulting pitch, making a case for a 

promotion, or simply figuring out what you want next — 

structured reflection is the engine that makes all of it possible.

The problem isn't a lack of experience. It's the absence of 

language to describe it well. Professionals who reflect regularly 

make sharper decisions, communicate more confidently, and 

adapt to change far more effectively than those who don't. This 

isn't a soft skill. It is a career-critical capability that compounds 

over time.

What This Worksheet Solves

The "blank page" panic before 

interviews or appraisals

Inability to connect past roles to 

future goals

Underselling your contributions in 

conversations

Lack of a clear professional 

narrative

Uncertainty about what you 

actually want next

D  How to use this worksheet: You can skim it in 10 minutes for a quick orientation, or work 

through it section by section over 60–90 minutes. Revisit it quarterly. The more honest you are, the 

more useful the output.
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MODULE 1

The Experience Inventory — What Have You 
Actually Done?
Before you can reflect, you need raw material. Most professionals dramatically undercount their experience 

because they only remember the job titles and forget the texture of the work — the problems they solved, the 

decisions they owned, the relationships they navigated. This module is your excavation tool.

Work through the prompts below for each significant role or project in the last 5–10 years. Do not filter 

yourself at this stage. Write everything — even the things that feel small or obvious. Context is mined later; 

right now you are just surfacing the ore.

1
Role Snapshot

Write the title, organisation, and duration. Then in 2–3 sentences, describe what the organisation 

actually did and what your team was responsible for.

2
Your Core Responsibilities

List 5–8 things you did regularly. Not your job description — what you actually spent your time on. 

Be specific: "managed client escalations" beats "handled communications."

3
Projects & Initiatives

Name every significant project you contributed to. Who initiated it? What was your role? What 

changed because of it? Even if you were a small contributor, note it here.

4
Outcomes & Evidence

For each project or responsibility, write any number — revenue, time saved, team size, NPS score, 

customer count — that quantifies the impact. Estimates are fine. Blank is not.

✍️ Worksheet Prompt: "In this role, the thing I am most proud of that almost nobody knows about is 

___________. It mattered because ___________."
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MODULE 2

The STAR-Plus Framework — Turning Stories 
Into Assets
Raw experience becomes professional currency only when it is structured into a story. The STAR method 

(Situation, Task, Action, Result) is well-known — but on its own it often produces flat, interview-style answers 

that feel rehearsed rather than real. The STAR-Plus framework adds two critical layers that most professionals 

miss entirely.

ReflectionResultActionTaskSituation

The two "Plus" elements — your specific decision-making and your personal learning — are what 

transform a standard answer into a memorable one. Interviewers, clients, and senior leaders do not just want 

to know what happened. They want to understand how you think, and whether you grow from experience. 

Those two elements answer that question directly and powerfully.

🔴 Before STAR-Plus

"I led a product launch that increased revenue by 

20%."

Generic. Forgettable. Could be anyone's 

story.

✅ After STAR-Plus

"When our Q3 launch stalled due to a vendor delay, 

I made the call to pivot to a phased rollout — a 

decision I had to defend to a sceptical CFO. We hit 

20% revenue growth and I learned that stakeholder 

communication under uncertainty is where 

leadership is actually made."

Specific. Human. Demonstrates 

judgement and growth.
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MODULE 2 · WORKSHEET

Build Your STAR-Plus Story Bank
Use the template below for each significant experience you identified in Module 1. Aim to complete at least 5 
STAR-Plus stories across different themes: leadership, problem-solving, collaboration, failure and recovery, 

and innovation. These stories become your reusable professional asset — deployable in interviews, 

appraisals, networking conversations, and consulting proposals.

Element Your Response (write freely — edit later)

Situation What was happening? What were the stakes? What made this moment 

significant?

Task What specifically were you responsible for? What was expected of you vs. what 

you took on?

Action What did YOU do? What decisions did you make? What did you choose NOT to 

do?

Result What changed? Numbers, outcomes, relationships, processes — be specific.

+ Decision What was the hardest call you made? Why did you make it? What were the 

alternatives?

+ Reflection What did this experience teach you? How did it shape how you work or lead 

today?

🔁 Pro tip: Once you have 5 stories, tag each one with the skill or theme it demonstrates. You will 

start to see patterns — and gaps — in how you have developed professionally.
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MODULE 3

Skills Archaeology — What You Are Better at Than 
You Think
Working professionals consistently undervalue transferable skills because they associate skill with job title 

rather than with repeated behaviour. The manager who resolved a supplier crisis, the analyst who trained 

three junior colleagues, the consultant who rebuilt a client relationship after a missed deadline — all of these 

are exercises in high-value skills that rarely appear on a CV in a way that communicates their true depth.

Skills archaeology is the practice of examining your experience stories and extracting the underlying 

competencies they demonstrate — then mapping those competencies to the next chapter of your career. This 

is particularly powerful for career changers, who often assume they are "starting over" when in fact they are 

redirecting a rich skills portfolio.

Cognitive Skills

Analysis, problem-framing, strategic thinking, research synthesis, decision-making under 

uncertainty, pattern recognition across domains.

Interpersonal Skills

Stakeholder management, negotiation, coaching, conflict resolution, cross-functional 

collaboration, executive communication, cultural fluency.

Execution Skills

Project management, prioritisation, quality control, process improvement, vendor management, 

delivery under pressure, change management.

Leadership Skills

Vision-setting, team building, performance management, influence without authority, crisis 

leadership, mentoring, building psychological safety.

✍️ Worksheet Prompt: "A skill I regularly use at work but have never put on my CV is ___________. A story 

that proves I have it is ___________."
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MODULE 3 · SELF-ASSESSMENT

Your Skills Confidence Map
Rate yourself honestly on the following dimensions. This is not about what you want to be good at — it is 

about where the evidence from your experience actually sits. Use your STAR-Plus stories from Module 2 as 

your reference point. If you cannot point to a story that demonstrates a skill, it does not count as a confirmed 

strength — yet.

Skill / Competency Confidence (1–5) Evidence Story # Ready to Articulate?

Strategic Problem-Solving _ / 5 Story # ___ ☐ Yes  ☐ Needs Work

Stakeholder Communication _ / 5 Story # ___ ☐ Yes  ☐ Needs Work

Team Leadership / Mentoring _ / 5 Story # ___ ☐ Yes  ☐ Needs Work

Project / Programme Delivery _ / 5 Story # ___ ☐ Yes  ☐ Needs Work

Data Analysis / Insight _ / 5 Story # ___ ☐ Yes  ☐ Needs Work

Change / Ambiguity Navigation _ / 5 Story # ___ ☐ Yes  ☐ Needs Work

Client / Customer Management _ / 5 Story # ___ ☐ Yes  ☐ Needs Work

Innovation / New Initiatives _ / 5 Story # ___ ☐ Yes  ☐ Needs Work

🎯 Action step: Any skill rated 3 or above where you answered "Needs Work" is your highest-priority 

communication gap. You have the experience — you just haven't built the language yet. Return to 

Module 2 and complete a STAR-Plus story for each.
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MODULE 4

The Failure Audit — Your Most Honest Growth 
Data
This is the section most professionals skip. That is exactly why completing it will set you apart. Failures, 

setbacks, and mistakes are not blemishes on your career record — they are the most credible evidence of your 

capacity to grow. The way you talk about what went wrong reveals far more about your character, self-

awareness, and maturity than any success story can.

Sophisticated interviewers, senior leaders, and experienced clients know this intuitively. When someone 

cannot name a single significant failure, they become instantly less trustworthy. When someone describes a 

failure with clarity, ownership, and a genuine lesson learned — they become someone you want on your team 

when things get hard.

The 3-Part Failure Framework

What happened — describe the situation 

factually, without defensiveness or over-

explanation

Your role in it — own your part fully, even 

if others contributed. This is not about 

blame; it is about agency

What changed in you — describe the 

specific behaviour, mindset, or approach 

you modified as a direct result

Reflection Questions

What is a project or decision that did not go as 

planned — one you still think about?

1.

At what point could you have made a different 

decision that would have changed the outcome?

2.

What did your manager, colleague, or client say or 

think about you as a result — and were they right?

3.

What do you do differently now because of this 

experience?

4.

If you had to advise a junior colleague facing the same 

situation, what would you tell them?

5.

"The most impressive professionals are not the ones with the fewest failures — they are the ones who can 

tell you exactly what each failure taught them."
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MODULE 5

Values & Motivation Mapping — What Actually 
Drives You
Experience without values alignment leads to burnout. Professionals who can articulate not just what they 

have done, but why certain experiences energised them and others depleted them, are far better equipped to 

make smart career decisions and communicate authentically in high-stakes conversations.

Values mapping is not a personality quiz. It is a pattern-recognition exercise grounded in your actual 

experience. Look back across everything you have written in this worksheet and ask: which moments felt 

most alive? Which felt like a grind, even when you were technically succeeding? The answers reveal your true 

professional motivators — and those motivators are your compass for what to pursue next.

1

🔋 Energy Audit

List 3 moments from your career when you felt most energised, engaged, or proud. What were the 

common elements — the type of work, the people, the stakes, the freedom, the impact? That 

pattern is pointing at your core values.

2

⚡ Drain Audit

List 3 moments when you felt consistently drained, disengaged, or resentful — even if you 

performed well. What was present in those situations that was absent in the energising ones? This 

is equally diagnostic.

3

🎯 Values Statement

Complete this sentence using your audit data: "I do my best work when I am ___________, with 

people who ___________, in an environment that ___________." This is your professional values 

statement — use it to evaluate every opportunity going forward.

💡 Career decision test: Before accepting a role, ask yourself — does this opportunity score 7/10 or 

above against my values statement? If not, know what you are trading and whether the trade is worth 

it.
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MODULE 6

Your Professional Narrative — The Story That 
Opens Doors
A professional narrative is not a chronological summary of your CV. It is a curated, forward-facing story about 

the kind of professional you are, the value you create, and where you are headed — told with enough 

specificity to be credible and enough clarity to be memorable. It is the answer to "Tell me about yourself" that 

actually works.

Most professionals give one of two bad answers: a CV recitation ("I started at X, then moved to Y, then did Z...") 

or a vague mission statement ("I am passionate about driving impact..."). Neither communicates value. The 

professional narrative threads your experience, skills, values, and direction into a coherent, compelling 90-

second story that leaves the listener wanting to know more.

Foundation

Momentum

Pivot/Deepening

Value Proposition

✍️ Draft your narrative here:
"I started my career in ___________, where I developed a foundation in ___________. Over time, I 

gravitated toward ___________ because ___________. My biggest contributions have been ___________, 

and the through-line across all of it is ___________. Right now, I am looking to ___________ because 

___________."

Write your first draft without editing. It will feel clunky — that is correct. Refine it over three iterations. Read it 

aloud each time. The version that sounds most like you speaking naturally, not performing, is the one to keep.
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REAL-WORLD APPLICATION

Case Study: How Priya Went from "10 Years in 
Finance" to a Story That Got Her Hired
Priya had ten years of experience in financial services — risk analysis, regulatory compliance, team leadership, 

client-facing advisory work. She had been passed over for two promotions and was considering a move to a 

fintech startup. Her instinct was that she lacked the "right" background for the startup world. The real 

problem was different: she could not articulate the value of what she already had.

Before the Worksheet

Priya's answer to "Tell me about yourself" was: "I 
have ten years in financial services across risk and 
compliance. I have managed teams and worked 
with clients."

Accurate. Completely unmemorable. Zero 

differentiation.

Her STAR stories were vague. She could not 

quantify her outcomes. She described herself as 

"good with people" — one of the least informative 

phrases in professional communication.

After the Worksheet

After completing every module, Priya's narrative 

became: "I have spent ten years in financial 
services doing the work that most people only talk 
about — managing regulatory risk in real-time 
during two major policy shifts, rebuilding a client 
portfolio after a compliance failure, and building a 
team of six from scratch. I thrive when the 
environment is ambiguous and the stakes are high. 
That is exactly why fintech interests me."

Specific. Confident. She was hired within 

six weeks.

The experience Priya had before and after the worksheet was identical. What changed was her ability to see it, 

frame it, and say it. That is the entire point of structured reflection — not to manufacture a story, but to 

excavate the one that was already there.

Before 
Worksheet
Vague summary 
of experience, no 
clear outcomes

After 
Worksheet
Specific STAR 
stories and 
confident, role-
aligned narrative
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COMMON MISTAKES

5 Reflection Mistakes That Keep Professionals Stuck

Even motivated professionals make predictable errors when they attempt to reflect on their careers without a 

structured framework. Recognising these patterns is the first step to avoiding them — and the distance 

between the stuck professional and the confident one is often just one of these five mistakes.

1 Confusing Activity with Impact
Listing what you did ("managed a team of 8") without describing what changed because of it. Employers and clients do not pay 

for activity — they pay for outcomes. Every experience statement needs an impact clause: "...which resulted in / which meant that 

/ which led to..."

2 Only Counting Formal Roles

Ignoring freelance work, side projects, volunteer leadership, mentoring relationships, or cross-

functional contributions that didn't come with a title. These often contain your most distinctive 

experiences and reveal your real interests.

3 Using Consensus Language

Phrases like "team player," "strong communicator," and "results-driven" appear on millions of CVs and 

mean nothing without evidence. Replace every adjective with a story. Not "I am a strong 

communicator" — "I designed the internal communication strategy that reduced project re-work by 

30%."

4 Skipping the Failure Section

The professionals who only document successes end up with a one-dimensional story that 

sophisticated audiences don't believe. Failure stories, told well, are the most powerful trust-builders in 

professional communication.

5 Doing This Once and Filing It Away

Reflection without repetition is just journaling. Schedule a 60-minute quarterly review to update your 

story bank, reassess your skills map, and recalibrate your narrative. Your career is moving; your 

documentation of it should move with it.
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ACTION CHECKLIST

Your Reflection Completion Checklist
Use this checklist to confirm that you have worked through this worksheet fully and are walking away with 

tangible professional assets — not just a collection of thoughts. Each item below represents a concrete 

output. If you cannot check it off, return to the relevant module before closing the document.

Experience Inventory (Module 1)

I have documented at least 3 significant roles 

or projects

Each entry includes specific responsibilities 

and outcomes

I have identified at least one quantified result 

per role

Story Bank (Module 2)

I have completed at least 5 STAR-Plus stories

Each story includes a decision point and a 

reflection

Stories cover at least 3 different skill themes

Skills Map (Module 3)

I have rated myself on all 8 competencies

I have identified my top 3 confirmed strengths

I have identified at least 1 communication gap 

to address

Failure Audit (Module 4)

I have documented at least 1 significant 

setback honestly

I have written what specifically changed in my 

behaviour

Values & Motivation (Module 5)

I have completed my energy and drain audits

I have written my professional values 

statement

Professional Narrative (Module 6)

I have written a first draft of my 90-second 

narrative

I have refined it at least twice and read it aloud

My narrative includes foundation, momentum, 

pivot, and value

Ongoing Practice

I have scheduled a quarterly reflection review 

in my calendar

I have saved this document where I can find 

and update it
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KEY TAKEAWAYS

7 Things to Remember Every Time You Use This 
Worksheet

1
01

Your experience is more valuable than you think — but only if you can articulate it. The gap is 

almost never experience; it is always language.

2
02

Stories beat statements every time. Replace every adjective on your CV and in your conversations 

with a STAR-Plus story. Specificity earns trust.

3
03

Failure is professional evidence. A well-told failure story demonstrates self-awareness, resilience, 

and growth — qualities that no success story can prove.

4
04

Transferable skills are invisible until named. Skills archaeology reveals the competencies you 

have built across contexts — and makes career transitions far less daunting.

5
05

Values alignment is a career strategy. Knowing what energises you is not self-indulgence — it is 

the data you need to make sustainable, high-performance career decisions.

6
06

Your narrative is not your CV. It is a curated, forward-facing story that answers "Why you?" in a 

way that a list of bullet points never can.

7
07

Reflection is a practice, not an event. The professionals who revisit and update their story 

quarterly are the ones who consistently create their own opportunities.
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NEXT STEPS

Where to Go From Here
You have now completed one of the most substantive 

professional investments you can make — and unlike 

most professional development activities, the output lives 

entirely with you. Your story bank, skills map, failure 

audit, values statement, and professional narrative are 

reusable, evergreen assets that compound in value the 

more you revisit and update them.

The immediate next step is not to perfect any of it. It is to 

use one piece of it today. Send one STAR-Plus story to a 

mentor and ask for feedback. Update your LinkedIn 

summary with a line from your narrative. Reference your 

values statement in your next career conversation. Small, 

immediate application is what converts reflection into 

momentum.

Suggested 30-Day Application Plan

Week 1: Share your professional narrative with one 

trusted colleague and refine based on their response

1.

Week 2: Update your CV or LinkedIn profile to replace 

generic phrases with STAR-Plus evidence

2.

Week 3: Use one failure story in a real conversation — 

a 1:1, an interview, or a pitch

3.

Week 4: Use your values statement to evaluate one 

career opportunity or decision on your plate

4.

Quick Reference: What You Built

📋 Experience Inventory across all key 

roles

📖 5+ STAR-Plus professional stories

🗺️ Skills Confidence Map with evidence

💡 Failure Audit with genuine learnings

🧭 Professional Values Statement

🎤 Polished 90-second professional 

narrative

Revisit Schedule

Set a recurring calendar reminder every 90 
days to update your story bank with new 

experiences and re-rate your skills confidence 

map.

You are not starting over. You are 

finally seeing what was always there.

This worksheet was created by PlanetSpark to help working professionals own their story, articulate 
their value, and move forward with confidence.

🌍 PLANETSPARK CAREER SERIES 📄 PROFESSIONAL EXPERIENCE REFLECTION 🔁 REVISIT QUARTERLY
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