
PERSONAL EFFECTIVENESS
FOR CAREER GROWTH



Introduction
Careers rarely advance on performance alone. People who progress understand their own
strengths, manage their time deliberately, build visible relationships, and pursue
development with intention. This Personal Effectiveness for Career Growth Training Course
equips participants to take ownership of their professional trajectory. Learners study self-
assessment, goal setting, personal branding, networking, and career planning frameworks.
Furthermore, the course covers influence, visibility with decision makers, and learning
agility. As a result, participants work more effectively, present their value clearly, and
position themselves for the opportunities they actually want.

Personal Effectiveness for Career Growth Course
Objectives
- Assess strengths, values, and development gaps using the SWOT and Johari Window
models.

- Set career goals using the SMART framework and personal development plans.

- Apply the 70-20-10 learning model to structure development activities.

- Manage time and priorities with the Eisenhower Matrix and time blocking.

- Build a personal brand with a clear value proposition and consistent positioning.

- Develop professional networks using relationship mapping and follow-up discipline.

- Communicate achievements using the STAR method in interviews and reviews.

- Apply the GROW coaching model for self-review and mentoring conversations.

- Increase visibility with decision makers through structured reporting.

- Build a 12-month career development roadmap with review milestones.



Course Methodology
This course combines short lectures with applied career planning. Participants complete self-
assessments, draft a personal brand statement, build a network map, and practise STAR-
based achievement interviews. Trainers use case studies, recorded practice, and peer
coaching. Group feedback sharpens positioning. In addition, participants produce a 12-
month development roadmap and receive coaching on their first steps.

Who Should Take This Course
- Professionals planning their next career move

- High performers preparing for promotion

- Employees returning after a career break

- New managers establishing credibility

- Specialists broadening into general management

- Graduates and early-career professionals

- Anyone who wants to manage their growth deliberately

Personal Effectiveness for Career Growth Course
Outlines

Day 1: Self-Assessment and Career Clarity
- The Johari Window and structured self-awareness

- SWOT analysis for personal and professional development

- Identifying values, motivators, and non-negotiables

- Mapping skills against career options



- Recognizing strengths to leverage and gaps to close

- Common career misconceptions and how to avoid them

- Self-assessment and reflection exercise

Day 2: Goal Setting and Development Planning
- SMART career goals and personal development plans

- The 70-20-10 learning model: experience, exposure, education

- Identifying development opportunities in current roles

- Building a 12-month roadmap with milestones

- Measuring progress with personal KPIs

- Seeking mentors and sponsors effectively

- Development roadmap workshop

Day 3: Personal Effectiveness and Time Control
- Time audit and priority management

- The Eisenhower Matrix for professional choices

- Time blocking and protecting development time

- Managing interruptions and administrative load

- Energy management and sustainable performance

- Delivering consistently on commitments

- Productivity practice with peer review

Day 4: Personal Brand, Visibility, and Networking
- Defining your personal value proposition

- Building a consistent professional brand



- Visibility with decision makers through clear reporting

- Relationship mapping and network development

- Networking conversations, follow-up, and reciprocity

- Online presence and professional profiles

- Brand statement and pitch practice

Day 5: Communicating Value and Career Conversations
- The STAR method for describing achievements

- Preparing for performance reviews and promotion cases

- Handling career conversations with managers

- The GROW model for mentoring and self-review

- Negotiating scope, role, and development opportunities

- Managing setbacks and rejection constructively

- Career roadmap presentation and action commitments

Conclusion
By successfully completing Personal Effectiveness for Career Growth, participants will gain
a practical understanding of how self-awareness, deliberate goal setting, personal branding,
and effective communication combine to advance a career. They will be able to assess their
position honestly, build a development roadmap, present their achievements credibly, and
pursue opportunities with confidence. In addition, they will know how to maintain
professional momentum over time. Gentex Training Center designed this course so that
learners return to work with a plan they can act on immediately.



FAQs

Q1  What is the "Personal Effectiveness for Career
Growth" course about?
It teaches participants to manage their own professional development deliberately. The
course covers self-assessment, career goal setting, personal branding, networking, visibility,
and achievement communication, with each participant producing a 12-month development
roadmap.

Q2  What are the key benefits of the "Personal
Effectiveness for Career Growth" course?
Participants gain clarity on where they are heading and what they need to develop, present
their achievements more convincingly, and build networks that open opportunities. They
also manage time and effort better, handle career conversations with confidence, and
recover constructively from setbacks.

Q3  What skills will I gain from the "Personal
Effectiveness for Career Growth" course?
You will gain self-assessment and career clarity, goal setting and development planning,
personal branding and professional networking, and achievement communication and
career conversation skills. These four skills combine to move your career forward with
intention.



Q4  What tools, methods, or standards are covered in
the "Personal Effectiveness for Career Growth" course?
The course covers the Johari Window, SWOT analysis, the SMART goal framework, the 70-
20-10 learning model, the Eisenhower Matrix, time blocking, the STAR method for
achievement stories, the GROW coaching model, and personal KPI tracking.

Q5  How is the "Personal Effectiveness for Career
Growth" course applied in real-world practice?
Professionals apply it in performance reviews, promotion cases, job interviews, mentoring
relationships, and network building. The methods transfer to any stage of a career where
deliberate positioning and clear communication determine which opportunities come your
way.


