What’s Your Next Play?

The Communication Professional’s Career Playbook
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Live as if you were to die tomorrow. Learn as if you were to live forever!

Gandhi
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Introduction

The What’s Your Next Play? Playbook supports the IABC Career Assessment®M, the online
career self-assessment designed for communication professionals (CommPros) working in
diverse types of organizations throughout the world and in various communication disciplines.
Based on an individual’s responses, the self-assessment identifies a communication
professional’s current career milestone, areas of professional accomplishment and strengths
and opportunities for continued career growth. Constructed on the Purpose and Principles of
The Global Standard of the Communication Profession, the self-assessment results and
recommendations are a perfect starting point for commpros to reflect on their career strengths
and determine where they want to go and what they want to do next.

How to Use the Playbook

Using the Playbook is simple and easy. You need the PDF report you downloaded after
completing the IABC Career Assessment and this Playbook. The assessment report is a
snapshot of your career and proficiency in the communication profession's principles. The
Playbook guides you in using your results and recommendations to plan where you want to go
in your career. Please answer the questions posed in the Playbook as we go along.
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Setting Your Career Goal

People take self-assessments for a variety of reasons.

Triggers/Motivation for Development

(Mote listed in alpha order)

= Career Progression (Accomplishment & Confidence)

= Entry/re-entry to the field or an industry (Change of Direction)
= New job search ({downsizing, move, etc.)

= Performance appraisals (Job security)

= Promotion opportunity (Career Advancement)

What motivated you to take the career self-assessment?

Based on what motivated you to take the career self-assessment, what is your career focus or
goal for the next three years?
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Understanding Your Career Assessment Report

Look at your self-assessment report - what does the report tell you?
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communication prefessional, Don't forget to check back in regularly and take the assessment again to measure your progress.

Your IABC Career Assessment™
Well done, Rising Star!

Your current career milestone is:

Strategic Advisor

This milestone was caloulated using the average of the ratings you
gave in the self-assessment. mapped against the research behind the
Global S1andard for the Communication Profession

Your proficiency levels
Here is your Career Assessment summary based on the Global Standard

principles and the 1ABC Proficiency Metric™:

On the left

On this side, you see your current career milestone and proficiency in the Global Standard

Principles.

You are at the Strategic Advisor milestone based on your responses. The Strategic Advisor

Your current strengths and areas for development:

Based on your current Assessment, these are the areas you feel
most proficke

Based on your current Assessment. these are the areas you feel
less proficient:

SUBMIT FEEDBACK PRINT YOUR REPORT

s @ 8

111111

“matures as a communication professional through consistent application of the Principles. At

this milestone, we see expanding expertise and innovation. The professional assumes
increased responsibilities, including resource management.” (IABC Career Milestones)

The table indicates your proficiency based on your responses to the assessment knowledge and

skill statements for each Principle. The information in the table is the heart of this self-

assessment tool. We come back to these in an upcoming section.

On the right

On this side, you see five boxes of information.

1. Areas you rated yourself as most proficient. These are areas to broaden expertise.
2. Areas you rated your proficiency the lowest. These are essential development areas.
3. Resources - a link to resources to use in building your career plan. We provide tips on

doing this in an upcoming section.

4. Submit Feedback — Provide feedback on the self-assessment.
5. Download your report - Click on the tab to save your pdf report.
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Meeting The Global Standard in Your Career

The Global Standard of the Communication Profession is defined by communication
professionals worldwide embracing a shared career purpose and six core Principles as the
building blocks of their work. Informed by a passion for engaging audiences with strategic
communication, the purpose and Principles focus our work and form a global standard.
Applying that Standard enables us to cross all borders, align with diverse cultures and
effectively serve organizations of all types and sizes. (iabc.com).

As you review The Global Standard, contemplate where you must meet the Standard more fully
to stay competitive in the field of communication.

The Career Purpose of Communication Professionals

Communication professionals represent the voice of an organization as it interacts with customers,
clients, employees, partners, shareholders, competitors and the community.

Communication professional brings the organization to life with a brand voice that aligns its verbal,
visual and digital messages and activities with its mission and vision. By bringing the brand to life,
communication professionals also help ensure the organization runs efficiently and effectively.

Communication professionals build a strategic communication plan based on thorough research;
communicate with a variety of audiences in a range of styles; develop and edit content; and assess
where and how to communicate and evaluate the results of their work. They often act as the
organization's conscience and frequently strive for financial, social and environmental sustainability.
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Next, think about your proficiency in each Principle of The Global Standard. Do you meet the
definition and context fully? Is there an opportunity for growth?

The Six Principles of the Communication Profession’

Principles Definition

IAm INTERNATIONAL ASSOCIATION
OF BUSINESS COMMUNICATORS
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Determining Your Proficiency and What It Tells You and Others

The IABC Proficiency Metric®™and the 7-Point Scale provide a universal measurement for
proficiency in the knowledge, skills and behaviors associated with The Global Standard of the
Communication Profession Purpose and Principles. The metric labels the level of expertise,
what each level is accountable to perform and the evidence on a resume that supports the level

of expertise.

1. Developing

2. Novice

4. Intermediate

6. Accomplished

1. Mastered

Minimal usage and
experience; currently
developing/training

Limited usage, requires
assistance and supervision
in a single speciality

Perform multiple times
without
assistance/supervisionin a
single specialty

Perform with more than
acceptable speed and
quality; working or functional
command of output

Perform with initiative and
adaptability to special
situations across multiple
specialties

Performs with awareness of
interrelationships,
calculated risks, multi-
specialized
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An example of performance
with professional attribution

Aportfolio piece specific to a
single specialty

Asummary of
value/contributionsina
select time range

Recognized as an authority or
periormer by 1of the
following: company, industry
group or civic expert network

Recognized as an authority or
master performer by 2 of the
following: company, industry
group and civic expert
networks



Taking A Closer Look at the Assessment Statements

The assessment statements focus on knowledge — know and understand sentences -- and skills
— can (do) sentences - required for the career milestone. The Career Milestones - Foundation,
Generalist/Specialist, Strategic Advisor and Business Leader — describe where your proficiencies
currently cluster. As the Metric indicates, your proficiency is based on the combination of what
you know about something, your skill level at doing it and your ability to do it effectively and
efficiently, repeatedly.

Where is your growth opportunity?

: Learn Adopt
Perfect a Skill Something Behavior

How it is done
What you must To do it well, you

know to do it should...
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A Couple of KSB Examples

Look at the two examples below to see how knowledge(k), skill(s) and behavior(b) combine to
make us proficient at something. The practical analogy details the KSBs needed to bake a cake
successfully. The strategic communication example drills into one of the areas in the Analysis
Principle where a commpro must be proficient to call themselves a Communication
Professional.

Principle: Context

Competency Element Definition Practical Analogy StratComm Example
Ability (Task) Possession of means to Make a cake Conduct situational analysis
do/accomplish something (Think: Work to be done)
Knowledge What you need to know The Nature of Wet/Dry Primary research
Ingredients Secondary research
Recipe/Steps to Make a Research instruments
Cake Research interpretation
Types of Bakeware Research validity
Research reliability
(Think: cookbook, especially Research measurement
front-end content) (Career Playbook?)
Skill What you need to do it Baking Research
(Think: activity, in this caseit’s | (Principle of Context has other
not cooking, frying) skills such as macro/micro
environmental scan, analysis )

Behavior To do it well, you need Detail-oriented Critical thinking
Curious Curious
Organized Attention to detail

(Think: mind -set, attitude)
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Exploring Your Career Assessment

In your report, look at the Areas you feel proficient in and Areas you feel less proficient.

In the online report areas, click "I" for detail on the individual statement rating to see the
statements that shaped your result. If using the printed report, find this detail at the end of the
document.

Following the steps below, review the statements in your report to identify those you scored at
higher and lower proficiency to identify your knowledge areas or skills where you can grow.
While doing this analysis, keep in mind the goal of where you want to go.

What are your strengths?

First, look at areas where you feel most proficient.

Yoor Mighest rated statements ender Strategy

1. Know the fandamentals of communication platning aod Basic project mansgemest. / Yow tating: 7
1. Can develop and imploment 3 ¢

3. Understand varous St7ateghc Communication madets for my specific speciatization or discisline. / Your rating: 7

Copy and paste the list into your document. List the Principles that hold competencies you feel
most proficient in, i.e., those with a proficiency rating of 6 & 7. Use this to guide your reflection
on your accomplishments and strengths.

See the example reflections below. Ask yourself: Are you confident in the rating you selected?
Can you go deeper into these competencies, moving closer to a specialty?

A Word of Caution: Ask yourself if you were objective when you gave yourself this rating.
It is better to rate yourself lower and identify development areas than placing yourself
where you want to be and developing a blind spot in your career development.
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As you begin to develop a career plan for areas you feel most proficient, this is an excellent
time to go to iabc.com to:

e Search for the Principle(s) or topic areas you want to focus on.
e Review About: Code of Ethics, Diversity Statement for development interests
e Consider Certification. Go to Career: GCCC Communication Certification

e Connect with other communication professionals on The Hub or join a Special Interest
Group

e Learn at Webinars, Virtual Events, and World Conference Recordings
e Read articles, blogs, podcasts, and Gold Quill case studies.

In addition, go to other sources on your interests. The more ideas and information you gather,
the better your plan can take you where you want to go.

An Example of a Possible Career Plan

e — Proficiency rating Why did | rate myself What action will | take to maintain TR et
E v of 6 &7 high this competency E

Focus on the knowledge and skill
Can select the appropriate i
; pprop e Ee e, statements under Anal.ys.|5 that |
measurement instrument, apply them, <kill and behavior rated myself lower. Ifitisa
interpret the findings and present the Analysis 7 Mastered . knowledge statement, | can read a Q3 this year
. . necessary to be proficient . .
results to a team leader to include in a o book or attend a webinar. If a skill, |
in this competency. . . B
report can identify an opportunity to put
my knowledge into action.

Know how to write and edit content for

different channel formats (e.g. print,

web, digital, speaking notes), proofread  Consistency 7 Mastered
copy, develop a brand and manage

events develop communication plans.

| have the knowledge for | can identify an opportunity where | Between now and the
this competency. can put my knowledge into action end of Q2
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Your development areas

Next, examine areas where you feel least proficient.

Yeur lowest rated statements snder Ethics

1. Can advise on logatl. ethical and Truthful COmmumication gractces within my ceganzation, / Yeur reting: 2

2. Uderstand the eihical standacds and el ging ethical practices of the industry in which | work / Yeur rating: 2

3. Can serve 33 the organization s conicience, keeping steeant of the commenication profenion s 1tandards and practices 55 etfectively sppealse and advocate

for ethical communication by the organizaticn. / Your rating: 2

Copy and paste the list into your document. List the Principles that hold competencies in which
you feel least proficient, i.e., those with a proficiency rating of 1 to 5. Use this to guide your
reflection on your areas of development.

Ask yourself: How can | prioritize these areas and develop them to move closer to proficiency?

Follow the same steps for gathering ideas and information as you did in the areas of proficiency
above.

An Example of a Possible Career Plan

Profici ting of 1-5 & What acti ill | take t
Competency o |C|enf:v N Why did | rate myself low . = af RS Timing & metric of action
no proficiency build this competency

Seek out a course on
Understand the ethical ethics related to my

standards and emerging
ethical practices of the
industry in which | work.

Can develop and
implement a
communication strategy
and assist stakeholders to
develop communication
plans.
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1 Currently learning

This is knowledge | don’t
have or been exposed to

| have had some exposure
to doing this but have not
had a lot of exposure in
assisting a number of
stakeholders

industry and seek out
experts within my
organization to help
mentor me

| will spend more time

assisting stakeholders in
building communication
plans to gain confidence

Q3 this year to attaina
novice proficiency

Between now and the end
of Q2 to attain an
independent proficiency
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Putting Your Career Aspirations into Action

After completing your analysis and reflection, continue to explore career development
opportunities to increase your competencies or proficiency in a Principle.

Explore the Principles on page 8 to choose your next area of focus.

Using the Proficiency Metric on page 9, determine where and how to become more proficient.
Plan to raise your competency as a Communication Professional by

e Gaining or increasing your knowledge through a course, boot camp, certifications or
books.

e Applying what you have learned or know in a real-world situation.

e Or broaden your proficiency by repeating your result(s) in multiple and diverse real-
world scenarios.

e Articulating the risks and benefits of applying your knowledge in a new and innovative
application to a real-world situation.

Enjoy the journey of exploring your career!
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