Subject:
10 Tips That Will Transform Your Career

Achieving your professional dreams in today's competitive business world is one tough challenge. The pace of change is lightning fast, new technology pops up every 5 minutes, and job security is a thing of the past. So how do you get ahead in your career - and stay there? 

Check out these proven tips for success...

 Top 10 Career Success Tips

1. Build strong working relationships.

Develop relationships with people in different departments and at all levels of your organization. Make a point of discovering interests you may have in common with everyone from the janitorial staff to the CEO. 

Be friendly, be genuine, and be trustworthy. People who have a bond with you and enjoy working with you will want to help you succeed.

2. Become an excellent listener.

This tip is a secret weapon! Practice active listening skills, and you'll literally double your communication effectiveness in every exchange, reducing your chance of errors. And so few people really listen today that managers, co-workers and employees alike will feel important, will feel respected and will feel great regard for you when they receive your undivided attention.

3. Set professional and personal goals - and create a plan for achieving them. What do you want to accomplish and to achieve during your career? Give serious thought to your professional goals, then create a list and map out the specific steps you'll need to take to get there. Your accompanying list of personal goals is equally important, because if they're in direct conflict with your career goals, you're in for serious unhappiness and frustration.

4. Be accountable.

Take responsibility for your actions - your mistakes as well as your successes. When you own up to your errors, you'll gain far more respect than if you blame others. Spread blame, and you'll destroy the trust others place in you. Make continual excuses, and you'll destroy your credibility. Admit your mistakes, find solutions to fix them, and then move on without dwelling on them.

5. Do it NOW!
Develop a habit of being decisive and taking action - today, rather than tomorrow or next week or "soon." Take a page from the folks at Nike and Just Do It. You'll become known as someone who can be counted on to get the ball rolling and to get the job done. Procrastinating, mulling things over or analyzing issues to death are guaranteed to strand you on the lower rungs of the career ladder.

6. Maintain high visibility.
They can't promote you if they don't know who you are! Today's workplace is plenty competitive, which means you've got to stand out from the crowd to get ahead. Volunteer for high-visibility assignments and projects, work on your organization's pet charity project, write for the company newsletter. Make sure your management is aware of awards and honors you receive outside the company.

7. Learn to embrace change. 
Be prepared to accept new responsibilities, use new technologies and equipment, implement new processes, work in different departments and change jobs several times during your career. In fact, you may even change careers during your lifetime. If you're open to change, if you can weather transition and adapt and grow in new situations, you'll move ahead - guaranteed.

8. Keep your skills sharp and your knowledge up to date. 
Lifelong learning is the key to career success in our rapidly changing times, because you're skill sets and knowledge-base can become outdated fast. Keeping your skills sharp is absolutely crucial, which is why you need to take advantage of training opportunities, learning resources on audio, video and CD, new books in your field, e-learning, websites of professional organizations and more.

9. Make connections outside your workplace.
Network, network, network! Build a group of contacts through professional organizations, past jobs, community groups, etc., and don't let the relationships lapse. These people can mentor and encourage you, be a font of resources and ideas you can use on the job, and can become your informal "search committee" when you're job hunting or considering a career change.

10. Look toward the future - your future.
Nobody will manage your career for you. It's up to you to look ahead, to periodically re-evaluate your goals and determine if you're on the right track. No matter how wonderful your job may seem right now, you'll want to keep an eye out for professional opportunities that will put you closer to achieving your career dreams. Keep your resume current so you'll be ready!
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