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Career Development
Instructions for Career Coaches


Thank you for volunteering to help your colleagues at New World Medical manage their career and achieve their potential!  

Focused career development that helps people fast-track their career rarely occurs spontaneously.  For all of us to achieve our full potential, we need people around us who genuinely want to see us succeed and who help us think of ways we can gain new experiences and skills.  That’s where you come in.

The following instructions will help you better understand the career development process at New World Medical and the responsibilities of Career Coaches.


Definitions

Career Coach: someone who has the desire to help others advance their career and who has been trained on the organization’s career development methodology and tools.  

Career Owner: someone who has requested a Career Coach to help them advance their career.


The Purpose of Career Coaches

Career Coaches help Career Owners manage their careers however the Career Owner would prefer, including preparing them for more leadership responsibility, deepening their expertise, or broadening their skillset.  Career Coaches encourage Career Owners and help keep them accountable to their career development commitments

Because direct managers are primarily concerned with improving employee’s performance in their current role, it is beneficial to have someone else work with employees to help them navigate their career, broaden their experience, and learn new skills.  Having someone other than a direct manger act as the Career Coach eliminates any potential conflicts of interest, or perceived conflicts of interest.

New World Medical can only achieve it’s potential when its’ employees are achieving theirs. 


Responsibilities and Processes
1. Any employee who would like help in advancing their career is welcome to request a Career Coach.  Career Coaches are also welcome to request their own Career Coach.
2. Human Resources will match Career Coaches with Career Owners based on their backgrounds, preferences, and anticipated needs.  Please let HR know if there is any reason the Career Owner you were matched with won’t work for you.
3. Career Coaches will likely need to meet with their Career Owner(s) several times to create a draft Personal Development Plan (PDP) with them.  The initial meeting is the time to establish or strengthen a trusting relationship and clarify the expectations of both parties.  Setting expectations means asking the Career Owner what they need from you to help them successfully plan their career development and sharing what you need from them to make the most of the experience.  Here are some example topics you may want to consider addressing when setting expectations:
a. Purpose: What do we want to accomplish through this relationship? What does success look like for each of us?
b. Roles: The Career Coaches role is to help the Career Owner think through their development needs and options and help Career Owners plan activities that will help qualify them for the positions they aspire to.  Career Owners own their development.  Career Coaches provide support in the way the Career Owner would prefer.
i. Career Coaching is not to be confused with a mentorship or life coaching relationship.  If the Career Owner would like a mentor as one of their development activities, they should explicitly document that in their PDP.  Then, with the help of their Career Coach, they can ask someone to be their mentor.  If the Career Coach is requested, willing, and able to act as their Career Owner’s mentor, it may be beneficial to schedule separate time to accomplish those two different purposes. 
c. Meeting Schedule: How often will we meet? What should the meeting agenda look like?  How often would it be acceptable to reschedule? What would our expectations be if either of us is late?
d. Communication Method: What’s the best way to get in touch with you? 
e. Assessment: How will we measure our success (metrics, milestones, surveys)? 
f. Consequences: What happens if we fail to meet our commitments to each other?
g. Pet Peeves: What are some of your pet peeves I should be aware of? 
h. Relationship Audit: How often should we review our formal Career Coaching relationship to (a) ensure it is achieving its purpose and goals, and (b) discuss how the relationship may need to change to ensure it continues to deliver maximum value? 
4. When drafting the PDP, Career Owners do the writing, Career Coaches ask the questions and provide suggested revisions, as they are requested.  
Tips and Guidelines
1. Career Coaches have been provided as a benefit to help our employees advance in their career and achieve their career objectives.  Career Coaches are only here to help Career Owners, so it’s important that Career Owners feel that they own their Personal Development Plan, and that Career Coaches are there to offer advice if it’s requested.
2. Please refer to the PDP Guide for Career Coaches and other workshop materials to frame questions that will help the Career Owner you are working with think about their strengths, areas for development, and career goals.
3. Please review with your Career Owner the job description and minimum qualifications of the position they are targeting.  If the position the Career Owner is targeting requires certain education or certification they don’t currently possess, they need to be aware of it.  Please point out to the Career Owner any qualification gaps you are aware of if they have not acknowledged them.
4. It is a good practice to use an agenda for every meeting to keep the discussion focused and to ensure assignments are followed up on.  The Career Owner should have input into the agenda.
5. Discuss with your Career Owner how you will help them stay focused on developing the Leadership Compass Competencies and how often you will revisit them.
6. It is a good practice to review assignments and schedule the next meeting with your Career Owner at the conclusion of every meeting.
7. While it is expected that some development activities will be completed during work hours, please encourage your Career Owner not to undertake development activities that will take them away from their regular work duties for a significant amount of time.  If you have any concerns with the amount of work time required for your Career Owner to complete their development activities, please request that they review their PDP with their manager and report back to you on the result of that conversation.  If you and your Career Owner feel that the work time required to complete their development activities is reasonable, but the Career Owner’s manager does not, please suggest to your Career Owner that they speak to HR.    
8. What to communicate to Career Owners about the People Committee:  
a. The People Committee may provide additional feedback and recommend development activities to fast track readiness.
9. In order for us to develop, we need some objective feedback on the areas we need to develop.  People who grow and develop the quickest tend to be people who request feedback, accept it with gratitude, and act on it. However, they need to trust and respect the persons who are giving them this feedback.  This trust comes from knowing that the feedback is being provided out of a desire to see the Career Owner reach their full potential, and that it will not be held against them in any way.


Moving Forward

Like any new initiative, offering Career Coaches to our staff is an experiment.  We can’t predict demand.  If demand is low, then not all the Career Coaches will have Career Owners.  If demand is high, then we will look at training additional Career Coaches.  Likely we’ll be starting small and expanding our career development program to employees incrementally once people begin seeing the positive outcomes of having a Career Coach.

Our career development program has the potential to be a game-changer for New World Medical.  We are excited to see how this process grows and evolves to meet the needs of our employees and our organization.  We appreciate your willingness to take on this assignment and hope you find it enjoyable and fulfilling.

If you need any help, or have any questions, please contact Human Resources.
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