Key Skills Associated with Effective Careers Support
This structure and model of guidance comes from the work of Lynda Ali and Barbara Graham (1996) in their extremely popular book ‘The Counselling
Approach to Career Guidance’. It is a simple method of structuring a careers conversation whatever the level and degree of career awareness of the trainee.
Other helpful models and framework can be found in the further reading references at the end of this document.
10 key reasons to use a model
1. Provides a clear structure that is likely to be different to other conversations you may have with other roles/responsibilities
2. Paces the conversation appropriately – and helps to manage the time available
3. Helps to manage expectations on the part of the trainee – the trainer/helper is not expected to and is unlikely to have all the ‘answers’ or
information
4. Professionalises the conversation – effective guidance isn’t just about ‘having a chat’
5. Without a structure there is a danger that the conversation loses direction
6. Avoids any tendency to adopt a more directive approach or provide inappropriate/too much information
7. Acknowledges that everything can’t be ‘sorted’ in one go, thus helping to manage a consistent process with their trainee over a period of time
8. Demonstrates there is a process to career planning and development to the trainee; makes it easier to notice whether the trainee has moved their
thinking on in some way and thus can be quite motivational
9. Allows their trainer /helper to notice/observe behaviours and feelings and to work with these during the conversation
10. The model is developmental rather than linear; you may need to move back and forth between the various ‘stages’ in order that the trainee feels
they have been able to progress their career situation in some way
Discussions should be underpinned by the following foundation skills (for a summary of foundation skills used in guidance, see Ali and Graham):
Active listening
Impartiality
Empathy
Effective use of silence
Paraphrasing

Non-Judgemental
Understanding and interest
Skilful questioning
Observation (verbal and non-verbal)
Summarising

Reflecting

Restating
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Developing trust
Immediacy
Interpreting
Appropriate self-disclosure
Effective provision of information
Challenging (e.g.
beliefs/feelings/attitudes/perceptions)
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Further
Further
reading:
Ali, L and Graham, B, (1996) The Counselling Approach to Careers Guidance. London: Routledge.
•
Kidd JM. (2006). Understanding Career Counselling: theory, research and practice. London. Sage
•
Nathan, R and Hill L. (2008). Career Counselling. London: Sage
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•
Hirsh W, Jackson C and Kidd J (2001) Straight Talking: effective career discussions at work. National Institute for Careers Education and Counselling (NICEC), Cambridge

What are your
strengths?

What is your
situation at the
moment?

What differentiates
you from others?

What needs to
happen now?

What will you do?
By when?

What are your
key-skills? How are
you using them in
work? How are they
reflected in your
portfolio?

How motivated are
you feeling at the
moment to take
control of your
career choices?

Have you
considered all the
opportunities
available?

What issues would
you like to discuss
relating to your
career situation?

What work
environment do
you think you are
best suited to?

What are you
really passionate
about in work?

Have you identified
your preferred
career options?
Is this realistic?

What feedback have
you had that would
suggest your
suitability to the
specialty you’re
considering?

What makes you
happy in work?

What actions
have you taken so
far to progress
your career?
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What do you think
you should be doing
right now –
professionally?

WHERE
ARE YOU
NOW?

Are there things
you are still yet to
achieve? What are
these? When will
you do them by?

How will you know
you have done it?

What is really
important for your
development going
forward?

What are your
goals? What actions
will you take to
acheive them?

What are you going
to work on before
our next meeting?
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HOW CAN
YOU KEEP ON
IMPROVING?

WHAT
SUPPORT
DO YOU
NEED?

If there was one
thing that would
enable you to move
forward – what
would it be?

Have you spoken to
colleagues in the
speciality you’re
considering?

What websites have
you accessed?

WHERE DO
YOU WANT
TO BE?

What do you need
to sort it all out?

Who can help you
deal with some of
your barriers?

What support do
you need from
other people?

What preparation
have you made for
applications/
interviews?

Have you created
an up-to-date CV?

Have you
carried out a mock
interview with
anyone?

How are you
feeling about your
professional
development?

What is you
work/life situation
like at the moment?

What options do
you have?

How would you
define career
success?

What do you want
the next stage of
your career to
look like?

Who and what has
influenced you most
in where you want to
go with your career?

What kind of lifestyle do
you want? How are you
going to be more able to
achieve this? Which
speciality/role would
best support this?

Have you built
things in that will
support and sustain
you with your
career?

Have you got a
contingency or a
Plan B?

Have you carried
out any careers
information interviews
to find out more about
the work you are
interested in?

What do you want to
learn about most?

How do you
see the specialty
changing? How will
you keep ahead of the
competition? Have you
thought about it? What
will you do about it?

What would be
your ideal role? In
what environment?

What would your
ideal situation be?
How can you work
towards this?

What would help
you minimise
stress in work?

HOW DO
YOU GET
THERE?

What actions do
you need to take?
By when?

What preparation
have you been
doing to promote
yourself for the
opportunities you
are interested in?

Do you know anyone
who is doing what
you want to be
doing? How did they
get into their current
position?

What steps have
you taken to get
yourself ready for
the applications/
changes?

What’s stopping you
getting to where
you want to be?
What are the
barriers?

What is helping
you get to where
you want to be?

What opportunities
can you create for
yourself that will
provide stepping
stones?

What do you know
about the training
programme you are
considering? What
will your training
involve?

What are the
different options
you could take to
get where you
want to be?

