
As the end of year approaches, it is important to take some time to think 

about the goals that we have set for ourselves and what we have accom-

plished over the past year. Evaluating our professional progress helps us 

plan for career advancement and determine what steps to take next. The 

Personnel Commission is committed to providing guidance to employees 

who desire to advance their careers within the Los Angeles Community College District.  

 

SIX STEPS OF PLANNING YOUR CAREER ADVANCEMENT 
 

 What’s motivating you? Career advancement is most feasible when you align the work you do everyday 

with what’s motivating you, whether it is facing a new challenge, making more money or helping others. 

Therefore, the first step is to find out the type of duties you enjoy performing. This will also help you de-

termine the direction you want to move in, such as staying within the classified service or transitioning to 

an academic position.  

 Set SMART goals. Based on your motivation factors, set Specific, Measurable, Attainable, Realistic and 

Timely (SMART) goals in regards to your career development and advancement. Pursue only what you 

think you can realistically achieve.  

 Research and discover. Once you have set your goals, find out what you need to achieve them. Talk to 

your supervisor or a mentor about your plan for career advancement. They may offer a different perspec-

tive based on their valuable experiences. The Personnel Commission also has various resources available 

to classified employees for planning career advancement such as:  

 The Upward Mobility and Career Ladders Guide – a Personnel Commission publication created to 

assist you with developing your career advancement strategies for classified positions within the 

District.  The guide can be found on the Personnel Commission website: http://laccd.edu/

Departments/PersonnelCommission/Documents/CareerLaddersGuide.pdf  
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 The Personnel Commission website – At http://laccd.edu/Departments/PersonnelCommission/

Pages/default.aspx you can find current job descriptions, salary schedules, job openings and up-

coming exam schedules for classified positions. As part of your planning, it is essential to under-

stand the current job descriptions, including the typical job duties and the minimum entrance 

qualifications of the positions. This will help you determine if you need additional education, ex-

perience, or exam preparation in order to apply for positions that interest you.  

 The Internal Classified Job Opportunities website – You can find temporary, provisional and 

transfer opportunities at http://albacore.laccd.edu/PersComm/classified_employees/

internal_opportunities.asp. These opportunities may potentially provide the additional experienc-

es that you need to accomplish your goals.  

 Personnel Commission Service Representative – You can find the contact information and office 

hours for your Personnel Commission Service Representative online: http://laccd.edu/

Departments/PersonnelCommission/employee-outreach/Pages/default.aspx 

 Learn, observe and develop.  Now that you have identified the requirements needed for your growth, 

the next step is to seek out resources and opportunities to obtain them. If you know people who are or 

have been in a position that you are interested in, talk to them about their responsibilities and how they 

prepared for the position. Observe them while they perform their daily duties. These actions will allow 

you to learn and develop the skills and knowledge you need for future growth.  

 Document, track and update your plan.  Document your career advancement plan and track your pro-

gress to help you achieve your career growth in an organized and systematic way.   

 Act NOW.  Career advancement and development is a continuous process, and it takes time. Start plan-

ning and acting on it NOW.  

 

As you implement your career advancement plan, continue to be proactive. Your career advancement plan 

will be more efficient if you establish a professional reputation and remain flexible. Persistence and a posi-

tive attitude will also serve you well throughout your career.  

 

 

We’d like to hear from you! Please visit the following survey link to provide us with valuable feedback on 

our bulletins: https://www.surveymonkey.com/s/2V8LNC9.   
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