
 

Navigating Your Career 

As you move through your career, you will need a broad range of skills, experiences and expertise. Use 
this guide to help you understand the skills you need and how to plan for your dream job. 

What are the top skills needed to be successful in 2020 and beyond? 

In any role you will need both technical and business or soft/leadership skills. The relative importance 
of each will vary by role and level; typically the importance of technical skills deceases somewhat (but 
never goes to zero), while the importance of business or soft skills increases consistently over a 
person’s career. And it is not just skills (being able to do something), but experiences and 
understanding of how the world, and your company, work. As you grow, you will also benefit if you 
understand a bit about every other function as well, such as Marketing, Finance, Operations, etc. This 
will increase your ability to communicate effectively with your colleagues. 

According to resources such as LinkedIn, indeed.com, Forbes Magazine (see links below for a short list 
of resources), and discussion with experts in the field, the top technical and business or soft skills 
needed to be successful today are (and note that some skills could be put in either column) 

Technical Skills/Abilities 
Examples

Business/Soft/Leadership Skills/Abilities Examples

• Job and role specific technical 
skills 

• Data management and analysis, 
big data and business 
intelligence 

• Coding and programming 
• Project management 
• Social media management, 

digital marketing 
• Technical writing  
• Software specific technical skills 
• computer and digital literacy 
• information technology, 

Information Security 
• Financial skills 
• Research skills 
• Product design skills 
• Common operating systems 
• Blockchain 
• Cloud computing 
• Artificial Intelligence 
• UX Design 
• Video Production 
• Discipline 
• Abstraction 
• Technical currency 
• Technical empathy

• Delegation Skills 
• Communication Skills 

(written and verbal) across 
styles, cultures, 
departments, etc. 

• Negotiation Skills 
• Strategic Planning and 

Thinking 
• Leadership Skills 
• Problem Solving Skills 
• Recognize opportunities 
• Team Building Skills 
• Analytical Skills 
• Sales and Marketing Skills: 

Internal (selling yourself and 
your ideas to others in the 
company) and external, aka 
Persuasion 

• General Management Skills 
• Cash flow Management 

Skills 
• Financial Management Skills 
• Create vision 
• Being able to inspire others 
• Act quickly 
• Make decisions. be decisive

• Learnability 
• Resilience 
• Agility, adaptability 
• Collaboration 
• Empathy 
• Creativity 
• Technology 
• Adaptability 
• Emotional Intelligence 
• Build culture 
• Ask Why: always be 

questioning what can be done 
better 

• Stay on top of industry news 
• Time Management Skills 
• Outsourcing Skills 
• Diversity 
• Design thinking 
• Political acumen 
• Courage 
• Integrity 
• Impact others 
• Speak up; be heard 
• Negotiation 
• Networking and working your 

network 
• Pivot
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Navigating Your Career 

How Do You Develop a Career Plan? 

Think of Career Planning as defining the Who, What, Where, When, Why and How of getting what you 
want. It involves two key steps: deciding what you want and planning how to get there. 

1) Career Goal: What, When, Why 
Answer the following questions to help you get very clear on what your dream job is: 

What do you want out of your career? Be specific in terms of: 
• Which company, at what level, where in the world, what level of responsibility, what tasks you want to 

do, what scope, the relationships you want to have, the impact you want to make. 
• Do research (informational interviews) with people in the roles you aspire to, at the companies, in the 

industries you are interested in to learn if you will really like it, what the tasks and responsibilities are, 
what skills and experiences are needed to get there. 

• Consider both your long term, ultimate goal, as well as any intermediate steps you will need to take to 
get there. 

• If you don’t know, then do more research into careers that might be interesting to you. 

When do you want it?  
• Set a timeline that you can work towards. 
• Consider any personal implications that could impact your career progress. For example will you get 

married, have children, do you have aging parents who need you close by. These could all impact 
your mobility, ability to commit to professional development, ability to invest in yourself, etc. 

Why do you want it? 
• Motivation is critical to keep you going when the going gets tough, so keep a clear picture of why you 

are working towards your career goal. 
• Your motivation needs to be personal(not external, such as what society or your family wants for you) 

in order to truly motivate. 

2) Career Development Plan: How to get it: What, Who, How, Where 
Answer the following questions to develop the plan to get there: 

What resources do you need: 
• What do you need to know (skills, knowledge, experiences)? Soft skills, hard skills. Be specific. 

Review job descriptions for the jobs you want. 
• Look at your performance reviews to see where gaps exist. 
• What funds, time, etc. do you need to develop these skills, get these experiences? 

Who do you need to know to help you get there? 
• Who can be a mentor, who do you need in your network? Consider at current/previous managers, 

colleagues, professors/teachers, friends, family friends, etc. 

How will you build the skills/experiences you need: 
• What training/education can you take (company sponsored or on your own)? 
• Consider volunteering within your company for extracurricular teams, volunteer outside your 

company/department, take on extra responsibilities, join clubs, etc. to build skills and experience. 

How will you find the mentors and build your network? Where will you go? Decide what to join, where 
to be seen: 
• Network everywhere you can: when you volunteer within company or outside organizations, join clubs 

such as Professional Associations, Toastmasters, go to Meet-ups, join cultural groups, look for events 
on Eventbrite, attend conferences, join the Board of Trade, etc. 

When will you complete these steps? 
• Develop a reasonable timeline to accomplish this. 
• Map out all the steps you need to take. 
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Navigating Your Career 

• Plan time to work on the actions you need to take, and make at least some small progress towards 
your career goal every day. 

Remember:  
• Always be planning: get going on career planning if you aren’t already) 
• Always be networking: you never know who you will meet, or the impression you will make (or not 

make) 

Work from Home / Remote Work Solutions 

Here are some suggestions to help make working remotely, form home, more manageable: 
• Have a dedicated area even if it is small, and ask that it be respected (put up a sign “do not disturb”) 
• Dress for work. It gets you in the right mindset. 
• Set a schedule based on what your role needs but also your body rhythms (when are you alert, tired, 

etc.). Create and keep that routine. 
• Plan your days. 
• Take care of yourself: exercise, rest, healthy eating, take time off. 
• Get the support you need for yourself and your family. Do not be afraid to ask for help. 
• Join the remote get-togethers with colleagues to keep/build relationships. 

__________________________________________________________________________________ 
Resources: 

https://www.linkedin.com/business/learning/blog/top-skills-and-courses/the-skills-companies-need-
most-in-2020and-how-to-learn-them 
https://www.forbes.com/sites/nataliapeart/2019/09/10/the-12-most-important-skills-you-need-to-
succeed-at-work/#2c534e651c6a 
https://www.indeed.com/career-advice/career-development/business-skills 
https://www.business.com/articles/12-business-skills-you-need-to-master/ 
https://www.indeed.com/career-advice/resumes-cover-letters/technical-skills 
https://www.wikijob.co.uk/content/interview-advice/competencies/technical-skills 
https://www.aiuniv.edu/degrees/business/articles/top-technical-skills-for-managers 
https://www.thebalancecareers.com/technical-skills-list-2063775 

About Jayne S. Huhtanen, B. Eng. Mgt., FocalPoint Coaching of Toronto

As a FocalPoint Certified Business and Executive Coach, Jayne brings over 30 years 
of experience helping businesses and professionals optimize their performance, 
overcome obstacles, and achieve professional and personal growth through training 
and coaching in Entrepreneurial and Strategic Leadership, Business Planning, 
Productivity and Business Proficiency, Effective Communication, Coaching and 
Development and Effective Teamwork. 
Before striking out on her own, Jayne was at Procter & Gamble for 26 years and 
contributed business-building strategies, led multi-functional initiative launches, 
coached others to achieve their professional and personal goals, led Diversity 
initiatives and developed and delivered global training programs.

If you want help building your career and developing the skills you need to get where 
you want to go, contact Jayne at jhuhtanen@focalpointcoaching.com.
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