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Congratulations and welcome to the Industrial Attachment Scheme, which may open 

a new chapter in your life. University education is your preparation as a person and 

professional for all the challenges of a fulfilling and meaningful life ahead of you. 

Everything you do in university, both inside and outside the classroom, will affect 

your preparedness. So make good use of all the available career resources and 

learning opportunities to build yourself a bright future. 

 

The purpose of this handbook is to help you to make good use of an Industrial 

Attachment, also known as Internship, as a first step in CAREER and LIFE PLANNING. 

We hope to help you master the key career concepts, so that ultimately you can map 

out a career path that leads to a fulfilling and meaningful life. 

 

Can career be planned? It is a controversial question without a definitive answer. 

Your plan may not 100% come true. But if you implement it carefully and modify it as 

you learn and grow, then your plan will most likely come true. After all career 

planning is a continuous exploration and learning process throughout your working 

life. Life is unpredictable, full of unexpected chances and changes in yourself as well 

as the environment. Be prepared, don’t let surprises catch you off-guard! If you fail to 

plan, then plan to fail! Very simple logic. 

 

This handbook consists of three parts, the first guides you to begin an Industrial 

Attachment Scheme. The second part helps you to reflect on your industrial 

attachment experience. The third part is a basic introduction to career and life 

planning. 
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Chapter 1: Industrial Attachment Scheme 

 

1.1 What is Internship/Industrial Attachment? 

It is an employment experience, possibly but not necessarily related to your chosen 

academic major, under guidance and supervision, to acquire and rehearse the 

necessary vocational knowledge, skills and attitudes for future entry into and success 

in your chosen career. The work schedule for an Industrial Attachment is around 10 

to 15 hours per week, but working hours may vary, depending on your area of study 

and requirement of the host organization.  

 

If you treat intern as nothing more than another part-time job or volunteer 

experience, you will not gain much from the internship. But if you treat yourself as a 

manager who runs the organization, you will have a totally different perspective and 

thus gain an extremely insightful career development experience. You will be able to 

review your internship from a senior management perspective, making it a useful 

preparation for future senior position in any organization. 

 

With the right mentality described above, any “working” experience in university, 

from student activities, social service, research project, interflow tour to part-time 

job, could contribute to your “career maturity”, i.e. the mastery of the career skills, 

concepts, support services and opportunity in the community for effective career 

planning. So your attitude and perspective towards an internship affect the quality of 

learning. Attitude, not aptitude, determines altitude. 

 

Higher education can also be an extensive internship if you have the right attitude 

and career planning approach. An internship may not be ideal and match your every 

expectation for many reasons, as you may not be competent enough, intern duration 

too short etc. It is purely up to you to make it relevant, meaningful and useful 

through reading, diligence, right attitude, and proper work performance. Be the 

master of your fate and do not let environment control you. Control the controllable. 

 

The challenge of internship is to “know the world through a few grains of sand”, to 

know the industry and the “business” model of the corporation through the basic job 

of a brief intern. This is the highest goal of any internship experience. 

Find out what you like doing best and get someone to pay you for doing it. 

-Katherine Whitehorn 
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After internship you will be able to say with more confidence whether you like or are 

suitable for this profession, corporation and industry or not. That is a sign of your 

pathway to CAREER MATURITY. 

 

 

1.2 What is your role as an intern? 

Some students might think that career planning is for senior year because we may 

not know what will happen in the world of work by the time you graduate. However, 

when chance comes, the PREPAREED ONES WILL GET THE JOB HE/SHE WANTS. The 

unprepared are left with regret and disappointment. If you plan early, you may have 

more choices. 

 

How you position yourself as an intern will determine the learning quality of this 

internship and thus the impact on your future career. Just to meet the minimum 

requirement to kill time, or treat it as your own business, or position yourself as the 

most senior person in the organization are the two ends of the continuum. The 

choice is yours. 

 

Your role in the Industrial Attachment depends on the industry and the nature of the 

organization you work for, but mostly interns are responsible to support the daily 

operation of an organization. Your role as an intern should include: 

 

 Daily routine supportive work tasks 

 Clerical support 

 Working in teams to complete special projects 

 Communication with customers and colleagues by email or in person 

 Job Shadowing your supervisor to observe and learn 

  

What are the goals of Industrial Attachment? 

 to help prepare students for career success 

 to facilitate student adaptation to the current business environment 

 to connect student with possible future employers 

 to develop student’s understanding of the business sector, organisations, 

and job requirements. 
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1.3 What are the Critical Success Factors (CSF) for a “meaningful and successful” 

Industrial Attachment? 

 

Try to earn the respect of colleagues there, they will be more willing to help you to 

learn more. By nature and of need, an intern will normally handle the most basic and 

operational level of duties because of the competency level of the student and risk 

management policy of the corporation. If your supervisor trusts you, more 

meaningful jobs may be assigned to you. So you will learn more, it is up to you. 

 

Have a clear personal “ownership” of the Industrial Attachment. Your preparation 

and mentality are critical success factors. It is useful to equip yourself with the 

necessary knowledge, skills and attitude, personal and professional, before you start 

your internship. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

People are people before they are merchants, captains of industry, or 

members of learned profession. 

- J.S. Mill 
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1.4 Your Experience List 

You could begin your preparation for internship with compiling your list of 

experiences, starting with the degree course you are currently taking, then 

employment, social service and extra-curricular activities:  

 

School Year: 1 / 2 / 3 / 4        Semester：1 / 2 / Summer 

 

Current course: 

 

Education Background: 

Name of school Course Graduation year 

      

      

 

Work Experience: 

Name of 

company 
Position Job nature Skills trained 

Employment 

period 

          

          

 

Volunteer Experience:  

Name of company Content of work Volunteer period 

      

      

      

 

Identify the key experiences above, fill in the review table below. Try to identify what 

you have learnt and possible impact on your initial career plan. 
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Review of my key experiences: 

 

Roles Relevance to three key roles of a university student (5H as guideline) 

Experiences As a Matured Person  

(Personal Qualities) 

As a Careerist 

(Professional Skills) 

As a Life-long Learner 

(Habits learned) 

Education 1. 

 

   

Education 2. 

 

   

Education 3. 

 

   

Work 1. 

 

   

Work 2. 

 

   

Activities 1. 

 

   

Activities 2. 

 

   

Activities 3. 

 

   

My ideal Job 

 

   

 

Use the 5H framework (Hope, Head, Heart, Hand, Habit) to identify your learning 

expectation and needs: 

 

Hope (Your vision, vocation, ideal career, meaning of life, life goals, etc.): 

____________________________________________________________________  

____________________________________________________________________  

____________________________________________________________________  

 

Head (Your knowledge and thinking skills): 

____________________________________________________________________  

____________________________________________________________________  

____________________________________________________________________ 
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Heart (Your attitude, value, passion, and personality): 

____________________________________________________________________  

____________________________________________________________________  

____________________________________________________________________ 

 

Hand (Your skills and competence in administration, interpersonal relationship, 

general life skill): 

____________________________________________________________________  

____________________________________________________________________  

____________________________________________________________________ 

 

Habit (Life style, disposition, general attitude towards life, responsibility, hard-

working, etc.): 

____________________________________________________________________  

____________________________________________________________________  

____________________________________________________________________ 

 

Your POSSIBLE IDEAL future experience list: 
 

Now try to imagine your projected experience list 5 years after graduation, in an 

ideal environment. 
 

Professional Education Qualification (for example: CPA, master’s degree) 

Name of organisation Course Qualification 
Reasons for 

the choice 

       

       

    

 

Work Experience: 

Name of company Position Job nature Development 
Reason for 

change 
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Identify what you have learnt (e.g. sports, interest, arts): 

 

Domain Sports Service Arts Hobbies Others 

 Head (Knowledge) 

 
    

   

 Heart (Attitude) 

 
    

   

 Hand (Skills) 

 
    

   

 

Compare the above three reflection lists, identify new areas that you want to 

improve through the Industrial Attachment?  

____________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________ 

 

You are ready to start your Industrial Attachment now! 

 

 

  

Chapter Summary 

 

1. Industrial Attachment Scheme (IAS) helps you in Career and Life Planning. 

2. IAS is not part-time job or volunteer service. 

3. IAS duties range from clerical to professional, individual to team work, internal 

to external. 

4. Mentality and preparation are the critical success factors of an IAS. 

5. Review your past achievement in education, activities, service and 

employment to identify your strengths and areas of improvement. 

6. Make an initial career and life plan and your expectations on the IAS. 

 

The belief that all genuine education comes through experience does not mean 

that all experiences are genuinely or equally educative.  

- J. Dewey 

 



11 
 

Chapter 2 The Work Environment in 21st Century 

 

2.1 Anatomy of Job 

In order to succeed in an Industrial Attachment, you need to understand the job 

nature well. The 7P framework below is a useful tool. Read the job description and 

search the company website to understand the job requirements and contents.  

 

The 7Ps are: 

 PURPOSE of the job in relation to the organization’s core businesses 

 PRODUCT expected from the job: report, proposal, design etc. 

 PEOPLE you work with, internally and externally. 

 PLACE you work in, outdoor or indoor, in office or onsite. 

 PROCEDURE are the working style and administrative systems you work with. 

 PROFESSIONALISM in terms of skills, ethics, and knowledge. 

 PROSPECT in future professional training and career development. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Job 

Nature 

Purpose Prospect 

Product 

People 

Place 

Professionalism 

Procedure 
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After using the 7Ps to understand the industrial attachment job, try to identify the 

gaps in knowledge and skill and take necessary remedial action to learn them before 

you start the Industrial Attachment. If you do this the Industrial Attachment will be a 

springboard to a bright future career. Being proactive is a prerequisite to life success. 

 

2.2 Anatomy of organisation 

The 7S McKinsey organization analysis framework is a management consultancy 

model developed by R. H. Waterman, which is often adopted by companies and 

consultants to review the effectiveness of an organisation. It is a comprehensive and 

useful checklist. 

The 7S include: 

 STRUCTURE: this is how departments and teams are structured, including 

reporting channels and lines of command.  

 SYSTEMS: the manuals and procedures that staff use to get the job done.  

 STRATEGY: this is your organization's plan for building and maintaining a 

competitive advantage over its competitors.  

 STYLE: the style of leadership and management adopted in the organization.  

 STAFF: the qualities of the staff.  

 SKILLS: the skills and professionalism of the staff and organization. 

 SHARED VALUES: these are the core values of the organization, as shown in its 

corporate culture, general work ethic and mission statement. It is in the air of 

the office. 

 

  

Organisation 

Analysis 

Structure 
Shared 

Values 

Systems 

Strategy 

Style 

Staff 

Skills 
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2.3 Anatomy of Industry 

 Keep these questions in mind during an Industrial Attachment and always reflect on 

them regularly, especially after key moments of learning. 

1. Is the industry hi-tech or low-tech? 

2. What is the target market, mass consumer, professional or niche? 

3. Who are the market leaders in the industry and why? 

4. Is the industry new, matured, in decline or just reborn? 

5. Are the barriers of entry high or low? Any substitute or replacement? 

6. What are the future development trends of the industry? 

7. Any growth potential? What are the driving forces? 

 

2.4 To do list before Industrial Attachment: 

Equip yourself with the proper knowledge and skills, preferably before the internship 

starts and during the course of the internship. It’s always better to be proactive than 

reactive. Be prepared personally and professionally before the internship. 

 

□ Do research about the industry, the organization, and the job 

□ Prepare questions to ask your employer 

□ Go to Industrial Attachment meetings 

□ Set realistic reachable learning and performance goals 

□ Look for the best transportation method, and check the traveling time required 

□ Have a tentative career development and personal development plan in mind 

□ Keep a notebook/journal 

 

 

The only way to do great work is to love what you do. If you haven’t found it yet, 

keep looking. As with all matters of the heart, you’ll know when you find it. 

- Steve Jobs 
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2.5 To do list during the Industrial Attachment 

 

To prepare for the first day at Industrial Attachment: 

 

□ Respect both your internship and SCOPE supervisors and keep an on-going and 

appropriate communication practice with both. 

□ Be tidy, know the dress code, dress professionally 

□ Meet your supervisor regularly for advice and feedback on progress. Getting along 

with your supervisor is an important part of the learning.  

□ Prepare to meet your colleagues 

□ Bring a notebook 

□ Be punctual 

□ Respect company rules, property, facilities, materials, intellectual property rights, 

and privacy. When in doubt, do consult and ask your supervisor for advice 

□ Update your log-book regularly to review what you have done and learnt, 

personally and professionally! 

 

 

 

 

 

  

Whatever vocation you decide on, track down the best people in the world 

at doing it and surround yourself with them. 

Scott Weiss 

Chapter Summary 

 

1. The working environment can be viewed from three levels, the job, the 

company, and the industry 

2. Understand the job with the 7Ps: purpose, product, people, place, procedure, 

professional development and prospect 

3. Analyse the company with the 7S model: structure, system, strategy, style, staff, 

skills, and shared value 

4. Understand the industry in terms of technology, target market, competitive 

position, stage of development, barrier of future growth 

5. Take a good look at the action checklist both before and during the IAS 
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Chapter 3: Check-in Form for Industrial Attachment Scheme 

Please fill this form before the start of internship as part of your own career planning. 

It would be useful to have this ready as early as possible even before you choose 

your major of study. 

 

A. Job Industry in Hong Kong (Retrieved from JobsDB) 

Please select maximum 3 industries that you are interested from the list  : 

☐Accounting / Audit / Tax Services ☐Food and Beverage ☐Medical / Pharmaceutical 

☐Advertising / Public Relations / 

Marketing Services 

☐Freight Forwarding / 

Delivery / Shipping 
☐Mixed Industry Group 

☐Architecture / Building / 

Construction 
☐General Business Services ☐Motor Vehicles 

☐Athletics / Sports ☐Manufacturing ☐Packaging 

☐Banking ☐Trading and Distribution 
☐Performance / Musical / 

Artistic 

☐Charity / Social Services / Non-

Profit Organisation 
☐Health & Beauty Care ☐Petroleum 

☐Chemical / Plastic / Paper / 

Petrochemical 
☐Hospitality / Catering ☐Property Development 

☐Civil Services (Government, 

Armed Forces) 

☐Human Resources 

Management / Consultancy 

☐Property Management / 

Consultancy 

☐Clothing / Garment / Textile 
☐Industrial Machinery / 

Automation Equipment 
☐Public Utilities 

☐Education ☐Information Technology ☐Research / Survey 

☐Electronics / Electrical Equipment ☐Insurance / Pension Funding ☐Security Escort 

☐Energy / Power / Water / Oil & 

Gas / Waste Management 

☐Interior Design / Graphic 

Design 

☐Security / Fire / Electronic 

Access Controls 

☐Engineering - Building, Civil, 

Construction / Quantity Survey 
☐Jewellery / Gems / Watches ☐Telecommunication 

☐Engineering - Electrical / 

Electronic / Mechanical 
☐Laboratory ☐Tourism / Travel Agency 

☐Engineering - Others ☐Legal Services ☐Toys 

☐Entertainment / Recreation 
☐Management Consultancy / 

Service 
☐Wholesale / Retail 

☐Environmental Science ☐Mass Transportation ☐Others :____________ 

☐Financial Services ☐Media / Publishing / Printing   
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B. You may search an intern position through the recruitment engines (e.g. JobsDB, 

Recruit, Jump etc.) of your chosen industries and fill the form below.  

 

Please tell us your findings about your target internship: 

 

Industry:___________________________________ 

 

Organization:________________________________ 

 

Occupation/ Job Position(s):_____________________  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

(Please copy this page if necessary) 

 

  

1. Organization Background Information 

 

 

 

2. Job content and nature 

 

 

 

3. Job Requirement (e.g. Attitude, Skills, Knowledge) 

 

 

 

4. Why you are interested in this industry/ Occupation/ Job? 

 

 

 

5. What are your expectations of this internship? (e.g. better self-understanding, 

understanding of the job and organisation, support from SCOPE) 
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Chapter 4: Log Book 

This Industrial Attachment Scheme Log Book helps you to keep a record of what you 

have achieved, how you solved problems, what you have learnt, and communication 

with supervision. If you do it persistently throughout the internship, you will develop 

a responsible and reflective habit and attitude which will greatly enhance your 

professional development in whatever field you’re engaged in. Please spend a few 

minutes to complete it every day before you leave office, or first thing in the 

morning before you start to work.  

 

(Please refer to Appendix 1 for week 2 to 8 Log Book Sample)  

Week 1 (Sample) 

Keep record of the main tasks, problems encountered and solutions each day. 

Monday Comments: 

Date: ___________________ _____________________________________ 

  _____________________________________ 

  _____________________________________ 

Tuesday Comments: 

Date: ___________________ _____________________________________ 

  _____________________________________ 

  _____________________________________ 

Wednesday Comments: 

Date: ___________________ _____________________________________ 

  _____________________________________ 

  _____________________________________ 

Thursday Comments: 

Date: ___________________ _____________________________________ 

  _____________________________________ 

  _____________________________________ 

Friday Comments: 

Date: ___________________ _____________________________________ 

  _____________________________________ 

  _____________________________________ 

Hours worked this week: ________________________ 
 

Comments by supervisor/manager: 
_____________________________________________________________________
_____________________________________________________________________ 
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Personal Reflection: 

_____________________________________________________________________

_____________________________________________________________________ 

Goal/target for next week: 

_____________________________________________________________________ 

 

Chapter 5: Check-out Form for Industrial Attachment Scheme 

 

5.1 Reflection: 

 

Industry:___________________________________ 

 

Organization:________________________________ 

 

Department: ________________________________ 

 

Occupation/ Job Position(s):_____________________ 

 

Supervisor: ________________________________ 

 

Duration:____________________________________ 

 

1. Please describe your major job content and responsibility. 

 

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________ 

 

2. Did you learn new skills or have skills improved? Please state.  

 

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________ 

  

Two roads diverged in a wood, and I tool one less travelled by, and that has made 

all the difference. 

- Robert Frost 



19 
 

  

3. Did you improve your self-understanding after this internship? What are your new 

insights? 

 

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________ 

 

4. State three new understandings of the occupation/ organization/ industry. 

 

i. ___________________________________________________ 

 

ii. ___________________________________________________ 

 

iii. __________________________________________________ 

 

5. Please state a few achievements you are proud of during internship. How do you 

go from here? 

 

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________ 

 

6. Please state a few areas that you need improvement, under attitude, skill, 

knowledge. 

 

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________ 

 

 

 

 

  

Don’t judge each day by the harvest you reap but by the seeds that you plant. 

Robert Louis Stevenson 
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5.2 Identification of areas of improvement in professional knowledge and self-

competency after Industrial Attachment 

Which area did you improve? How did you improve? 

Knowledge (e.g. Professional, business, 

technology) 

 

Technical Skills (e.g. Computer, language, 

statistics, administration) 

 

Soft-skills (e.g. Leadership, Communication, 

inter-personal) 

 

Professional qualification (e.g. CFA, CPA)  

Licenses (e.g. First Aid, Driving Licenses)  

Personal qualities (e.g. work attitude, 

ethics, value) 

 

 

Character is much easier kept than recovered. 

- Thomas Paine 
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5.3 Follow-up Plan:  

☐Workshops and Seminar ☐Company Visits ☐Part-time Job 

☐Career Insight Group ☐Career Counseling ☐Others:_____________ 

 

Short reflection of the impact on yourself as a “Matured Person, Careerist, and 

Learner”? Use attitude, skill, and knowledge as reference. 

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________ 

 

Your answer to the above question is important for your future job interview. 

Employers are interested in what you have learned in an industrial attachment, and 

what you have done to utilize the experience. 

 

 

  

Who stops being better stops being good. 

- Oliver Cromwell 
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Chapter 6: Career and Life Planning 

6.1 My thoughts about Career and Life Planning 

 

To start with, career is primarily a ‘matching process’ of what you have as a total 

person, in attitude and aptitude, with the opportunities available in the world of 

work. Personal values, life style preference, personal aspirations all play their part 

too. Moreover, career is more than a series of jobs you have taken up in your career 

path. It is about your WHOLE LIFE, inside and outside work. An industrial attachment 

is truly a good stepping stone to career success, which is also the foundation of a 

good life ahead. 

 

Let’s first explore some thoughts you may have on “Career Planning”, through the 

following questions. Tick those that you believe best describe what you think about 

career and life planning now.  

 

□ Better to start career planning after I have passed the final examination. 

□ Must concentrate totally on my studies during the academic term.  

□ 

I am better than my classmates in academic work, so no need to worry about 

or start career planning early.  

□ A degree is by itself a sufficient guarantee for a good job. 

□ 

Non-academic achievement like extra-curricular activities would affect 

employment prospect.  

□ Internship and overseas exchange will enhance career competitiveness.  

□ 

My dream job does not need good English and international perspective, so 

there is no need to improve my English proficiency.  

□ The quality of application letter and resume is due to English proficiency.  

□ Interview is just a test of quick response, no preparation is required.  

□ 

My major course determines my first job destination. I should not consider 

jobs outside my major. 

□ I have learnt only technical skills and professional knowledge in university.  

□ If I have a grade D in any year, I won’t be able to find a good job.  

□ If I am not interested in my major as a career, I do not need good grades.  

□ I can learn soft skills only in extra-curricular activities. 

 

With the new day comes new strength and new thoughts. 

- Eleanor Roosevelt 
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When you have completed the checklist, turn to the next page for a deeper 

exploration into the above career thoughts.  

 

The checklist on the previous page are some of the common “irrational thoughts” 

that may distract you from effective career planning. It pays to identify and overcome 

them as early as possible in your career planning process. Please read the 

suggestions carefully and discuss with friends and staff, as you deem appropriate. 

 

Irrational Thoughts The Suggestions 

Better to start career planning after I 

have passed the final examination. 

Better start in Year One. Early bird 

catches the worm. 

Must concentrate totally on my 

studies during the academic term.  

Broaden your horizon, but not at the 

expense of academic studies. 

I am better than my classmates in 

academic work so no need to worry 

or start early.  

Competition is open and even global! 

You may study well but not necessarily 

work well. 

A degree is by itself a sufficient 

guarantee for a good job. 

Degree is only a necessary but 

insufficient factor, an entry ticket at the 

most. 

Non-academic achievement like extra-

curricular activities would affect 

employment prospect.  

University is about knowledge. Extra-

curricular activity is fine too. But right 

balance! 

Internship and exchange will enhance 

career competitiveness.  

Only if you have really learnt effectively in 

internship and exchange. 

My dream job does not need good 

English and international perspective, 

so there is no need to improve my 

English proficiency. 

All jobs, especially those with good 

prospects, will require both. 

The quality of application letter and 

resume is due to English proficiency.  

Quality of thinking behind every idea and 

word in your letter and resume is equally 

important as language, if not more so! 

Interview is just a test of quick 

response, no preparation is required.  

If you fail to prepare, then be prepared to 

fail. Self-understanding needs reflection, 

not quick response. 
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My major course determines my first 

job destination. I should not consider 

jobs not related to my major. 

You can use your soft and transferrable 

skills for non-major jobs. 

I have learnt only technical skills and 

professional knowledge in university.  

University is about both professional and 

personal development which are 

mutually dependent! 

If I have a grade D in year one, I won’t 

be able to find a good job.  

University education is a total 

educational experience. But be prepared 

to explain it. 

If I am not interested in my major as a 

career, I do not need good grades.  

Good grades is an indication of your 

competence in your key duty in 

University! 

I can learn soft skills only in extra-

curricular activities. 

You learn soft skills through your 

academic work both individually and in 

groups. 

 

 

 

 

 

 

The happiest people in the world are thse who have found the life task to which 

they have been called… and the unhappiest people are those who have not 

even begun to search. 

- Robert C. Leslie 
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6.2 The Basic Question: Why do we have to work? 

Is monetary reward the only motivation to work? There are in fact more reasons for 

us to work: 

 

1. The first reason for you to work is livelihood. Hence salary is an important factor.  

2. Make the best use of our talent 

3. Contribute to the development of a better community 

4. Fulfil our “inner voice”, our vision, internal calling, vocation 

5. Self-actualization 

6. Ensure our physical health, mental health, and overall wellness 

7. Work defines your identity as a person 

8. Work defines your position in society 

 

When you understand more about our motivation to work, you will understand more 

deeply about the meaning of work, and thus have more factors to consider in your 

career choice. 

 

 

 

 

 

 

 

 

 

 

 

 

“Work is love make visible. And if you cannot work with love, but only with 

distaste, it is better that you should leave your work and sit at the gate of 

the temple and take alms of those who work with joy.” 

-- Khalil Gibran 
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6.3 Career and Life Planning Process 

Career Planning as a process has four steps:  

 

1. Self-awareness: Explore and understand YOURSELF, in terms of interest, aptitude, 

personal value, life-style preference and personality. 

 

2. Opportunity-awareness: Understand the INDUSTRY, organization and job open to 

you. 

 

3. Transitional Learning: Acquire the necessary EXPOSURES, skills and knowledge. 

 

4. Decision-making skills: Make the best-fit CHOICE between what you have and 

what is available in the market 

 

 

  

Chapter Summary 

 

1. You may have irrational thoughts about career which might hinder or de-rail 

your progress. Take a good look and explore with important others. 

2. The most basic question of career planning is why we have to work? For 

livelihood? Preferred life style? Self-actualization? Contribution to society? 

3. Career and Life Planning comprises a four components model (DOTS): 

Decision-making, opportunity awareness, transition learning, self-awareness. 

4. Understanding yourself well is the foundation of effective career planning. 

5. Self has many faces: personality, intelligence, interests, values, skills, 

knowledge and experience. 

6. “Self” is unique, valuable, dynamic. Its development is live-long and life-wide, 

towards the ideal of the wholeness of a person. Career is only one important 

aspect. 
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Chapter 7: Self- Awareness 

 

7.1 What is self? 

 

 

 

 

 

 

 

Self, in every sense, is a big mystery, which is difficult to master and manage, yet self-

awareness is an unavoidable, meaningful and challenging task that is life-long and 

life-wide because self-development is total, from work to play, feeling to behavior, 

“cradle to grave”, so to speak. 

 

Psychology tries to understand self from four angles: cognitive, behavior, feeling and 

impact of environment, which include all the natural endowment you are born with 

and the exposure experienced. Psychological instruments like Myers-Briggs Type 

Indicator (MBTI) and Self-Directed Search (SDS), both available in SCOPE, will help 

you to understand your personal inclination and vocational interest respectively. 

Please make good use of this opportunity before you embark on your internship, to 

kick start your life-long journey of self-understanding. 

 

Career can be regarded as a project too, and you are the product-in-progress in this 

project. As you explore yourself wider and deeper, you may find a lot of areas for 

improvement in your “head, heart, hand”. Then in a practical sense you’re 

developing an ideal self as a life-long project! 

 

 

 

 

 

 

 

“The more you like yourself, the less you are like anyone else, which makes you 

unique” 

-- Walt Disney 

 

 

To put it simply, career planning is an interactive learning and 

evolving adjustment process, between self and society, to find 

a best fit between the two, to the satisfaction and betterment 

of both. So continuous exploration about your self-

development and changes in the world of work are critical 

success factors in satisfying career development. 
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7.2 The importance of self in Career and life planning  

Whole person development/education is an alternative but more comprehensive 

angle to understand self which has been conceived to comprise seven dimensions: 

moral/spiritual, intellectual, social, physical, vocational/occupational, emotional and 

aesthetic. It has the implication of yourself becoming a complete and matured 

person as you grow and develop in your life course. 

 

Self has the following characteristics: unique, evolving whole-life- long, complex in 

structure and development, interacting continuously with environment and people.  

 

A positive self-concept leads to high self-esteem, which in turn helps you to cope 

with challenges in life, with confidence and courage. University education is an ideal 

opportunity to help you to develop a positive self-concept through a diversified 

educational experience, combining studies, service, activities and work. 

 

This life-long project of continuous self-development starts with self awareness, the 

ability to see, listen, feel, act and think internally with your own self, and externally 

with people around you in society. This total immersion life experience will create a 

unique identity which is the anchor and foundation of the continuity and stability you 

need in life, to cope with the changes and challenges of your life span ahead. 

 

 

  

I want to look back on my career and be proud of the work, and be proud that I 

tried everything. 

-- Jon Stewart 
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7.3 Self-development 

To maximize your learning in the internship, try to equip yourself with the necessary 

knowledge (head), attitude (heart), skill (hand), vision (hope), habit for satisfactory 

and satisfying performance. 

 

Head – it is your knowledge, experience, talent, and thinking skills. You can be born 

with natural gift in a specific area, such as critical or creative thinking. You can also 

equip your “head” by taking lessons, reading, hands-on experience, and modeling on 

your important others in life. It is both shaped “by nature and nurture”. 

 

Heart – it is your motive and energy to strive for excellence that account for career 

success. Your character, moral beliefs, emotion, attitudes and values are also 

functions of your heart. If you work with your heart, you will love your job, you will 

enjoy spending time for work improvements, or help others involved in that job, to 

gain mutual satisfaction. 

 

Hand – it is your skills and competency to turn your ideas into reality. Skills include 

technical skills, practical skills, conceptual skills, administrative skills, interpersonal 

skills, and management skills. 

 

Hope – it is how you perceive the job, position yourself in life, and the vision to build 

your career, vocation, or your own business.  

 

Habit – it is how your life style permits/forbids you from success. Habits make or 

break a person. 

 

The main goal of industrial attachment is to improve your Head, Heart, Hand, Hope, 

Habit (5H) at the same time, which can have a long term benefit to you as a person 

and careerist. It is life-long and life-wide continuous learning, even after retirement. 

 

  

Anyone who has never made a mistake has never tried anything new. 

- Albert Einstein 
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7.4 The self-understanding mindmap 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

See how rich and complex you are? 

Understand your “self” and take good care of it. 

 

  

INTERESTS 

KNOWLEDGE/ 

SKILLS 

VALUES 

PERSONALITY 

- MBTI Model: 
 Extraversion/Introversion 
 Sensing/Intuition 
 Thinking/Feeling 
 Judgment/Perception 
- Holland’s Model: 
 Realistic, Investigative 
 Artistic, Social 
 Enterprising, Conventional 

 

 

- Functional/Transferable 
- Specialised and professional 

knowledge 
- Hard and soft 
- Communication 
- Inter-personal 
- Leadership and team work 
- Critical and creative thinking 
- Numerical 
- Language 
- Computer 
- Global perspective 
 

- Mechanical 
- Scientific 
- Social 
- Clerical 
- Personal 
- Literary 
- Artistic 

- Cultural values 
- Vocational values: 

Theoretical, Economic 
Aesthetic, Social 
Political, Religious 

- Work values: 
Extrinsic/Intrinsic value 
Work ethics 
Professional code of 
conduct 
Work attitude/habit 

MULTIPLE 
INTELLIGENCE 

(Howard Gardner) 

- Musical 
- Bodily-kinesthetic 
- Logical-mathematical 
- Linguistic 
- Spatial 
- Inter-personal 
- Intra-personal 

 

ME 

Optimism is the faith that leads to achievement. Nothing can be done without 

hope and confidence. 

- Helen Keller 
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Chapter 8: Opportunities Awareness: Understanding Jobs, Organisations and 

Industries 

 

8.1 What is a job 

 

Every job has a purpose, which should be related to the ultimate purpose of the 

organisation. Jobs are not just a collection of unrelated tasks/activities. The activities, 

or better known as job functions, are designed to collectively achieve the purpose of 

the job with the products or results of the job is expected to produce. Activities are 

means and tools, and as such, should be subject to regular review and improvement. 

But if you do not know the purpose and end result of that activity, you will not know 

where to start with your improvement plan. 

 

The central document of a job is your job description i.e. the things you need to do in 

your job. You should be given one on your first day. If not then, so much the better, 

please write your own. There should not be more than eight sentences in a job 

description. Then write the purpose of each activity, the product and the user of your 

product. Ask yourself “why and what for” three times, and you will eventually find 

the output of each activity in your job description. 

 

Output is the final result of your job, which may be a report, proposal, document, 

picture, activity or project. Therefore, you must be very clear about the key 

outputs of your job if you want to do it well.  

 

8.2 Job-performance 

 

How do you know whether you are doing well or not? You do not ask your boss 

everyday what to do and how you are doing. You need some yard-sticks for 

measurement called PERFORMANCE STANDARD, which can be both qualitative and 

quantitative. If done conscientiously, all jobs should have quantitative performance 

standards, expressed in terms of number, dollar, time, ratios, percentage and other 

factors. Try this on your job and you will be surprised to find out the real output of 

your job. And you may come to realize that some of your activities may not be very 

productive i.e. not related to output. 

 

You are strongly encouraged to master the concepts suggested in this chapter, which 

will be useful for your future career development after graduation. 
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8.3 Types of Jobs 

 

All jobs within an organization can be roughly divided into eight categories, all start 

with the letter M. The 8M framework matches roughly with the range of academic 

subjects in college and division of work by departments in any organisation. 

 

Job Function Departments in a corporation/subjects in college 

Market sales, marketing, public relations, advertising, research, 

events management 

Manpower human resources, training, education 

Machinery installation, engineering, service, design, research 

Material logistics, storage, purchasing, quality control 

Money accounting, finance, treasury, budgeting, planning, audit 

and control 

Manufacturing operation, production, work design 

Infomation information systems, software, information technology 

Method process-design, quality management, work-study 

 

You can expand the following mind-map to summarize your learnings in the 

internship organisation, by using the above information. Please note that you will use 

more of these 8M resources as your career develops. It is advisable to be aware of 

this and learn them as early as possible. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Name of organization: 

__________________ 

Machinery Market 

Manpower 

Material 
Money 

Manufacturing 

Information 

Method 
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8.4 Understanding Organisations 

Organisations can be understood from the following general perspectives: size, 

nature of business, stage of development, country of origin and corporate culture. 

 

Big organisations, like the government, tend to be impersonal, formal and 

bureaucratic, with clear division of work and responsibilities, management levels, 

administrative procedures and systems. It tends to be slow, rigid but reliable. Small 

organisations tend to be flexible, entrepreneurial, personal, creative and responsive 

to changes. There are pros and cons for a fresh careerist.  

 

 Organisations vary according to their stage of development from a new set-

up, rising star, plateau, peak, decline to renewal, with varied learning and 

career development opportunities. 

 Country of origin could also mean a lot, American, European, Asian, with 

different management culture and businesses style/strategy, pending on the 

national character of the country.  

 The overall business profile and strategy also matters, aggressive or 

defensive, creative, conservative, diversified or focus.  

 

With such diversity and variations in organisations, the baseline are your self-

understanding and career/ life aspirations. Finding the best fit of your preference and 

organisational characteristic is a critical success factor in career development. Your 

internship experience can help a lot. 

 

8.5 Understanding Industry 

 

For the young careerist, a simple classification of industries with examples is 

sufficient. Industry in economic terms can be classified as primary, secondary and 

tertiary. Primary refers to farming, mining, fishing etc, handling natural resources. 

Secondary industry refers to those that turn natural resources into products, dairy, 

manufacturing are examples. Tertiary refers to services and support to the above two 

sectors in terms of technology, machinery, marketing, accounting, transportation and 

law.  

 

 

The secret of getting ahead is getting started. 

- Mark Twain 
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From the angle of business nature we have civil service, statutory bodies, public 

utilities, professional practices, business services, commercial sector, education, 

engineering, medical and personal service.  

 

Again, a personal fit between your preferred lifestyle and industry characteristics is 

the key consideration, with self-understanding as foundation and anchor.  

 

8.6 Career Anchor 

 

Prof. Edgar Schein of MIT has identified eight career anchor themes based on 

perceived areas of competence, talents, motives, attitudes and values related to 

career/ work choice which are the drivers and motivators of an individual.  

 

The Eight Career Anchors are:  

 technical/functional 

 managerial 

 autonomy/independence 

 security/stability,  

 entrepreneurial/creativity 

 service/dedication to a cause 

 pure challenge 

 lifestyle  

 

There are plenty of online resources on the career anchors. You can search internet 

for a more detailed understanding and self-assessment questionnaire. 

 

 

Chapter Summary 

 

1. Please refer to Chapter 2 on the models for understanding job, organization 

and industry. 

2. You can use the 8M model to identify the type of job you like, and the 

resources you like to manage: market, manpower, machinery, material, money, 

manufacturing, information, and method. 

3. Use the career anchor concept to integrate your aptitude, experience, 

exposure, motives and values, as the basis for your future career development. 
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Chapter 9. Transitional Learning 

 

9.1 Essence of transitional learning 

1. If you have started your self-awareness and opportunities awareness 

satisfactorily, your next key challenge is self-development. 

2. Self-development means enhancing your maturity as a “person, a careerist and 

learner”, your key roles as a young undergraduate. 

3. Specifically, as a careerist, try to master the career planning concepts, skills, 

resources and services available to you. Learn them as early as possible. You're 

going to need them for your career development after graduation. Early bird 

catches the worm. 

4. Then the next challenge is the mastery of the knowledge, skill, soft and hard, 

and personal attributes required in your chosen career target. At the same time 

pay attention to the trends and changes in the industries and corporations of 

your choice. 

5. Make good use of the psychological assessment services, individual counselling, 

career guidance workshop, career talks, executive mentor schemes, internship 

etc available in university. Most importantly enjoy the exposure and challenges 

such stretching career exploration experiences will offer you. 

 

 

 

 

Try to know something of everything and everything of something is the 

ultimate goal of education. 

- Thomas Huxley 
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9.2 Thriving in the Knowledge Economy of the 21st Century 

21st Century is a Knowledge Century, in when you will be a knowledge worker, in a 

knowledge economy! So be prepared for life-long-learning and new ways of learning. 

University education is the best initial preparation. 

 

The three big technological challenges in a nutshell are ABC, artificial intelligence, 

block chain and cloud computing, which will impact the what and how of the job we 

are going to do. So, learn them and be familiar with them at least. 

In addition, equip yourself with the necessary attitude, skill and knowledge. 

Adaptability and flexibility are the keys for the world of work of the 21st century.  

 

 
 

 

There will be abrupt changes at three levels in the world of work: job, organisation 

and industry. There will be new jobs unheard of. Organisations may expand and 

contract overnight. New industries may arise and old ones reborn. So you need to be 

a generalist, to know something of everything, and a specialist, to know everything 

of something, at the same time.  

 

In addition, you need to develop both hard knowledge and soft skills to be able to 

move between jobs, teams, organisations and industries flexibly with ease. It’s going 

to be a “multi” environment.  

 

Organisations are going to be flexible, short-term and impersonal in their outlook. So 

you need to look after your own personal and professional development, instead of 

relying on the organisation. “Re-invent” yourself continuously. 
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Entrepreneurship, workspace, slash and contract employment are going to be very 

common employment modes and practices. Develop your core competencies, niche 

and identity as a person and professional, then you have a solid foundation to build 

your career anchor. You will not then lose your direction and stability in the stormy 

sea. 

 

 

 

9.3 What should you do to face the changes ahead? 

This is how you should deal with the ever-changing work environment in the 21st 

century: Life-Long Learning. 

 

Prepare yourself for “Life-long Leaning” before you graduate, and make use of the 

Industrial Attachment to really “Learn how to Learn”, as a start. 

 

What will be your anchor and compass in this ocean of turbulence? The 9C 

competences below will offer you stability and direction:  

 

 critical thinking  

 creative thinking 

 communication 

 collaboration 

 consolidation 

 cross-functional 

 cross-cultural 

 cross-disciplinary 

 compassion 

 

 

Be aware of work ethics issue such as data privacy, intellectual property, equal 

opportunity and sexual harassment. Act professionally, ethically and responsibly 

throughout your work life. 

 

9.4 Possible Follow-up Actions and good practices in Career and Life Planning: 

 Start career planning early. 

 Read widely and regularly. 

 Improve your proficiency in English and Putonghua. 

 Find meaningful summer job. 

 Take part actively in campus activities. 

 Discuss with career counsellors. 

“Live as if you were to die tomorrow, learn as if you were to live forever.” 

-- Mahatma Gandhi 
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 Make use of learning opportunities on campus. 

 Join career guidance programme on interview, application letter and etiquettte. 

 Adopt a positive, progressive and healthy life style. 

 Sensitive to environmental changes and professional trends 

 Develop your transferrable life skills. 

 Keep updated on current affairs. 

 Find a mentor. 

 Visit companies. 

 Attend career talks. 

 

 

 

Give us clear vision that we may know where to stand and for what to stand, 

because unless we stand for something, we shall fall for anything, 

- Peter Marshall 

Chapter Summary 

 

1. Career is actually a life-long learning AND adaptation process between 

yourself and society. So life-long learning is absolutely essential. 

2. You will all be knowledge worker in the knowledge economy. 

3. The 9C model can help you develop yourself personally and professionally: 

creative thinking, critical thinking, communication, collaboration, consolidation, 

cross-functional, cross-cultural, cross-disciplinary and compassion. 

4. Follow-up learning depends on your career plan and personal motivation. 
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Chapter 10. References 

10.1 The value of reading 

 

1. Reading reduces stress by providing a much needed break from the stresses of 

everyday life, without leaving home. 

2. It keeps your mind updated and sharp.  

3. It improves your brain connectivity, embodies cognition and betters 

communication. 

4. It gains empathy and the ability to put yourself in other’s shoes. 

5. It expands your range of experiences and connects you with the world. You 

discover that you are part of a huge conglomerate of human thought and 

emotion. 

 

 

10.2 Recommended readings 

後就業社會：誰是科技貴族？誰的人工智能？ 

出版日期：15/10/2018 

作者: 韓江雪, 鄒崇銘 

出版社: 印象文字 

___________________________________________________________________ 

工，唔係咁打！ 

出版日期：6/2015 

作者：伍詠光 

出版社：突破出版社  

___________________________________________________________________ 

邊個想返工 

出版日期：1/7/2015 

作者 伍詠光, 萬樂人, 廖燕萍  

出版社：突破出版社  

___________________________________________________________________ 

做自己的生涯規劃師 

出版日期：4/2019 

作者：張文彪 

出版社：突破出版社  

___________________________________________________________________ 

Reading is to the mind what food is to the body. 

- G.J. Reynolds 
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工作自主──組合你的 SLASH 人生 

出版日期：6/2019 

作者：黃岳永 

出版社：突破出版社  

___________________________________________________________________ 

生涯規劃：掙脫人生的三大桎梏 

出版日期：17/01/2003 

作者：Richard N. Bolles 

出版社：弘智 

___________________________________________________________________ 

工作哲學圖鑑：以 360 度的全面性觀點來思考！我們為什麼工作？該如何工

作？ 

出版日期：09/09/2019 

作者：村山昇 

出版社：悅知文化 

___________________________________________________________________ 

下流世代的上流生活 

出版日期：07/2017 

作者：吳渭濱, 區祥江 

出版社：突破出版社 

___________________________________________________________________ 

築人生的願景：成功的生涯規劃 

出版日期：20/7/2007 

作者： Stella Cottrell 

出版社：深思文化 

___________________________________________________________________ 

不想上錯班：個人職業心理分析 

出版日期：13/7/2012 

作者：區祥江 

出版社：亮光文化 

___________________________________________________________________ 

Designing Your Life: Build the Perfect Career, Step by Step 

Publication date: 12/7/2017 

Author: Bill Burnett & Dave Evans 

Publisher: Vintage 

___________________________________________________________________ 
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What Color Is Your Parachute? A Practical Manual for Job-Hunters and Career-

Changers 

Publication date: 14/8/2018 

Author: Richard N. Bolles 

Publisher: Ten Speed Press 

___________________________________________________________________ 

 

The New Rules of Work: The Modern Playbook for Navigating Your Career 

Publication date: 18/4/2017 

Author: Alexandra Cavoulacos & Kathryn Minshew 

Publisher: Crown Business 

___________________________________________________________________ 

 

How to Find the Career You’ve Always Wanted 

Publication Date: 2019 

Author: Jonathan Black 

Publisher: Robinson 

___________________________________________________________________ 

 

10.3 Links to Professional Organisations and resources 

Business, Finance and Accounting 

 

ACCA Hong Kong 

https://www.accaglobal.com/hk/en.html 

 

Hong Kong Institute of Marketing 

http://hkim.org.hk/ 

 

The Hong Kong Institute of Bankers 

https://www.hkib.org/ 

 

The Hong Kong Society of Financial Analysts 

https://www.hksfa.org/ 

 

Tourism and Logistics 

 

Hong Kong Tourism Industry Employees General Union 

http://www.tiehk.org/tiehk_main.htm 
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Hong Kong Professional Tourist Guides Union 

http://www.hkptga.org.hk/ 

 

Hong Kong Association of Freight Forwarding and Logistics Ltd. 

https://www.haffa.com.hk/portal/ 

 

Hong Kong Certified Tour Escort Association 

http://www.tiehk.org/hkctea_index.htm 

 

Education 

 

Hong Kong Professional Teachers' Union 

https://www.hkptu.org/ 

 

Hong Kong Federation of Education Workers 

http://teacher.org.hk/ 

 

Psychology 

 

The Hong Kong Psychological Society 

https://www.hkps.org.hk/en/ 

 

General 

 

Hong Kong Institute of Professional Photographers 

http://www.hkipp.org/ 

 

The Photographic Society of Hong Kong 

http://www.pshk-photo.org.hk/ 

 

Composers and Authors Society of Hong Kong Ltd 

https://www.cash.org.hk/home 

 

O*net (US) 

https://www.onetonline.org/ 
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(Appendix 1) 

Week 2 

Keep record of the main tasks, problems encountered and solutions each day. 

 

Monday Comments: 

Date: ___________________ _____________________________________ 

  _____________________________________ 

  _____________________________________ 

Tuesday Comments: 

Date: ___________________ _____________________________________ 

  _____________________________________ 

  _____________________________________ 

Wednesday Comments: 

Date: ___________________ _____________________________________ 

  _____________________________________ 

  _____________________________________ 

Thursday Comments: 

Date: ___________________ _____________________________________ 

  _____________________________________ 

  _____________________________________ 

Friday Comments: 

Date: ___________________ _____________________________________ 

  _____________________________________ 

  _____________________________________ 

Hours worked this week: ________________________ 

 

Comments by supervisor/manager: 

_____________________________________________________________________

_____________________________________________________________________ 

Personal Reflection: 

_____________________________________________________________________

_____________________________________________________________________ 

Goal/target for next week: 

_____________________________________________________________________

_____________________________________________________________________ 

Few of us can do great things, but all of us can do small things with great love. 

- Mother Teresa 
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Week 3 

Keep record of the main tasks, problems encountered and solutions each day. 

 

Monday Comments: 

Date: ___________________ _____________________________________ 

  _____________________________________ 

  _____________________________________ 

Tuesday Comments: 

Date: ___________________ _____________________________________ 

  _____________________________________ 

  _____________________________________ 

Wednesday Comments: 

Date: ___________________ _____________________________________ 

  _____________________________________ 

  _____________________________________ 

Thursday Comments: 

Date: ___________________ _____________________________________ 

  _____________________________________ 

  _____________________________________ 

Friday Comments: 

Date: ___________________ _____________________________________ 

  _____________________________________ 

  _____________________________________ 

Hours worked this week: ________________________ 

 

Comments by supervisor/manager: 

_____________________________________________________________________

_____________________________________________________________________ 

Personal Reflection: 

_____________________________________________________________________

_____________________________________________________________________ 

Goal/target for next week: 

_____________________________________________________________________

_____________________________________________________________________ 

The only thing necessary for the triumph of evil is for good people to do nothing. 

- Edmund Burke 
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Week 4 

Keep record of the main tasks, problems encountered and solutions each day. 

Monday Comments: 

Date: ___________________ _____________________________________ 

  _____________________________________ 

  _____________________________________ 

Tuesday Comments: 

Date: ___________________ _____________________________________ 

  _____________________________________ 

  _____________________________________ 

Wednesday Comments: 

Date: ___________________ _____________________________________ 

  _____________________________________ 

  _____________________________________ 

Thursday Comments: 

Date: ___________________ _____________________________________ 

  _____________________________________ 

  _____________________________________ 

Friday Comments: 

Date: ___________________ _____________________________________ 

  _____________________________________ 

  _____________________________________ 

Hours worked this week: ________________________ 

 

Comments by supervisor/manager: 

_____________________________________________________________________

_____________________________________________________________________ 

Personal Reflection: 

_____________________________________________________________________

_____________________________________________________________________ 

Goal/target for next week: 

_____________________________________________________________________

_____________________________________________________________________ 

 

 

Courage is being scared to death – but saddling up anyway. 

- John Wayne 
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Week 5 

Keep record of the main tasks, problems encountered and solutions each day. 

Monday Comments: 

Date: ___________________ _____________________________________ 

  _____________________________________ 

  _____________________________________ 

Tuesday Comments: 

Date: ___________________ _____________________________________ 

  _____________________________________ 

  _____________________________________ 

Wednesday Comments: 

Date: ___________________ _____________________________________ 

  _____________________________________ 

  _____________________________________ 

Thursday Comments: 

Date: ___________________ _____________________________________ 

  _____________________________________ 

  _____________________________________ 

Friday Comments: 

Date: ___________________ _____________________________________ 

  _____________________________________ 

  _____________________________________ 

Hours worked this week: ________________________ 

 

Comments by supervisor/manager: 

_____________________________________________________________________

_____________________________________________________________________ 

Personal Reflection: 

_____________________________________________________________________

_____________________________________________________________________ 

Goal/target for next week: 

_____________________________________________________________________

_____________________________________________________________________ 

 

 

Strong beliefs win strong people and make them stronger. 

- Walter Bagehot 
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Week 6 

Keep record of the main tasks, problems encountered and solutions each day. 

Monday Comments: 

Date: ___________________ _____________________________________ 

  _____________________________________ 

  _____________________________________ 

Tuesday Comments: 

Date: ___________________ _____________________________________ 

  _____________________________________ 

  _____________________________________ 

Wednesday Comments: 

Date: ___________________ _____________________________________ 

  _____________________________________ 

  _____________________________________ 

Thursday Comments: 

Date: ___________________ _____________________________________ 

  _____________________________________ 

  _____________________________________ 

Friday Comments: 

Date: ___________________ _____________________________________ 

  _____________________________________ 

  _____________________________________ 

Hours worked this week: ________________________ 

 

Comments by supervisor/manager: 

_____________________________________________________________________

_____________________________________________________________________ 

Personal Reflection: 

_____________________________________________________________________

_____________________________________________________________________ 

Goal/target for next week: 

_____________________________________________________________________

_____________________________________________________________________ 

 

What comes from the heart touches the heart. 

- Don Sibet 

48 
 

Week 7 

Keep record of the main tasks, problems encountered and solutions each day. 

Monday Comments: 

Date: ___________________ _____________________________________ 

  _____________________________________ 

  _____________________________________ 

Tuesday Comments: 

Date: ___________________ _____________________________________ 

  _____________________________________ 

  _____________________________________ 

Wednesday Comments: 

Date: ___________________ _____________________________________ 

  _____________________________________ 

  _____________________________________ 

Thursday Comments: 

Date: ___________________ _____________________________________ 

  _____________________________________ 

  _____________________________________ 

Friday Comments: 

Date: ___________________ _____________________________________ 

  _____________________________________ 

  _____________________________________ 

Hours worked this week: ________________________ 

 

Comments by supervisor/manager: 

_____________________________________________________________________

_____________________________________________________________________ 

Personal Reflection: 

_____________________________________________________________________

_____________________________________________________________________ 

Goal/target for next week: 

_____________________________________________________________________

_____________________________________________________________________ 

 

 

Do what you can, with what you have, where you are. 

- Theodore Roosevelt 
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Week 8 

Keep record of the main tasks, problems encountered and solutions each day. 

Monday Comments: 

Date: ___________________ _____________________________________ 

  _____________________________________ 

  _____________________________________ 

Tuesday Comments: 

Date: ___________________ _____________________________________ 

  _____________________________________ 

  _____________________________________ 

Wednesday Comments: 

Date: ___________________ _____________________________________ 

  _____________________________________ 

  _____________________________________ 

Thursday Comments: 

Date: ___________________ _____________________________________ 

  _____________________________________ 

  _____________________________________ 

Friday Comments: 

Date: ___________________ _____________________________________ 

  _____________________________________ 

  _____________________________________ 

Hours worked this week: ________________________ 

 

Comments by supervisor/manager: 

_____________________________________________________________________

_____________________________________________________________________ 

Personal Reflection: 

_____________________________________________________________________

_____________________________________________________________________ 

Goal/target for next week: 

_____________________________________________________________________

_____________________________________________________________________ 

 


