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Congratulations! 
You landed the job! Finding a new job is a lot of work, and you deserve to celebrate your 
accomplishment. This journal will help you maintain that positive momentum. 

Believe it or not, 

Now is the time to start

It may seem counterintuitive, but the beginning of a new job is the best time to plan 
your next role, whether that's inside or outside your company. Beginning with the end in 
mind will help you start out on the right foot.   

The honeymoon 
The first few months in most jobs are often referred to the as the “honeymoon” period. 
Take advantage of this time to:

1. Learn and build your skills
2. Ask “dumb questions” and make mistakes
3. Since, the role may be be fluid and push boundaries!
4. Share your outsider’s perspective while it's fresh. 

While, each person and organizational culture is different, making a plan for your 
first ninety days can accelerate your journey. Adapt and apply these suggestions as 
necessary. This is your opportunity to get the lay of the land, connect with your team 
and take charge of your career.  It is also the time to establish your reputation and form 
strong career and leadership habits.

 

"The best time to plant a tree is 
twenty years ago. 
The second best time is NOW. "

Zen Bumper Sticker
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Why a habit? 
Updating your resume is a snooze fest. Unless you were lucky, the job search is 
a drag. Even if you lucked out and it was easy, the last thing you probably feel 
like thinking about is starting your NEXT job search.

I’ve spent over twenty years* helping companies and consultants pitch, sell, 
and persuade, through marketing, consulting, and change management 
services. Few people truly enjoy updating their resumes. 

Most high performers prefer to focus on their work, rather than document it 
and trying to position and sell themselves. Unfortunately selling yourself is part 
of being a professional. Smart professionals pay attention, and invest in career 
management. Case in point, professional sports players and actors, hire agents 
to manage the process of getting work. Top executives hire expensive and often 
multiple coaches and recruiters for the same.  

Eventually that will be you, but if you can't afford the coach you deserve (yet), 
the Career Habit process is here to help you get started. Even if you are already 
working with a coach, you can use these tools and processes to amp up the 
experience.

This process aligns your career portfolio, brand, network, and skills and helps 
you to focus on what matters.  The First 90 Days journal is your jump start into 
this process. 

Many companies don't invest in leadership training. You can't count on your 
company or your boss having your back much less training you to succeed. And 
don't get me started on the competitive short-sighted managers. 

You deserve better, we all do.

 

*wow -- really?! Oh my gosh, I’m old.
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"Begin with the end in mind."

Steven Covey
Author of the Seven Habit of Highly Effective People

Record why you accepted this position
It is not uncommon to find that the position you thought you applied for is different than 
the one you actually get. Nor is it uncommon for your priorities to shift over time. 

A "hack" I learned from my days writing content, is that it is best to capture everything 
as close as possible to the moment of inspiration. As time passes, details fade, and so 
do emotional impressions. Capturing your notes in the moment, or soon after, will help 
you understand your reasoning. The truth is - you don't know now, what you will know 
in the future. 

High achievers often take a job, with the aim of learning about an industry, getting 
a toehold - and stay overlong because they get caught in the cycle of achieving, 
responding to other people's goals, wants and needs.  

Be aware of your expectations and if possible capture those of your hiring managers 
as accurately as possible. Prepare to have candid conversations with your manager to 
ensure you are on the same page and get clarity on your role and responsibilities. 

It's your job, not your boss's job, to manage your career.  
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Job Description 
Paste in a copy of the job description below (or transcribe the main bullet points.) If you 
negotiated a different role, (or more likely if the role changed based on business needs) 
make sure to update it with those details. Understanding the starting point will help you 
demonstrate growth during reviews - and also ensure you are evaluated fairly. 

Your reasons for taking the position
Being able to revisit your initial decision will help determine assess your future goal, 
especially after a few years have past. While details are fresh, note where do you want 
to go and how will this job help get you there.  Things to consider: Is this your dream job 
or a bridge opportunity? What skills do you want to improve and practice? What kind of 
impact you want to have? No need to be perfect or edit. Putting these things down now, 
will help you decide when to pivot in the future.
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CAREER CASE STUDY -
How checking in can help you time your pivot

"Christine" took a job with a high profile global non-profit as "chief of staff" to the CEO. 
She expected that working so closely with the CEO would give her the credibility and 
the contacts she wanted to transition and progress in a new industry that she felt was 

her calling. She planned to work with the organization for at least two years. She initially 
assumed two years would be a long enough for her to make an impact and secure 

connections for a more senior position in or outside of the organization. Unfortunately, 
she found a disjointed culture and her impact diluted by internal politics. 

After seven months, it was clear that she had achieved as much as she could. Despite 
feeling immensely disloyal, she realized that her goals had already been met so she 

reignited her job search. Fortunately she had kept in touch with a start-up she had meet 
during her initial job search. They hadn’t been ready to make her an offer, but when she 
reached out to them again she found that they were eager to have her come on board. 

She took the leap and within a year she had moved on to VP of Ops for Developing 
Companies, her dream job! 

Inform your friends of your new role
Post on social media and share your good news! Getting a new job is worth celebrating 
and good news is a great way to reconnect with folks you haven't seen in a while. Be 
open to how your new transition can help and support your community. Finally, don't 
forget to thank everyone who helped you through this transition. 

Read How to Win Friends and Influence People
First let me acknowledge Dale Carnegie's classic book is a super dated and biased in 
some of its assumptions. 

It may also feel like a guide for weirdos, losers of sociopaths. You've made it this far and 
chances are you are pretty likable. All I can say is give the book a chance and read it with 
eye towards learning how to be a better more considerate friend. 
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Set up industry and alerts
Stay up to date on your industry, company, clients, and competitors. Generally glancing 
at the headlines is enough. If you are not sure who to follow, peek at the influencers and 
companies your boss and your boss's boss list on LinkedIn. 

** If you do not genuinely enjoy this - use that as an indication to perhaps find a better 
longer term fit. **

Start to IMAGINE your impact stories 
Begin to think about the kind of “stories” and successes you want to be able to talk 
about at the end of your first ninety days. Look for opportunities to raise your hand and 
contribute in areas that are aligned with your talents and interests. 

House Keeping 

 Share your good news on social media

 Set up industry alerts

 Set up competitor alerts

 Review and update the leaders you follow on social media

 Read “How to Win Friends & Influence People”
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Priming your “Me-Guide” 
If you’ve been following Career Habit on-line, you may have already started your me-
guide. The Me-Guide is essentially a buffed up resume that also includes your strengths, 
values, communication style and any personality assessments. When used correctly, the 
me-guide will accelerate your ability to connect with your team and help you determine 
whether you are all “drift compatible*” 

The Me-Guide Template is located on page 59. 

*Pacific Rim 1 and 2are highly underrated movies!

MONTH

ONE

http://me-guide
http://me-guide
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"In order for connection to 
happen, we have to allow our-
selves to be seen, really seen. "

Brene' Brown 
Shame researcher, Vulnerability champion, TED Talker, 
and the big sister you always wanted 

Nail the job basics
This may seem obvious, but the first thing you must do is to get good at your job. J.T. 
O’Donnell, founder of Workitdaily.com, suggests you should be able to learn your basic 
job function and base line expectations within 40 hours

Triangulate + Focus
Focus your attention on activities that are aligned with your boss/team, company goals, 
and your own goals. Some organizations are transparent around goals and bake this into 
their assessment process. Other companies are less transparent and you'll have to do a 
little more legwork to get clarity. Even when your objectives are crystal clear, many peo-
ple have unspoken goals and interests. Getting to know your boss and team, and earning 
their trust, can uncover opportunities. 

 

http://Workitdaily.com
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CAREER HABITS 

1. Remember attitude is everything 
You've probably heard that "attitude is everything." I will be the first to admit, I do not 
come from happy people - stoic and utilitarian come to mind when I think about my 
upbringing. My family was not "rich" at least not in comparison to our neighbors - but 
totally rich compared to kids in Africa or refugees. Being cheerful and happy did not 
come naturally to me. There have also been times I've been immensely lonely and have 
struggled emotionally and financially without family support or a tribe who "got me." 
I bring this up because I want to acknowledge "the suck." It is HARD when you have a 
shine inside you that NO ONE ELSE UNDERSTANDS.  It is hard to stay positive, when you 
see folks, possible even less talented folks succeeding, folks who have it WAY easier. And 
it does not help when every self-proclaimed guru tells you "not to compare" and "to 
always look on the bright side of life." #Jerks

And yet... those jerks are right. And yes, I've turned into one of those jerks. I suspect it's 
easier to be happy when you start off successful, but -- I've also learned, it's happiness 
that creates success not the other way around. It's ok to be skeptical but bare with me. 

Quick story, one day I was very frustrated with my family. There are maybe five people 
with whom I share messy personal stories including Angela, a friend from business 
school. She knows what it's like to have a difficult family and still compete at a high 
levels - first in Marketing for a major product company and later running a start-up and 
investment fund. She calmly listened to me vent, and then proceeded to tell me the 
most  barbarous story I'd ever heard, about a man who'd killed his wife, stepchildren and 
own children.  It was so gross I couldn't finish my lunch. 

"What was the point of that!" I asked her when she was done.

She shrugged. "As messed up as our families are, I like to remind myself that at least that 
wasn't my dad." I burst out laughing. What a gruesome way to be reminded, it could 
always be worse. 

TL;DR It's ok to vent and wallow a little because we are human and learning from 
problems and mistakes is useful. However staying negative makes us less happy, takes 
away our energy, people are less likely to enjoy our company, and we are less likely to be 
generous and helpful. Share your crazy with a few compassionate and trustworthy folks., 
but spend most of your energy focusing on your blessings.

2. Be thankful and lucky
Some days my gratitude practice is to simply write down the things, events and people 
for which I am grateful. Other days I send notes and cards - like little mail love bombs, 
it's a great way to stay connected. I have found that practicing gratitude works well for 
me. It makes me feel good, helps me tune into the positive events in my life and it has 
the added benefit of strengthening my relationships.

Acknowledging help openly and honestly will make you happier, improve your teaming 
and might make you more agreeable. Investigate internal “thank you” programs where 
you can send someone a gift card for going above and beyond - or send a testimonial 
they can share in their quarterly review, website, or on LinkedIn.  

3. Cultivate a growth mindset
Gratitude is a wonderful way to prime our brains for creativity, curiosity and divergent 
exploration. It opens us up to collaborate with folks with different points of view and to 
trust the process. Beyond gratitude, students of Stanford's d-school are well versed in 
the five components of the "growth mindset" which include: curiosity, re-framing, pro-
cess understanding, radical collaboration and a bias to action, getting out of your head 
and testing your ideas in the real world. Creating something new requires energy and 
faith. Success benefits from timing and luck. A growth mindset helps with both! 

4. Collaborate, every chance you get
The most successful people and least successful people, according to Adam Grant, are 
"givers." According to game theory, givers are successful when they work with other giv-
ers, and can create virtuous cycles ,what economists call "tit for tat" AKA I'll scratch your 
back if you scratch mine. That sentiment may feel disingenuous, however, if you have 
spent enough time working with takers you'd be 100% on board. Givers want to collabo-
rate, however AND THIS IS AN IMPORTANT CAVEAT* they must find the right context to 
do that. If you find yourself working for takers, or non-cooperators, your best option is 
to stop giving. That means you may need to pull the plug on a job or an organization that 
is non-cooperative. Invest your time, effort and energy in cultivating relationships with 
people who are collaborative. This will amplify your impact and probably feel better. 
Collaboration is a great way to grow faith and trust, and is sought after as a skill in high 
performing companies. Of course, if you are reading this and you are a committed taker, 
you probably think this is BS. That's fine, this really isn't for you anyway. 

5. Listen and seek out other people's perspective
We can not succeed alone. To improve any skill we must engage in deliberate practice, 
which requires feedback. Feedback can be obtained from a coach, teammates, or a 
client. Keep in mind that feedback is also only as good as the source. Seek reliable expert 
feedback as often as you can.

Use your networking time with your new tribe to ask questions about the current 
process and learn what you can from your teammates.  The quickest way to look stupid 
and get ignored is repeating what everyone already knows. You may be tempted to 
“blurt” out suggestions. Instead think like a (good) consultant, and make sure your team 
hasn’t already “been there done that.” Listen more than you speak and you’ll not only 
gain respect and trust, you'll learn more.

6. Take bold uncomfortable action
Get out of your comfort zone, try to do something that scares you, reach out to an idol, 
create something new and crazy. Try fail learn, fail better, fail bigger. 
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Journal and setting boundaries
You may be tempted to pour yourself into this new role and hustling to "prove yourself" 
by overextending yourself. You run the risk of setting unreasonable future expectations 
around your availability. 

Don't give away your power. This is a marathon not a sprint and especially if you are in a 
leadership role, you'll want to model sustainable behaviors to manage your health and 
energy. You'll also get better creative results . Focus on impact not on time served.  

Throughout this process continue to,  

Be curious  
Figure out what works for you. I've purchased a few different systems and journals - but 
I really like the flexibility of bullet journaling, which is why the last half of this journal 
includes a lot of white space. Productivity experts, like Francis Wade, report that there is 
no one size fits all process.  You can go digital and if that works for your great. However 
science does suggest that the act of handwriting notes down facilitates memory. 

You may want to use the blank pages like a journal or you can use the outlines and 
checklists and set it up like a bullet journal - or anything in between. You have the option 
of replicating Career habit templates, modifying or creating your own process. As you 
move forward, I encourage you to...

• Focus on what you can control
• When possible don’t reinvent wheels
• Notice what scares you and use that a compass for areas to lean into
• Double down on the things (and people) you enjoy 
• Manage your energy (not just your time)
• Maintain momentum
• Be unapologetic in your quest for impact, happiness and GLORY!

OTHER NOTE PAGES (For inspiration)

AUSTIN KLEON LEONARDO DA VINCI

GRAPHIC NOTES TIME BLOCKING EXAMPLE
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WEEK REVIEW    
Habit Tracker

1

2

3

4

5

Who did you network with? Did you update your Team Tracker? 

What skills did you grow this week? 

What were your wins for the week? 

What lessons did you learn?  What feedback and insights did you gain? 

Check in with your energy and mindset. How do you feel? What adjustments can 
you make? Is your goal still the right goal?

Aim      M     Tu     W     Th     Fr   Sa     Su      Actual

Accountability 
Life is messy. We are all wired and motivated differently. This is not surprising, since we 
have different inputs, responsibilities, and are all at different stages in our life. That's 
a big reason why most coaches discourage comparison - it's rarely accurate or helpful. 
Achieving success is hardly ever as straight forward as doing X a thousand times. 

You are the captain of your life. You get to set the direction, pick your crew and chart 
the course. You are also responsible for responding to challenges and navigating through 
obstacles and staying the course.

Many people are happy to operate on autopilot and to hand over the wheel to other 
people (i.e. their boss, their spouse, their kids, Jesus etc.). That is their choice. If you that 
used to be you, be compassionate with yourself. Things come up and we let parts of our 
life coast. We don't have the energy, the desire, the will to engage. Part of becoming tru-
ly accountable, powerful and responsibility is accepting that these trade-offs are a choice 
and part of the process.

Very few people have it all figured it (and when they do that's usually when god/the 
universe/fate hands them a big slice of humble pie). 

At this moment, writing this in the fall of 2018, I find that capturing my week in review, 
and biweekly discussions with two mentors, a mastermind and a coach - help me stay 
accountable. 

"What gets measured gets managed" 
Peter Drucker

I find that five active"habits" are my max, but some weeks I only can manage two or 
three. For the past fwe months, I've switched to biweekly check-ins, but I may want to 
switch it up to more or less frequently.  Regardless, it's important to check in at a peridic-
ity that allows you to capture and track your impact, and also drives momentum. 

Use the monthly calendar to obtain an overview of tribe building opportunities, mile-
stones, check-ins. 
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MONDAY TUESDAY WEDNESDAY THURSDAY

MONTH ONE:     
FRIDAY SATURDAY SUNDAY

NOTES:     

LEGEND:         TRIBE          MILESTONE         SKILL        CHECK-IN

"You don't have time, you make time"   
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Understand your impact and document your stories 
Start to keep track of your success stories. This will help you during reviews. If you 
are in a job where your resume is submitted to clients (i.e. management consulting, 
engineering etc.) your list of achievements can help you win work for your company and 
outside opportunities. Think in terms of effort and impact. If the same level of effort 
produces 10X results on different projects, obviously you'll want to focus your efforts 
where you can have the most impact. 

If you are in a role where you are supporting or amplifying someone else (i.e. 
administration or project management), understand how works has "downstream" 
benefits. One way to answer this question is to ask, what would be the result if there 
was no one around to do what I do? 

Consider sending a weekly email listing your accomplishments to your manager, 
who may appreciate the proactive heads up and will start to associate you with your 
successes. It will also give you a handy record around review time. 

STORY
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I'm just going to say it. The problem with most resume writing advice is that it's all about  
formating, shaping and framing what you have already done. It's backward looking, 
because that is what resumes are, backward looking artifacts from your past. For that 
matter so are most interviews. 

You create your own stories

Your present is your future's past so start creating experiences that are going to posi-
tion you for success. Of course you still need to capture and mold them into compelling 
stories. Kristin Sherry, one of my favorite career advice influencers, reminds us that our 
stories should demonstrate three things:
1. Impact
2. Skills 
3. History of success.   

Your stories are the building blocks that you can be recycled in:
• Resume
• Proposals + Sales Documents
• Interview
• Client + Sales Pitches
• Networking
• Speaking Bios
• Blogs + Social Media

Your story journal
Keep an ongoing record of current and past stories. Include as much of the following as 
you can.  A word to the wise, it is generally easier to collect data a results at the end of a 
project, as opposed to years later. 
• Project Dates
• S.T.A.R. Summary
• Wins/Lessons Learned
• Skills
• Feedback / Testimonials
• Notable clients and/or partners

"You write your story by the 
choices you make" 

Helen Mirren, AKA Dame Helen, Thespian Goddess
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Advice of crafting your stories.
When creating your project summary use basic story telling techniques to stand out and 
improve the reviewers recall. For example.
• Use a hook!  Like a click-bait article, you want to pull in your audience from the very 

beginning. One quick way is to reveal an insight or result up front, then unpack how 
you achieved it. 

• Use sensory details. This is especially true for when you recount the story in an 
interview of a network event - details help to cement the picture in a persons mind

• Show don’t tell.  If you’re creative have portfolio, if you’re insightful provide insight, 
if you’re funny make them laugh. 

• Don’t be afraid to be on brand and to stand out. It’s ok not to be everyone’s cup of 
tea. Holding out for the right job is scary - but it pays off in terms of fit. 

• Demonstrate growth - People know you are both self aware and can learn and 
grow.

Feedback + follow-up
Too often we launch projects but we don’t follow up on the feedback. This is especially 
true for consultants who are paid to get a product up and running and then hand it off 
to the client.  This also rings true for individual contributors who rush from project to 
project - there is often very little time to savor and own successes. 

All this rushing around is a missed opportunity - to learn, improve, and take advantage of 
what you've already done! 

It also can help improve our mood and keep up aligned and inspired! I am blown away 
when folks worry that is is selfish or greedy to ask their managers or clients for feedback.  
Good managers will do this as a matter of course -- not so good managers won't.  

Capture these stories regularly - you can also include them in your regular reporting to 
your boss or manager.  

WRITING HACK: Most people find that it is easier to recall details the closer you are to an 
event. You can journal them in this notebook, keep them in a Google doc ,or send them 
to yourself in an email with a clever hash tag so you can find them easily. For your sanity, 
just hack out your notes. They don’t have to be perfect - just done. You can work with a 
coach, writer, or friend to polish them for your resume at some other point. 
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What is S.O.A.R.T.?
If you've read any resume advice, you've likely heard the acronym STAR. SOART is a mod-
ification I learned from Dawn Graham's excellent book, Switchers. 

It is a popular framework for thinking through the details of your resume. As you move 
beyond an entry level job, your job summaries will be less about your tasks and respon-
sibilities and include more impact stories - including the STAR elements.  
• Situation.  What was client problem being solved? This is an opportunity to SHOW 

how well you understood the situation.  
• Obstacle. Few projects go off without a hitch. Include challenges you overcame to 

succeed.
• Actions. What did you do? Keep this story focused. The trick here is to speak at the 

right level, you want to be as specific as possible.  One way to figure this out is to 
ask your audience - to go into more or less details depending on their understanding

• Result. What was your impact! This is probably the more important part of the 
resume.  This is also an opportunity to show a key insight! It is also an opportunity 
to show how you’ve grown
• “As a result, we helped the client accurately report to the SEC and avoid fines 

of up to $5 Million.” 
• “... After that experience, our company updated this client vetting process -- 

moving the go/no go decision earlier in the process, reducing time and effort 
by marketing and production.”

• Takeaway. Show that you've learned and grown from the experience and tie it back 
to how it will help you in the current role. 

TRIBE 
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"Nobody sees a flower really; 
it is so small. We haven't time, 
and to see takes time - like to 
have a friend takes time."

Georgia O'Keeffe, Painter, Poet, Hero

Network and get to know your team. 
Do this with intention! I’m not suggesting that you have to like everyone, but you should 
work to understand their values, respect their contributions. Understanding what they 
want and how they are measured will go along way to ensure alignment and the success 
of your future projects. We work most efficiently when we trust that other people have 
our back, don't  have to second guess ourselves, and are given the benefit of the doubt. 
We work harder when we work with and for folks who care and our empathetic to us. 

What to capture in these pages
Some of this information you can learn from a bit of Internet "stalking." In general it is a 
best practice not to ask people for any information you can find on-line.  

Use your one-on-one time to get to know people beyond their profile. Listen and ask 
questions, but keep in mind it shouldn't feel like an interrogation. You should consider 
relationship building a marathon not a sprint. For inspiration around having deeper and 
more interesting conversations, check out Kalina Silverman's TED Talk on Big Talk.

Things to keep track of in this section:

• Name: It may sound corny, but people appreciate it when you remember their 
name. You can also make a note of nicknames. If you have a problem with remem-
bering names Google “hacks for remembering names" and find one that works for 
you. It gets better with practice. Sometimes all it takes is getting comfortable with 
asking for folks to repeat their name, or asking them to spell it. I'm a visual  

• Role + Goals: One of the best ways to “connect” with people is by asking how you 
can help them. In a business setting it helps to understand how they are measured 
and evaluated. For example, if someone is 90% evaluated on reaching a sale quota, 
they may not be interested in helping with an internal project (like teaching a course 
or championing a new process) unless you can help them make a connection with 
their goals. 

• Interests: “All work and no play” that phrase always reminds me of that scene in The 
Shining, with Jack Nicholson going crazy -- but the truth is we connect with people 
who aren't dull. As the line between personal and professional blurs, we connect 
based on our sincere interest in the other person. (hint: if you want to get on my 
good side we can talk about dogs, books, yoga, ultimate frisbee, scifi, or food) 

• Birthdays and Special Events: It may seem old fashioned, but a birthday card is one 
of the nicest pieces of mail, everyone loves mail and sending a card will make you 
stand out as a super thoughtful friend.
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Focus on building trust
According to Google’s Project Aristotle, a data driven study of what makes  teams pro-
ductive, “Psychological Safety” also known as trust and the feeling of having someone's 
back, is by far the most important factor in high performing teams. 

Everyone, no matter their level or age, wants to be appreciated. Remembering the 
details shows respect and consideration and a little goes along way. It is always best to 
assume good intentions, this comes form both Laszlo Bock, the former SVP of Google 
People Operations who literally wrote the book on high performing teams and Indra 
Nooyi , the former CEO of Pepsi. You get better results when you trust people.

That said, trust but don’t be stupid about it. If people show you they can't be trusted or 
don't have your best intentions at heart - don't trust them - people must earn your trust.

Students of game theory, will appreciate the concept of "tit for tat."  "Tit for tat" ba-
sically follows the premise that you treat others as you would want to be treated, i.e. 
the golden rule. A recent computer simulation actually confirmed that tit for tat -- and 
a slightly more forgiving version of tit-for-tat, produced optimal results against a mix of 
strategies. The key insight there however is that it pays to have a short-term memory 
and also that cooperative people, must hold non-cooperative people accountable when 
they do not act in the groups mutual best interests. Expect the best of others, but hold 
them accountable if they do not live up to that trust. 

SAMPLE NOTES ON MY FRIEND BRANDON
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MONTH

TW
O

High performers and teams
Want another reason to make friends and get good at teams? A study of high per-
formers who were changed firms, showed that they were unable to replicate their 
success - UNLESS they were allowed to bring their teams with them. 
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"Don't wait for the stars to align, 
reach up and rearrange them 
the way you want...create your 
own constellation" 

Pharrell Williams

Find your rhythm +set goals + get aligned
Continue with your daily and weekly journal

Build relationships
Start to expand your circle to those outside of your group. This includes understanding 
your internal service providers and folks in parallel groups. Developing a positive rapport 
with your expanded team can smooth out communication errors, provide perspective, 
and often reveal unexpected insights, opportunities to consolidate processes, and 
knowledge sharing. Tip: prioritize your attention on those folks who give as good as they 
get.

  



4948 FIRST 90 DAYSCAREER HABIT

MONDAY TUESDAY WEDNESDAY THURSDAY

MONTH TWO:     
FRIDAY SATURDAY SUNDAY

NOTES:     

LEGEND:         TRIBE          MILESTONE         SKILL        CHECK-IN

"Time is an illusion"  ~Albert Einstein   
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Identify external networking opportunities
Investigate the organizations your firm sponsors. Leverage that into a leadership role or 
speaking opportunity.  Do your peers or leaders belong to groups and/or meetups? Do 
you work with any outside consultants? Establishing a trusting relationship with such 
folks can be mutually beneficial for future employment opportunities. Be generous 
with assisting others. Set healthy limits on your time, but the more you can help others 
succeed, the more likely they will be able and willing to help you in the future.

With your community - go deep not wide
Linda Aivolotis, networking and mastermind coach, has a wonderful metaphor for the 
way that most folks go about networking. “It’s like we are all living on top of a diamond 
mine,” she says, “we search and search for diamonds on the surface, but the truth is we 
need to deep.” 

Most of us can dive deeper into the relationships we already have. Think about the ways 
you can spend better, more meaningful time - with old and new friends. 

Plan to grow your skills
Once you have your job basics down identify the skills that will help you get to the 
next level. Find ways to get training, practice the skills, and document your impact? 
Investigate your learning and development budget and take full advantage of it. 
Even if there is no or little budget, there are many inexpensive options on-line and off 
(i.e. Coursera, Udemy, General Assembly etc.) - reach out to your network for ideas and 
inspiration. 

Understand your company/product
Identify the “centers of power and knowledge” in your organization. It is a good rule 
of thumb to be positioned in an area that is a core or strategic focus of the company. 
You will find that bad managers don’t share “power” easily and obfuscate employees’ 
impact.  Recognizing this red flag early can save you a ton of frustration.
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MONTH

THREE



5554 FIRST 90 DAYSCAREER HABIT

"You can do anything but you 
can not do everything" 

David Allen

You are now two months in you should have pretty clear understanding of the basics. 
Now is time to set a vision, and start to plant seed for growth.

Continue your career habits
Focus your attention on the folks you like and trust as well as those most essential to 
your role’s success and growth. Establish that you are dependable, follow up  on your 
commitments.  If you don’t have your mastermind group (i.e. five to eight folks you can 
rely upon for advice), this is the time to develop it. If you haven't already seek out peo-
ple to mentor, and people who you can mentor as well. 
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MONDAY TUESDAY WEDNESDAY THURSDAY

MONTH THREE:     
FRIDAY SATURDAY SUNDAY

NOTES:     

LEGEND:         TRIBE          MILESTONE         SKILL        CHECK-IN

"Nothing is worth more than this day" ~ Goethe   
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Build your brand
Regularly ask for (and learn from) constructive feedback. Hopefully you have identified 
those folks you trust. Ask your “posse” to help you reach your goals and to identify 
opportunities they may see that you don’t. For example, after a presentation, you might 
ask them whether you seemed prepared, present, and calm? They can also observe the 
audience and even tell you what is being said about you when you are not there. 

Form the vision of the next year
Your first 90 days has probably flown by! And if it hasn’t, it’s ok to get out rather than 
waste your time in a place that doesn't appreciate you or won't help you achieve your 
goals. As you progress and grow, raise your hand for new projects  ESPECIALLY if they 
are outside your comfort zone. Find opportunities where you have 60 - 75% of the skills 
needed if the remaining 25% is an area you are hungry to lean into. Find leverage and 
collaborators to AMPLIFY increase your impact. Your boss and leadership can and should 
co-create your vision with you.  This is not, however, license to turn over the keys to your 
career. They may have authority over your work, but they still have to earn your trust. 
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ME 

GUIDE
Stretch Goal: Career portfolio
Planes use the most energy when taking off and landing. Concentrate on launching this 
job opportunity. Once you are at a cruising altitude in your full time job, you can start 
to think about developing your "career portfolio" - volunteering, side gigs, and passion 
projects.
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"If you bring forth what is  
within you, what you bring forth 
will save you. 

If you do not bring forth what 
is within you, what you do not 
bring forth will destroy you."

tl;dr know thyself

What is a "Me Guide"
Your me guide is like your resume on steroids. It is a document that you can share with 
your boss to help them understand you on a deeper level. It will develop and evolve over 
time. I like to have a version located in the cloud (like Google drive or dropbox) -- so I can 
access and update it wherever I am. 

The Me-Guide generally includes your resume, organizational psychology note and per-
sonal details - and is meant to facilitate collaboration and connection.  

Some suggestions for what to include
Resume
• Executive Summary
• Work Experience - Business CVs are generally 2 pages and limited to about ten years 

of work experience - but your Me Guide can be as long, short, focused or not as you 
like.

• Volunteer Experience
• Skills
• Education - College and Certifications

Personal Management Details
• Personality and Strengths
• Values
• Peak Performance Hours
• Career Growth Interests

Personal Details
• Hometown
• Preferred Pronoun
• Personal Motto(s)
• Hobbies and Interests
• Pets and/or Children

Basically It included anything that will speed up 
connecting with your team. 
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Fill in the details below to build our your “me-guide.” This will also align with work you 
may have done around your “personal brand.” You "personal brand is your professional 
reputation or “what you want to be known for.” 

You will add to this and update it over time. The final document can be used to guide 
conversations with new team members and managers during transitions. 

Hometown: 

Preferred Pronoun:

Personal Motto(s):

Peak Performance Hours:

Interests: 

Ideal Development and Growth Areas:

Past and Preferred Industries

Align your values, words and deeds 
Suffering occurs when who we are does not align with what we are asked to do. It's dif-
ficult to feel happy, secure, and confident when we are not acting in accordance to our 
values and beliefs. 

CASE STUDY 
Notice when you are pushing past your values

Victor thought he had landed his dream job at a major professional services competitor, 
it was a big promotion in terms of responsibilities and impact. Not long after he took the 

position, his boss told him he had to fire someone. Victor felt terrible, firing people is 
never pleasant. However what made him feel even worse is he felt like this person did 

not necessarily deserve to be let go. 

Reviewing the person's file he was really bothered by the complete lack of dignity of the 
situation. The person had had a great deal of tenure but skills had not kept up with the 
market. Instead of coaching that person and being candid and clear about expectations, 
his new boss was making Victor his henchman. When Victor came back with a suggested 
plan, his boss wasn't interested explaining that this was just part of the job. In the past, 
Victor might have "pushed himself" to toughen up, and not be such a softy. Now a bit 
more seasoned, he had to consider the fact that if his boss could treat one person that 
way, what was to stop him from treating anyone else that way.  Not only that, his boss's 

inflexibility raised another red flag.

Needless to say, when a recruiter called him soon after, Victor was open and eager for 
the opportunity. Ultimately he landed somewhere that was a far better fit. 

Being aware of his values helped him notice and transition into a new role, much more 
quickly than he might have otherwise. 
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Values 
Use the space below to journal about your values.  What are your priorities and how do 
they show up? 

Personality 
My favorite work style tool is the CliftonStrengthsFinder 2.0 which cost about $20. The 
most important thing is getting on the same page (ha pun!) with whatever tool your 
team uses - i.e. DISC, Myers Briggs etc.. Make a note of your results and insights you 
have found on the best ways to work with you. 
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CASE STUDY
Know yourself. Ask for what you need. 

George had always thought of himself as an extrovert. Being generally outgoing and 
social had served him well as a marketing and sales professional.  He hit a rough patch 

after a transition to a new product team. Periodically, the director would conduct spon-
taneous brain storming sessions.  George admitted that these session had started to fill 
him with dread. He knew these sessions weren't putting him in the best light, but they 
didn't seem to bother anyone else. He started to doubt whether the new role, which 

was really a promotion had been the right decision after all. 

George felt pressure to be able to engage in extemporaneous speaking. Somthing he'd 
never been good at but was expected of him as a sales leader. The truth was he admit-
ted, he wasn't a quick thinker, and never had the gift of gab, others often attributed to 

him. His secrete was that he was an over-preparer, practicing and running through mul-
tiple scenarios gave him the confidence he needed to present and pitch. Digging a little 

deeper, it was clear that George was a "misdiagnosed" extrovert. 

Introverts, in addition to getting their energy internally, are often very good at and enjoy 
deep introspection.  The fractured "ideation" sessions with his new colleagues went 

again his natural rhythm. George had a discussion with his boss, and proposed two solu-
tions, first that the ideation sessions structured to allow for time for individual ideation 

before discussion, and secondly that the team could be given a heads up, in order to 
prepare ideas in advance.

His boss was open to both suggestions and as it turned out, George wasn't the only clos-
eted introvert in the group. Not only was the team happier, the quality of the ideation 

output increased. 

Your Super Powers
Use the space below to journal through your strengths and super powers. What do peo-
ple ask for your help with? What did you lose time doing when you were a kid? What are 
you known for?  What will you be known for? 
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Summary
You will want to bring it all together in a concise executive summary - that you can use 
in your resume, LinkedIn Profile and marketing materials (for consulting, public speaking 
etc.)  
 
One template (from Jobscan.co) 
(Insert key strength(s)) (insert target job title) with (insert years of experience) in the 
(insert specialty/industry) space. Specialties include (insert 3 – 5 areas of relevant exper-
tise). A (insert key strength) (insert noun to describe yourself – i.e. leader, change agent, 
etc.) recognized for (insert key trait) and/ with (insert key trait) to (insert outcome – i.e. 
achieve goals, drive revenue, ensure operational efficiency, etc).

Career Highlights #Brag
List you that you are most proud of. These are the stories you tell when you are bragging 
or asked what have been your greatest successes or accomplishments.  

1

2

3

4

5

http://Jobscan.co
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Publications + Portfolio
Include articles, white papers, e-books, blogs, podcasts etc.  
Model authenticity and give your team the opportunity to really get to know you 
through your writing and content. Make sure that you have control of a digital copies -- 
links expire and older content may be removed.  

Cultivate Your Skills 
Review the skills your peers, and those 3-4 years ahead of you, list on LinkedIn. You can 
also get this information through informational interviews, mentors, or looking at the 
skills gap between your current and future role. If your organization has a skills inven-
tory, you may want to ask your HR what skills you to get to the next level. Keep in mind 
as you progress as a leader, you may find you need to focus less on technical skills and 
more on soft skills

Skills are only strong when they are practiced. Create your own opportunities for gaining 
feedback and learning. 

Your skills tie back to your stories and include “proof” and testimonials for internal and 
external clients. If they don’t have your all stories written down, or feedback on the end 
result- use this an opportunity to re-connect with former clients and colleagues, and ask 
them for feedback on your contribution and impact. 
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Skills Inventory

Skill                                 Proficiency               '       Growth               Certified              Story Ref #

In case you are interested in the people skills that in-
formed this tool check out the books below...
Barking Up the Wrong Tree - Eric Barker
Creative Confidence - Tom Kelly and David Kelly
Coaching Habit - Michael Bungay Stanier
Designing Your Life - David Evans and Bill Burnett
Deviate - Beau Lott
Dream Team - Shane Snow
Entrepreneurial You - Dorie Clark
Gifts of Imperfection - Brene Brown
Grit - Angela Duckworth
How to Win Friends and Influence People - Dale Carnegie
Humble Consulting - Ed Schein
Influence - Robert Cialdini
The Obstacle is the Way - Ryan Holiday
Originals - Adam Grant
Quiet - Susan Cain
Outliers - Malcolm Gladwell
Pivot - Jenny Blake
Powerful - Patty McCord
Presence - Amy Cuddy
Reinvention Roadmap - Liz Ryan
Rejection Proof - Jia Jiang
Strength Finder 2.0 - Tom Rath
Start With Why - Simon Sinek
Stumbling on Happiness - Daniel Gilbert
Switchers - Dawn Graham
Triggers - Marshal Goldsmith & Mark Reiter
You are a Badass - Jen Sincero
Will Power Instinct - Kelly McGonigal, PhD
Work Rules! - Laszlo Bock



77 FIRST 90 DAYS76CAREER HABIT

Study Guide
A growth mindset involves continuous learning. Being curious about topics that are di-
rectly and indirectly related to your work, will help you make more creative connections. 
Work with your mentors and bosses to identify books, courses and topics to explore. As 
a side benefit, following up on a book recommendation, will deepen your relationships, 
both by demonstrating sincere interest, respect and it will give you a common basis of 
understanding for a particular topic. 

#       Topic/Course /Book/Goal                                                                                                   Date

   

INSPIRA-

+THANKSS-
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Thank you to these coaches and thought leaders
Linda Aivalotis - networking advice
Nicole Farkouh - visionary leadership + strategy
Spencer Ingram -- looping and taking bold action
Kristin Sherry - career building blocks
Michael J. Sullivan - epic story crafting advice

Finally thank you to all my early beta readers, co-founders, network of friends and entre-
preneurs for your early feedback and encouragement. 

JOURNAL



8180 FIRST 90 DAYSCAREER HABIT

Page                                    Subject                                                                               Date 

INDEX
Page                                    Subject                                                                               Date 

INDEX



8382 FIRST 90 DAYSCAREER HABIT



8584 FIRST 90 DAYSCAREER HABIT



8786 FIRST 90 DAYSCAREER HABIT



8988 FIRST 90 DAYSCAREER HABIT



90CAREER HABIT


