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Time to Take Your Career Into Your Own Hands


With many companies continuing to expand, now may be the perfect time to pursue a promotion or assume additional responsibilities.  But how can you take your career to the next level?  Chances are it’s easier than you think.


Here are a few small steps you can take to help advance your career:

Clear the Clutter


With the frenetic pace of most office environments and the competitive nature of business, there is very little room for anything that drags down your productivity.  Obstacles that distract you from key priorities at work, such as partaking in office politics or maintaining a disorganized workspace, can keep your career in a holding pattern.  Removing the following clutter culprits could allow you to work more effectively and make greater contributions to your firm: 

· Unnecessary interruptions

· Excessive socializing with coworkers

· Large collections of old paper files from previous projects

· A messy work area

Recharge Your Network

Advancing your career often entails tapping mentors, managers and colleagues for on-the-job training and advice on how to grow professionally.  Building and maintaining these relationships requires give and take.  Offering to help a coworker through a job transition or a manager with a special project helps cement a stable bond and increases the likelihood the person will provide assistance when you’re in need.  Sometimes taking someone to lunch is enough to cultivate a valuable relationship.  

Enhance Your Skills


The responsibility to advance your career rests solely on your shoulders.  So, be proactive.  Sit down with your supervisor and get candid advice on where he or she thinks you can improve and what resources are available to help you meet your professional objectives.  At the very least, consider enrolling in educational courses or seminars to ensure your soft and hard skills remain on the cutting edge.

OfficeTeam is the world’s leading staffing service specializing in the placement of highly skilled administrative and office support professionals.  The company has more than 300 locations worldwide, and offers online job search services at www.officeteam.com.  For more information, contact <<CONTACT NAME>> at <<PHONE NUMBER>>.
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