
 

 

 

 

 

 

Using CareerLocker for Career Planning  

Name____________________________ Date___________ 

Career Counseling Meeting Date _____________________ 

Contact ACSSS at 608-263-6960 to set up an appointment.  

 

Setting Up Your CareerLocker Account 
You will need to create your own account on CareerLocker.  To do this follow 
these instructions: 
Log into MyUW and search for “Career Locker”.  

Click on Create New Account 

1. Fill in the required information and submit.  

2. Please keep a record of your username and password (you can 

automatically log in again by pinning Career Locker to your MyUW 

Homepage) 

 

Activity 1—Personal Globe Inventory (Adult) 
Click on the “Assessment Tab” found on the top of the homepage.   Under “Career Inventories” you will find a 
list of assessments.  Choose the Personal Globe Inventory (PGI) and answer all the questions. Do not concern 
yourself with your level of skill in doing a task.  Just think about how much you would enjoy doing the task. 
 

 

Complete these questions once you have completed the PGI 

 

1. The three interest areas with the highest INTEREST scores are: 

__________________________,  ________________________   and __________________________. 

2. What experiences have you had in these interest areas? 

Example: Interest area Social Experience   worked at a day care taking care of young children   

Interest area __________________________ Experience        

Interest area __________________________ Experience        

Interest area __________________________ Experience        

 

 

CareerLocker is a comprehensive 

career and education planning 

and job seeking website.  You can 

use CareerLocker to: 

 Take self-assessments that 

evaluate your interests, skills 

and values 

 Learn about occupations 

 Explore colleges and 

universities 

 Learn how to write a  cover 

letter and resume 

 And more… 

 

Career and Education Information • Adult Career & Special Student Services • 608-263-6960 • https://acsss.wisc.edu/ 

 



3. For the areas where you have high interest, how well do your CONFIDENCE scores match your interest? For 
example, do you have high interest and confidence or high interest and low confidence?   Why might this be 
important for your career plans? 

 
 
 
 
 
 
 
 
4. Click on “Full Report” on the left of your screen and take time to read the full report for the PGI. 
 
5. Click on “Explore Occupations”. This will show a list of the 20 occupations that most closely match your 

interests.  When you select an occupation from the list, you will be able to read more about the occupation. 
Make sure you read about the education path, outlook, salary and other aspects of the occupation. Take 
some time to explore this list.  After reading about these occupations, list those that seem most interesting 
to you below. 
 
________________________________   _________________________________ 

________________________________   _________________________________ 

________________________________   _________________________________ 

________________________________   _________________________________ 

6. Have you considered these or similar occupations before? Add your own ideas here: 

________________________________   _________________________________ 

________________________________   _________________________________ 

________________________________   _________________________________ 

 

7. Did any of the occupations suggested surprise you?  If yes, what were those occupations? 

 

 

 
It is helpful to learn as much as possible about the careers you are considering. In addition to reading about 
them on CareerLocker, you can also talk to people doing those careers-this is called an Informational Interview 
or you may be able to spend a day with someone in the career-this is called a job shadow.  Understanding what 
the job is like on a day to day basis as well as what steps you will need to take to enter that career will help you 
make better career choices.  
 

Activity 2—Work Skills Assessment 
Click on Assessments on the top of the CareerLocker screen and follow the instructions for taking the Work Skills 
Assessment.  



 
1. This assessment measures how confident you are in performing a variety of skills. These skills are organized 

into skill areas.  This assessment does not necessarily measure how good you are at a skill but measures how 
confident you are using skills from the skill areas.  Take the time to review your Skills Profile and your Full 
Report. What skill areas do you have the most confidence in? 

 
________________________________   _________________________________ 

________________________________   _________________________________ 

________________________________   _________________________________ 

 

2. Now go to Explore Occupations on the left of the screen. This will show you a list of the 20 occupations that 
most closely match your skill areas.  Take some time to read about any occupations that interest you. 

 
 
 
 
3. You may find that your list of occupations includes some repeats from the Personal Globe Inventory (your 

interests). Make note of any repeats here:  

 

 

 

 

 

 

 

 

 

Making Good Use of Your Skills 

 
Power Skills- are skills that we are very good at and we also enjoy using the skill a great deal.  For example-a 
good power skill for a pre-school teacher is verbal communication skills in order to explain a new idea to a child. 
 
No matter what you end up doing, you need to understand what your power skills are.  This will help you 
determine what types of jobs you should be pursuing.  Have you ever had a job where you used skills you 
disliked?  While we often can force ourselves to do things that we don’t enjoy, we typically are more engaged 
and willing to learn and become even better if we are using skills we enjoy. This is especially true if we are also 
doing something we are really interested in. 



 
Based on your skills assessment and your own insight, what are your top power skills?  

 
       
 
       
 
       

 
       
 
       
 
       
 
 
 

Choose one power skill and describe a specific time when you used this skill to accomplish something that you 
are proud of. 
 
 
 
 
 
 

 

 

 

 

 

The next time you interview for a job, use this strategy to demonstrate your power skills.  Consider each of your 
top skills and tell the interviewer about how you have used this skill in the past.  Use a specific situation and make 
sure you practice telling your story before you go to the interview.  You can use these stories to respond to 
questions such as “Why should I hire you?”, “What are your strengths?”, or questions that ask for you to talk 
about yourself.  Here’s an example: 
 
Interviewer:  “This is a really busy business and we need someone who can keep up. Why do you think you’re the 
person for this job?” 
Candidate: “I’ve had a number of experiences where I had to work under pressure.  For example, I have worked at 
UPS during the holiday rush for the past two years. I worked the pre-load shift where we processed and loaded 
packages onto the trucks so we always had a deadline to get the trucks loaded by 8am.  One morning one of the 
conveyor belts broke down.  Our team recruited a few extra people and organized and loaded the packages by 
hand like a fire bucket brigade.  We worked non-stop for the entire shift but we managed to get the packages 
loaded by 8 am.  I tried to be encouraging and positive and even tried singing to keep us moving. It was a lot of 
work but it was also exciting when we got the truck loaded.   Our supervisor told us we were the only team he’d 
ever seen do that in the 10 years he’d worked there.” 

 



Activity 3—Work Values Checklist 
 
Values are what give purpose to our work and motivate us to do the job.  While we all work to get money, 
values are the other rewards we get from our work.   
 
You will find the Work Values Inventory under the Assessment tab at the top of the screen. Complete the 
assessment by following the instructions.  Once you have completed this read your Values Profile and your Full 
Report. 
 
Now go to Explore Career Clusters and read about the clusters that most closely match your desired values. 
 
1. How similar is this list of clusters to the previous lists of occupations you generated from your other 

assessment(s)? 
 
 
 
 
2. What occupations (if any) appear on the other lists? 
 
 
 
 
 
3. Are there values you hold as important that were not on the assessment?  List them here: 
 
       
 
       
 
       
 
       
 

       
 
       
 
       
 
       

 
4. How might your values influence your career choices? Do you see any overlap in how your values might 

affect how you use your skills? (ie you value strong relationships and have a skill for teamwork and 
communication)  

 
 
 
 
 

  



Activity 4—Using CareerLocker to Explore Careers 
When you go to “Show matching occupations” after taking an assessment you will be shown a list of 
occupations.  You can click on each occupation to learn more about the career.  This includes a short description, 
salary info, educational path, labor market outlook, etc.  Some careers even have a brief video description.  Take 
a few moments to explore a few of the careers that are on your lists from the PGI and/or the Work Skills 
Inventory.  Answer these questions for one choice. 
Please note: some positions on campus may have a unique title. For help in researching careers on campus 
based on this workbook, please contact Adult Career and Special Student Services at 608-263-6960 
 

EXAMPLE YOUR INFORMATION 

Occupation title 

Ex: Nursing Administrators 
 

Occupation title 

 

Describe duties 

Ex: They oversee the nursing care provided in 
various health care facilities. They may hire, 
schedule and manage the nursing budget. 
They instill a sense of teamwork within the 
nursing staff. 
 

Describe duties 

 

Work location 

Ex: many types of health care facilities 
 
 

Work location 

 

What might you like about this occupation? 

Ex: Creating a positive work environment for 
nursing staff, ensuring high quality care for 
patients, collaborating with other health 
providers. 
 

What might you like about this occupation? 

 

What might you dislike about this 

occupation? 

Ex:  Working with a small budget, challenging 
personalities, lots of paperwork. 
 
 

What might you dislike about this occupation? 

 

What education is needed? 

Ex: Bachelor’s degree. Must be an RN. May 
need a Master’s degree. 
 
 

What education is needed? 

 

Typical starting salary for the Madison area? 

Ex: $52,490 

Typical starting salary for the Madison area? 

 

What is the outlook for this occupation in 

Wisconsin? 

Ex: 17% growth in next 10 yrs. 

What is the outlook for this occupation in Wisconsin? 

 

 

For further exploration or help in looking for positions on campus, please contact Adult Career and Special 

Student Services to set up an appointment with a Career Counselor. 608-263-6960 


