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[This form will be the basis of a detailed interview that will be conducted during the BEI]
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INSTRUCTIONS:

The Career History form attempts to capture the critical incidents and events that indicate the demonstration of various qualities. We request you to take your time to fill out the form and provide all the necessary details. 
	
The information shared here is only for learning purposes. Your responses will be completely confidential and will not be shared with anyone. 

Wherever possible, please mention activities done by YOURSELF, behavior that YOU demonstrated, actions YOU took. This form is all about YOU.  





	Name:
	

	Total Work Experience (No. of years across all roles/organizations):
	

	Current Role Title (Designation): 
	

	How long have you been in this role? 
	





	[bookmark: _GoBack]
Describe in 10 sentences your key deliverables (The work do you do as a part of your current role):


	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	








	Consider your experience in the last 1 to 2 years in the current role. Briefly describe your top 3 accomplishments or high points or achievements (times where you felt that you have done something or you made a difference or moments where you felt proud that you were mainly responsible for something significant that has happened). This could take any form-an operational issue managed, a challenging target achieved or exceeded, a problem solved, a potential problem averted, costs saved, new ideas implemented, a project completed, etc. It could be anything that you consider as a high point in your current role. In case you are very new to this role, then please share keeping your previous role in mind. 

	
	

	
	

	
	





	Similarly, describe 3 low points in your current role in the last 1 to 2 years. The low point is where you felt disappointed, unhappy, or low for doing something or not doing something. The experience should be something in which you were the main person responsible and you mattered.

	
	

	
	

	
	





Please describe which of your qualities or competencies (E.g. Business Acumen, Communication Skills, etc.) you have been able to put to the best use in your current job or any of the previous jobs. You may choose as many as you think you have demonstrated or put to use in your current role. The description provided should be in terms of activities done by you specifically. The action you performed or the end result should hint at the competency. A list of competencies that you may like to refer to are given at the end of this form as a part of Exhibit 1.  







	Qualities or Competencies
	A brief description of how you were able to use this in your current role. How did you demonstrate the competency? What was the impact?
	How did this make a difference to your organization, role, others, yourself, etc?

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	









	Describe your top 3 strengths (Areas that you are good in and known for at IOCL).  How are you putting them to use? 

	
My strengths

	How am I using them?
	Evidence of the same

	
	
	

	
	
	

	
	
	

	Please list down areas in your work where you think you can perform better than the current levels.  Describe your areas of improvement. How are they impacting your performance? What are you doing about it or how are you ensuring that they don’t block your contributions.

	My Areas of Improvement
	How are they blocking you?
	What actions were taken by you to prevent them from blocking your contributions?

	
	
	

	
	
	

	
	
	



Please list down the most recent book, magazine, journal, or article you have read. These need not be related to your function or area of work. Books include all types of books-Self-improvement books, autobiographies of great personalities, management-related, science and technology, and even fiction.
______________________________________________________________________________________________________________________________________________________________________________

Which professional bodies, help groups, or not-for-profit associations are you a member of?  These need not be related to your job or even the organizational context.
______________________________________________________________________________________________________________________________________________________________________________

THANK YOU






Exhibit 1: List of Competencies 

	Competencies
	Indicators

	Communication skills
	· Communicates in a firm, direct and precise way (both verbal and written)
· Communicates with a high degree of confidence and conviction.
· Used various methods to convince the opposite party (facts, figures, examples, etc.)
· Listens attentively to gain a better understanding of what is being said
· Probes and asks open-ended questions to confirm the right understanding

	Execution Excellence

	· Identifies and prioritizes tasks effectively to ensure on-time completion.
· Anticipates and plans for contingencies
· Uses available resources in an optimal manner
· Assesses time and resources needed for projects or activities
· Ensures tasks are completed by delegating them to the right person
· Actively follows up to ensure task completion
· Conducts review of tasks at regular intervals

	Teamwork and collaboration
	· Shows respect to people and their point of view
· Tries to arrive at a win-win solution for both parties involved
· Makes extra effort to help out members who need additional help in other departments
· Invites and seeks the opinion of members from other departments in the organization
· Acknowledges others’ ideas and views

	Developing the Team
	· Understands the strengths of individual team members and helps them utilize the same to achieve set goals
· Gives period feedback to team members on their strengths and areas of improvement
· Invests time and effort to help team members explore avenues for further development
· Motivates the team by acknowledging and rewarding good performance

	Initiative and Drive
	· Demonstrates a high sense of ownership and personal responsibility in all the work that is undertaken
· Continuously comes up with initiatives to ensure a positive impact on business
· Takes effort to update self on the latest in the industry (beyond role requirements)
· Continuously learns from experiences, own as well as others

	
Business Acumen

	· Demonstrates a clear understanding of the business/product/industry
· Looks at avenues to get more business
· Thinks long term and evolves strategies/plans to address market needs (strategic initiatives).
· Sets and articulates a vision for the department/organization.
· Takes business decisions keeping all key parameters in mind i.e. ROI, profits, turnover, cost control, etc.
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