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Introduction

We are so excited to share this Career Planning Workbook
with you! We have designed this workbook to assist RGD
members in navigating their career journeys, from the

initial job search to advancing in new roles and managing
freelance projects. Whether you’re an emerging designer just
starting your job search or a seasoned professional seeking
to level up your design career, this workbook is here to help.

We hope this workbook serves as a comprehensive
resource you can rely on at every stage of your professional
development. Through carefully crafted exercises and
practical advice, we hope to help you plan and achieve your
career aspirations.

Right now, we’re releasing the first section, “Looking for a
Job,” as a beta test; we’ll be adding additional sections—like
“Starting Your New Job,” “Work Transitions” and “Freelance
Work”—in the future. While this document is still a work in
progress, we wanted to make it available to you as soon

as possible to get your feedback as you work through the
guide; please feel free to share any feedback or suggestions
with us. Your input will help us improve this resource for you
and your fellow designers!
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How To Use
This Workbook

Welcome to your RGD Career Planning Workbook! This resource is
designed to be a companion as you navigate the various stages of
your design career. Here’s a quick guide on how to make the most of it:

Sections: Each section covers a critical stage of your career journey,
such as “Looking for a Job” or “Starting a New Job.” You'll find
focused content within each section that covers specific topics
and includes exercises.

y Exercises: Throughout the workbook, you’ll encounter exercises
designed to help you apply key concepts to your career. These
exercises are marked with a ‘pencil icon’. Take time to reflect on
your experiences and goals to make your planning more effective.

@ Tips and Best Practices: Look for the ‘lightbulb icon’ for practical
tips and industry best practices. These insights offer actionable
advice and will help you navigate common challenges.

Templates and Examples: To make the application of ideas more
accessible, we've included templates and examples, denoted by
the ‘download icon’. Feel free to use these as a reference or starting
point for your documents and projects. You can also find these
individual PDF worksheets in the accompanying Google Drive folder

if you want to print these pages separately to work alongside or use
the fully digital versions of the files.

Additional Resources: We've listed additional resources and
readings within each section, marked with the ‘magnifying glass
icon’to further support your learning and development.

Reminders and Special Call-Outs: We’ve marked extra reminders
or special call-outs with the ‘megaphone icon’.

Remember, this workbook is a flexible tool to support you at your own
pace. Whether using it from start to finish or jumping to the sections
most relevant to your current needs, we hope it will be a valuable guide
wherever you are on your career journey.
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Section 1

LooKing
for a Job



SECTION 1| LOOKING FOR A JOB

So you’re looking for a job.

This can be a stressful undertaking in today’s market,
especially for those searching for their first position in the
design industry. This section aims to ease your anxiety by
providing essential strategies and insights to effectively
navigate your job search process.

From crafting compelling resumes and cover letters to
leveraging professional networks and online platforms,
we’ll guide you through each step to ensure you present
yourself as the ideal candidate.

By equipping you with the right tools and knowledge, we
aim to boost your confidence and increase your chances
of landing that first design job.

Check out this guide on the RGD
website — Getting a job — which
is full of tools and tips to launch
and hone your career in the

communication design industry.

Perfecting your Job Search Tools
Panel Discussion - Toronto

The PDF template and digital
files for this section can be

found in the 01 - Looking for
a Job Google Drive folder.
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SECTION 1| LOOKING FOR A JOB

Self-Assessment
& Goal Setting

Identifying Strengths and
Opportunities for Improvement

Identify

The first step to finding a job is knowing what you’re good at and where
you have opportunities to grow. Take time here to reflect on your skills
and write down your strengths and opportunities for improvement. Below
is a list of potential skills you can place into the following two columns.
(Feel free to add different skills that aren’t listed here.) You don’t need to
add all the following to your chart; focus on the skills you think might be
important to your chosen career path.

EXAMPLE OF SKILLS
y STRENGTH OPPORTUNITY .
Web design

Motion animation

Branding
Packaging

Public speaking
Confidence

Team player
Willing to grow
Client relationships
Detail-oriented

+ any others you want!
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SECTION 1| LOOKING FOR A JOB

Identifying Strengths and Opportunities (cont)

Reflect

Now that you've identified your strengths and growth opportunities, it’s

time to dig deeper into these. Write your lists again and outline examples

of how you used your strengths in real-life situations and how you hope

to improve your growth opportunities.

STRENGTH

PROOF

OPPORTUNITY

PLAN

FOR EXAMPLE:
Skill: Client Relationships.

FOR EXAMPLE:

| have worked on many
projects with real-world
clients through RGD’s
Designathon events, where

a group of young designers
like myself come together
and work on a project for

a non-profit. | have presented
to many clients and always
kept a positive attitude.

FOR EXAMPLE:

Opportunity: Public
Speaking.

FOR EXAMPLE:

| recognize the importance
of this skill and have taken
improv classes to improve
my confidence and ability to
speak in front of others while
still having fun.
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SECTION 1| LOOKING FOR A JOB

Setting Career Goals and Objectives

Setting goals is a great way to ensure your job search leads you on a
career path that will be most fulfilling for you. Goals are not set in stone
and can change over time, so don't feel pressured to pick the perfect
goals. There is a good chance they will change and grow with you as you

gain experience.

When writing down your
@ goals, define what you hope

to achieve and how you might

measure success, especially

if the goal is more abstract

and doesn’t have a precise

checkmark moment.

LONG TERM GOAL

Consider what you want to achieve in your
design career in the next 10 years. Where will
you be working? Is there a specific company
you want to collaborate with? Will you have
moved to a different city? What is your dream
scenario? Feel free to dream big! You have lots
of time to make your goal a reality.

MEDIUM TERM GOAL

Where do you hope to be in 3-5 years? Are there
any skills you have always wanted to develop
that might help you achieve your long-term
goal? Is there a specific company (or type of
company) you would love to work for?

SHORT TERM GOAL

Within the following year, where do you hope
to be in your career? Are you ideally in an
agency, freelance or working within a larger
company? Is there a course you want to take?
Are you hoping to meet designers to grow your
network? Do you want to be more involved in
the RGD? Pick easily achievable goals that will
put you on a path towards those larger goals
you outlined.

Make sure to come back to these goals in the future to track your progress and make adjustments as your

priorities or desires change. Setting these goals allows you to see more clearly what steps you might need to

envisioned no longer feels right and you now want to change it.

take to fulfil your dreams, but dreams change all the time so don’t feel discouraged if the path you initially
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SECTION 1| LOOKING FOR A JOB

Understanding Different Desigh Roles

Navigating the landscape of design careers can be complex, with various
roles and responsibilities depending on experience and specialization.

In the design industry, each role plays a critical part in the creation and
execution of visual projects. Understanding these roles and their unique
responsibilities can help you navigate your career path and identify the
positions that best align with your skills and aspirations. Although not
an exhaustive list, this section clarifies the general hierarchy of roles and
the functions within certain positions, helping you to identify where you
might fit best in your career journey.

Hierarchy of roles

Remember that some job postings do not have a hierarchy in the job title.

Ensure you read the job posting thoroughly to evaluate whether this role

suits your years of experience and specific skills.

Junior:

Typically for those with O
to 3 years of experience,
junior roles are ideal for
recent graduates or those
making a significant career
change. These roles involve
learning on the job, often
under the guidance of more
experienced colleagues.
Titles may include Intern
or Beginner.

Intermediate:

Usually requiring 3 to 5 years
of experience, intermediate
roles allow for independent
work but not necessarily
leadership. Often titled
Associate, these roles form
the core of any team, with
professionals looking to
expand their skills and
responsibilities.

Senior:

With 5+ years of experience,
senior roles involve
independent project work,
leadership and mentoring
junior staff. Titles such as
Lead or Head indicate high
expertise and responsibility.

Refer to page 12 of The RGD
p Professional Handbook

for other specializations
and descriptions.
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SECTION 1| LOOKING FOR A JOB

Understanding Different Design Roles (cont)

Creative roles

Designer: Focuses on aesthetics and visual appeal, translating
concepts into captivating visuals. Job titles may include Studio
Designer and Graphic Designer.

Design Director: A senior position with a strong design background
and deep aesthetic understanding.

Art Director: Focuses on the strategy behind marketing campaigns,
ensuring alignment between marketing and creative teams. They are
typically educated in marketing and advertising.

Creative Director: Oversees a project’s strategic vision and branding,
combining creative insight with leadership.

Digital roles

UX Designer: Concentrates on user interaction and overall experience,
creating wireframes, prototypes and user flows.

Ul Designer: Responsible for a product’s visual style and overall ook,
focusing on elements like buttons, layout and colour.

Product Designer: Manages the entire product creation process,
from concept to final design, working closely with UX and Ul designers.

Digital Designer: Skilled in digital media such as online ads and video,
often working in roles closely related to graphic design.

Specialized roles

Illustrator: Creates drawings for various projects, often working freelance
but sometimes within agencies or in-house departments.

Animator: Uses motion to bring drawings to life, working with traditional
and digital methods.

Video Editor: Edits footage to tell a story, skilled in colour correction
and motion graphics.

Packaging Designer: Develops effective three-dimensional printed
designs for retail, adhering to brand standards and legal requirements.

Brand Designer: Applies brand identity across various assets, skilled
in logo design and creating cohesive identities.

Editorial Designer: Manages layouts for text-heavy formats like
magazines and books; highly skilled in typography and layout design.

10

Look out for the following
@ job titles related to Designer,
such as Studio Designer and
Graphic Designer. Other titles
we see include Creative or
Design Specialist, Design
Officer, Creative Designer,
Production Designer and
Communications Associate.

For more detailed information
;) on career paths and sample
job descriptions, refer to pages

193 and 212-213 of The RGD
Professional Handbook.
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SECTION 1| LOOKING FOR A JOB

Portfolio Development

A strong portfolio is your gateway to landing your dream design job,
serving as a visual resume that showcases your skills, creativity and
potential. This section will guide you through the essential steps of
building a compelling portfolio that stands out to employers. Through
it, you will be equipped with the tools and insights to present your work
professionally and effectively, from selecting and showcasing your best
work to creating personal projects that fill gaps and using mockups to
provide context. Whether you're just starting or looking to refine your

existing portfolio, these tips will help you create a cohesive and impactful

presentation that aligns with your career aspirations.

Selecting and Showcasing Work

Selecting and showcasing work in your portfolio is not just about
displaying your best pieces; it’'s about curating a collection representing
the type of work you aspire to do. Start by removing any projects that
don’t align with the direction you want your career to take. If you plan to

do something other than a specific type of work in the future, it’s best to

leave it out of your portfolio. Instead, highlight projects demonstrating
your skills and interests in the areas you want to pursue. If your portfolio
lacks examples of a particular type of work, consider creating personal
projects to fill those gaps. Personal projects can be just as impressive as
client work and show your initiative, creativity and ability to self-direct.

Mockups play a critical role in presenting your work professionally

and contextually. Placing your designs in realistic environments gives
potential employers a clearer understanding of how your work functions
in real-world applications. This can make your portfolio feel more
intentional and thoughtfully curated. Remember, a well-organized and
visually appealing portfolio can make a significant difference in creating
a solid impression. It’s not just about showing what you’ve done; it’s
about telling a story of where you want to go and how your past work
has prepared you for that future.

n

Check out this RGD Perfecting
Your Portfolio Panel Discussion.
Panellists offer advice and
answer questions about
developing and presenting
your portfolio so you can feel
confident and competent
during interviews.

RGD Handbook, page 23:
Designers don’t always agree

on the number of pieces they
like to see, but they all agree

on the importance of quality.
The RGD offers special portfolio
reviews where students and
graduates can have professional
critiques of their work. These are
great to understand where you
need improvement.
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SECTION 1| LOOKING FOR A JOB

Creating a Digital Portfolio

A digital portfolio is essential for any designer seeking to showcase

their work to potential employers or clients. There are several formats

to consider: websites, slide decks and PDFs, each with pros and cons.
Choosing the suitable format depends on your specific needs and how
you wish to present your work to your target audience. RGD Members also
have the opportunity to create an online profile with portfolio projects in
the RGD’s online searchable directory at rgd.ca/directory.

Website

A website is highly accessible and easily shared with a broad audience
through a simple link. It allows for interactive elements, animations and
dynamic content that can make your portfolio more engaging. Websites
are also easily updatable, enabling you to keep your portfolio current
without redistributing files. However, creating and maintaining a website
can be time-consuming and requires web design and development
knowledge.

Slide Deck

A slide deck, typically created in programs like PowerPoint or Keynote, is
a more controlled format that allows you to guide viewers through your
work in a structured manner. Slide decks are great for presentations and
can be easily tailored for specific audiences or opportunities. They offer
a level of interactivity with transitions and animations but may lack the
ease of accessibility that a website provides.

PDFs

A PDF portfolio is highly portable and can be viewed on virtually any
device without specialized software. PDFs are excellent for detailed print-
quality presentations and can include links and interactive elements, but
they can be cumbersome to update and resend. Additionally, PDFs may
not display as well on mobile devices as websites or slide decks.

Hybrid Presentation

Another way to showcase your work worth exploring is crafting a hybrid
presentation that exists as a link online without creating a whole website.
A hybrid presentation using digital links from presentation software
combines interactive and collaborative features with traditional slide
decks’ structured, visually appealing format. This approach allows you to
provide a dynamic and engaging experience for viewers while maintaining
the ease of navigation and organization of a slide presentation. Program
options for this hybrid method include Prezi, Canva and Figma, to name
just a few.

Not sure how to start your slide
deck portfolio? Try our free
Portfolio Presentation file to
present your designs on the

go quickly!

Check out the Giving Good
Portfolio Presentations....
Virtually, where Victor Szeto
RGD outlines quick and easy
tips for those looking to learn
how to present their portfolio

in a virtual setting best. You’ll
gain the knowledge you need to
show your work so it stands out
online and, most importantly,
proceed with confidence and
professionalism.

Visit the RGD Working in Design
page for more resources to help

you craft your portfolio.
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SECTION 1| LOOKING FOR A JOB

Writing Case Studies and Project Descriptions

Crafting compelling case studies and project descriptions is crucial in You can review more

. . . information on case
showcasing the depth of your design process and the impact of your study preparation online

work. A well-written case study highlights the outcome and narrates at RGD Case Studies.

the journey from the initial problem to the solution. The STAR method
(Situation, Task, Action, Result) can help structure your case studies
effectively.

Describe the Situation: the context or challenge that initiated the project.
Next, outline the Task, including your specific role and responsibilities
within the project. Detail the Actions you took to address the challenge,
focusing on your design process, problem-solving skills and the tools you
used. Finally, present the Results: the outcomes of your efforts supported
by metrics, client feedback or other tangible evidence of success. This
structured approach provides clarity and demonstrates your strategic
thinking and ability to drive projects to successful completion.

For formatting inspiration, consider looking at agency case studies to see
how they effectively present their work and tell a compelling story. Well-
crafted case studies using the STAR method can significantly enhance
your portfolio by offering potential employers a comprehensive view of
your capabilities and accomplishments.

Another great resource to help you craft your case studies is following
the RGD Certification Application. Candidates are asked to outline the
following information for each project; Context, Method, Design Process,

Solution, Results and provide Supporting Materials
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SECTION 1| LOOKING FOR A JOB

Updating Social Media and Design Profiles

Maintaining updated social media and design profiles is essential for Check out the following RGD

S . . . . resources for further help:
establishing a professional online presence and attracting potential
employers or clients. Regularly updating platforms like LinkedIn, Behance, How a Professional Social
Dribbble and Instagram with your latest projects and achievements keep Media Presence is Key for

. . . . Landing Your Dream Role

your work visible and showcase your active engagement in the design
community. Include high-quality images, detailed project descriptions The Art of Building &
and relevant keywords to improve discoverability. Engage with others Maintaining Your Professional

Network in the Virtual World
by Despina Zanganas

by showcasing your portfolio, sharing industry-relevant content and

participating in discussions to highlight your expertise and passion for
design. Commenting on, liking and sharing content can also expand your
network and increase your visibility within the industry. Take note of social
media profiles you find interesting as inspiration for crafting your profiles,
ensuring they reflect your unique style and professional goals.

Reach out to industry professionals for informational interviews and
recommendations, and actively engage with posts and articles to
boost your visibility. Answering questions and using engaging content,
such as image carousels, can further demonstrate your knowledge and
commitment while enhancing your credibility within the field.

Your profiles should present a consistent and polished image that aligns
with your brand. Use a professional headshot, write a compelling bio and
highlight your key skills and experiences. Additionally, take advantage of
platform-specific features; for instance, use LinkedIn’s featured section
to pin notable projects or create visually cohesive project showcases on
Behance.

The RGD offers opportunities for Members to be showcased on its social
media platforms, particularly LinkedIn, to reach a much broader audience
than you would generally have access to. There are various opportunities
to be showcased, such as Volunteer of the Month or the Future Leaders

initiative along with general profiles that the RGD does. If you’re curious
about the ways the RGD showcases Members, email info@rgd.ca

Regularly reviewing and refreshing your profiles ensures they accurately
reflect your current capabilities and career aspirations, making you more
attractive to prospective employers and collaborators.
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SECTION 1| LOOKING FOR A JOB

Resume and
Cover Letter Crafting

Designh-Specific Resume Tips

Crafting a design-specific resume requires a balance that showcases
your creativity and maintains a professional, easy-to-read format. Start
by incorporating a clean, visually appealing layout that reflects your
design sensibilities while ensuring the information is easily digestible.
Use a well-chosen typographic hierarchy, white space and subtle colour
accents to guide the reader’s eye and highlight critical sections. Unlike
traditional resumes, a designer’s resume can include visual elements
such as icons, infographics and your logo, which can help demonstrate
your design skills directly within the document.

However, it’s essential not to sacrifice substance for style. List your
relevant skills, experiences and achievements clearly, focusing on
those that align with the job you’re applying for. Include a link to your
online portfolio and any professional profiles on platforms such as
LinkedIn, Behance and Dribbble. Tailor your resume for each application
by emphasizing different aspects of your experience that match the
specific job requirements. Keep the design elements consistent with
your overall personal brand, ensuring a cohesive and professional

presentation that will make a strong impression on potential employers.

You can also test your new resume on an auto-filling job application to
ensure item fields are appropriately converted over.

15

RGD Handbook, page 22:

stand out without going
overboard. The main focus

of a resume should be clarity
and organization. It should
efficiently convey who you

are and what you have to

offer. Other tips: demonstrate
your abilities with a focus on
the position for which you’re
applying. Highlight Strengths
and back them up with training
and experience (refer to the
first section of this chapter
where you listed your strengths).
Double and triple-check for
errors in spelling, grammar, or
formatting. Establish your brand
and what makes you unique.
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SECTION 1| LOOKING FOR A JOB

Tailoring Your Resume for Different Jobs

Tailoring your resume for different jobs is essential to make a strong
impression on potential employers and increase your chances for an
interview. Start by carefully reading the job description and identifying
the necessary skills, qualifications and experiences the employer

seeks. Customize your resume by emphasizing these elements in your
background, ensuring that the most relevant information is prominently
displayed. This might involve reordering sections, rewriting bullet points
to match the job requirements and using terminology that mirrors the
language used in the job posting.

Additionally, consider the company culture and industry when tailoring
your resume. For example, a tech startup might appreciate a more
creative and dynamic resume, while a traditional corporate environment
might prefer a clean and professional design. Adjust your resume’s

tone and style to align with the company’s values and aesthetics.
Highlight the achievements and experiences most pertinent to the
specific role and remove any information that isn’t directly relevant. By
taking the time to customize your resume for each job application, you
demonstrate attention to detail and a genuine interest in the position,
setting yourself apart from candidates who submit generic resumes.

16

Other tips for crafting a
strong resumé:
- Demonstrate your abilities

with a focus on the position
for which you’re applying.

» Highlight strengths and
back them up with training
and experience.

» Double and triple check for
errors in spelling, grammar,
or formatting.

- Establish your brand and
what makes you unique.

RGD Handbook, page 22:

Zync’s “Although we are in a
creative industry, nothing is
more effective than a perfectly
crafted resumé,” explains
Wendy Gray RGD, Creative
Director at Gravity Inc.
“Traditional is not a bad word
if it’s done well”
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SECTION 1| LOOKING FOR A JOB

Writing Impactful Cover Letters

Writing an impactful cover letter is your opportunity to showcase your
personality, enthusiasm and suitability for a role beyond what is listed
in your resume. If you have the information, start by addressing the
hiring manager by name to create a personalized touch. In the opening
paragraph, briefly introduce yourself, mention the position you are
applying for and a compelling reason why you are excited about the
opportunity. This helps to capture the reader’s attention immediately
and sets the stage for a more detailed discussion of your qualifications.

In the body of your cover letter, highlight your most relevant experiences
and skills and explain how they align with the job requirements. Use
specific examples to demonstrate your accomplishments and how

they have prepared you for the role. Focus on what you can bring to the
company rather than what you hope to gain from the position. Conclude
with a strong closing statement reiterating your enthusiasm for the

role, expressing your desire for an interview and providing your contact
information. Remember to keep the tone professional yet engaging and
proofread thoroughly to ensure your letter (and resume) is error-free. An
impactful cover letter complements your resume and provides a fuller
picture of who you are as a candidate.

Al tools can assist in writing impactful cover letters by providing
suggestions for structure, language and tone. Still, it’s essential to
personalize and refine the content to reflect your unique experiences
and voice. Use Al-generated content as a starting point, and ensure you
review and edit it to maintain authenticity and relevance to the job you
are applying for.

Templates and Examples

Using templates and examples can provide a helpful framework for
crafting your cover letters, offering guidance on structure and content.
However, it’s crucial to customize these templates to reflect your
unique experiences and the specific requirements for the job you’re
applying for. Avoid submitting generic cover letters that are not tailored
to the specific job or company. This one-size-fits-all approach lacks
personalization and specificity, making these letters less compelling in
demonstrating your genuine interest and suitability for a particular role.
Personalizing your cover letter shows that you have considered your
application and understand the company’s needs. See the resources
below to help you get started.
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Other tips for developing
an effective cover letter:

« Target your letter to
the company where
you're applying.

- Demonstrate a strong
understanding of the roles
and responsibilities of
the specific position.

- Besincere and avoid
‘form’ letters.

» Let your personality
and enthusiasm show.

Cover Letter Samples and
Templates | Indeed.com
— examples for various
positions

The Power of Storytelling in
Your Cover Letter — crafting a
compelling cover letter

How to Write a Cover Letter
That Sounds Like You

(and Gets Noticed)

— Harvard Business Review

RGD Handbook, page 22:

Zync’s Creative Director, Marko
Zonta RGD recommends
approaching a cover letter as

an executive summary. “Explain
in a few sentences why you are
applying and what the employer
should be focused on in terms
of your expertise—keep it simple
and to the point”
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SECTION 1| LOOKING FOR A JOB

Job Search Strategies

Utilizing Job Boards and Desigh Networks

Job boards are the most accessible place to find job opportunities in
your field. There are many places where companies will post their open
positions, which you can look through.

RGD Job Board

RGD has its own Job Board, which is updated weekly. Positions listed

are also available at the bottom of the RGD’s bi-weekly email newsletter
(free for all to subscribe to), so you can get updates on the newest job
postings. When posting on the RGD Job Board, companies know they are
getting quality candidates familiar with the RGD’s professional standards
and Code of Ethics. The RGD will only post jobs with salary ranges as

this is a legal requirement for Ontario job postings. Make sure to include
a note in your cover letter about your connections to the RGD when
applying for positions posted on the RGD Job Board.

LinkedIn

Even if you use the LinkedIn
The most popular job board right now is LinkedIn. The advantage of using @ Easy Apply button, go to the
company’s website and look
for the job posting there.
It’s fast and simple to click

LinkedIn is that your resume (if you added it to your profile) is available
for recruiters to view along with your application. You can also track the

applications you applied to through LinkedIn. a button, but it shows more
initiative if you send a complete

Leveraging LinkedIn and other professional platforms is crucial in a application directly through

successful job search, particularly for those entering the design industry. the company’s website.

LinkedIn offers numerous opportunities to connect with industry
professionals, follow companies you're interested in and discover job
openings tailored to your skills and career aspirations.

GlassDoor

GlassDoor is another excellent place to find job postings. What makes
GlassDoor unique is that you can look deeper into the company itself to
learn more about the employee satisfaction rate and the reported salary
ranges for their employees. One thing to note is that only some salary
ranges are accurate since they are self-reported. We highly suggest you
use this information with the RGD’s Creative Earners Survey to get a

better picture.
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Utilizing Job Boards and Desigh Networks (cont.)

Indeed & Monster

Indeed and Monster are other options for job boards that you can look
into. In many cases, some job postings appear on some boards but not
others, so looking around and seeing all the options available is crucial.

Google search

A classic way to find a job is by doing a Google search. Google does a
great job of searching through many job boards at once to pull through
various job postings available online. One thing to note is that these
searches may pull through outdated job postings that have been
closed. Always check when the job was posted and if the position is still
accepting applicants through the posted application deadline or the
company’s website.

Agency/Company websites

Another place to look for open positions is to go through your favourite
company or agency’s website to see if any relevant job postings are
available. Not every company puts up their job postings on public job
boards. In many cases, these companies also have a “notify me” option
available to get an email when a job posting that matches your criteria
becomes available if there aren’t any when you go looking.

Trade Journals

Study trade journals such as Applied Arts, Marketing and Strategy. You
can learn about new companies and agencies that do great work that
you might be interested in.
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Job Search Tools RGD Webinar if
you want more tips and tricks.

. Check out the Perfecting Your
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Networking Tips and Strategies

Through RGD

RGD has many opportunities throughout the year to expand your design

network. Here are a few places you can meet other designers:
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DesignThinkers is Canada’s largest graphic design conference. Hosted
by the RGD and taking place every year in Vancouver in the spring
and Toronto in the fall, the conference allows you to meet hundreds
of designers, especially if you can attend in person. Make sure you

say hello to whoever is sitting next to you during the various sessions,
sign up for roundtable discussions and don’t forget to attend and
mingle at the after-party (free for all in-person attendees).

The RGD offers a Mentorship Program where you are paired with a
more experienced Member. You can ask about job search techniques,
discuss skills development and make important connections in the
design industry.

Join an RGD Commiittee. Volunteering with the RGD is a great way to
do good for your community, meet senior designers and learn more
about the RGD’s offerings. Volunteers also get great benefits like
discounts for upcoming RGD events (including DesignThinkers). As a
volunteer, you support other designers and participate in initiatives
that benefit the design community across Canada and beyond.
There are eight RGD Committees on the go, with various initiatives to
be worked on. If you see a missed opportunity that the RGD should
implement, why not suggest it and make a difference?

RGD'’s Project-based Mentorship Program is an eight-week program
aiming to assist emerging designers in filling gaps in their portfolios
with projects they haven’t had the opportunity to do in their school
curriculum or professional workplaces. Emerging designers develop
skills such as art directing, giving and receiving feedback and
rationale writing while working on a mock project (proposed by the
Certified RGD or the RGD). Projects are structured with a Certified
RGD acting as Creative Director, an Associate RGD/Jr. Affiliate
Member acting as Art Director and 1-2 Student RGDs acting as Junior/
Production Designers.

Join the RGD Slack to have quick access to ask questions, learn
about job opportunities, and connect with fellow RGD Members.
The workspace has dozens of channels you can join that cover
various topics.

Looking through the RGD’s Directory is a fantastic way to discover
RGD Members in your area. You can easily narrow your search to
Members in a particular city with a specific skill set or by filtering
Certified RGDs.

Visit the RGD website to see how
to meet designers and make the
best of a Membership.
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NetworkKing Tips and Strategies (cont)

Local Design Communities

Take some time to quickly search to see if there are any design-related
events in your area. You can also see if anyone in your design network has
any leads for you.

Outside of Design

Don’t limit your network to designers. A great way to meet new people
and find unconventional opportunities is through being social with your
hobbies. Find a knitting group and talk with the people sitting beside
you—maybe their company needs a new website. Join a local softball
league and make friends with someone in finance looking for a new
designer for their marketing team. Often, jobs not marketed properly to
designers are hidden in these communities where word of mouth can go
along way.

Reaching Out to Recruiters

A great way to get job postings to come to you rather than finding them
yourself is by contacting recruiting networks. Due to their marketing
strategies and reputation, these agencies often find jobs unavailable to
the public. When you enter their talent pool, you will get occasional emails
from one of their agents with new opportunities for which you can apply.
In many cases, these are large companies with big names, which can be
an excellent opportunity to get some impressive work for your portfolio.
Opportunities from recruiters are typically positions for intermediate
designers with 4 or more years of experience who have a portfolio of real-
world projects.

Keeping Track

Now that you know where to look, it’s time to keep track of your progress
and learn more about where you'd like to apply. With so many different
places where you may apply for jobs, keeping a record of where and when
you’ve applied for any job posting is important. This way, you can judge
when you might want to send a nudge email or how effective adding your
cover letter was to your application.

Tracking sent applications

We've designed the following list so that you can quickly tell where
you've applied, what position you've applied to, what you included in
your application and any other details you might need. Feel free to use
the simple version below or look at the full Application Tracker (which

includes a column for pasting the job description that you can refer back
to) available in the RGD Career Planning Workbook files folder.
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https://docs.google.com/spreadsheets/d/14-iqO9oE7nU_KqyfQ7_vU2KevvLlPZvTyG8KlPX2lsE/edit?usp=sharing
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Tracking sent applications (cont.)

JOoB
POSITION INCLUDED
EMPLOYER POSITION P(I):)i'l-'rIEIG LOCATION IN APPLICATION STATUS NOTES

[] Portfolio cv
[] Cover Letter [] References

[] Portfolio Jcv
[] Cover Letter [] References

[] Portfolio cv
[] Cover Letter [] References

[] Portfolio cv
[] Cover Letter [ ] References

[] Portfolio [Jcv
[] Cover Letter [] References

[] Portfolio []cv
[] Cover Letter [] References

[] Portfolio cv
[] Cover Letter [] References

[] Portfolio cv
[] Cover Letter [] References

[] Portfolio cv
[] Cover Letter [ ] References

[] Portfolio cv
[] Cover Letter [] References

[] Portfolio []cv
[] Cover Letter [] References

[] Portfolio Jcv
[] Cover Letter [] References

[] Portfolio cv
[] Cover Letter [] References

[] Portfolio cv
[] Cover Letter [ ] References

[] Portfolio cv
[] Cover Letter [] References
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Interview Preparation

So you've got an interview scheduled? Congratulations! This is a great
step towards starting a new and exciting career. What happens now?
Preparing for interviews involves a variety of essential considerations to
ensure you present yourself effectively and professionally. Whether you’re
participating in a virtual or in-person interview, it’s necessary to manage
your setup and environment—test your technology and background for
virtual interviews, dress appropriately and understand the logistics for
in-person ones.

Additionally, be ready for any sample tests or assessments that may be
required. Beyond the interview, understanding key elements of job offers,
such as salary negotiations, NDAs, non-compete clauses and the ability
to share your work publicly, is crucial for making informed decisions and
securing a role that aligns with your career goals. This section provides
you with best practices to successfully navigate your interview process.

How to research a company and role

If you haven’t done so already, now would be the best time to dive deeper
into your potential new workplace. Visit the company’s website and look
at their products, services, careers and about us pages (bonus points if
they have a section with team members and their bios). Note what you
like about the company and what questions you might have.

Let’s say the company mentions “learning opportunities” on their careers
page. Wouldn’t you like to know what those learning opportunities are?
Does it mean that the company hosts lunch and learns? Is there a co-
worker who will sit down with you and set goals? Does it mean you get
tickets to conferences throughout the year? Do they offer a membership
to a skill-building program? Write it down and bring it up in your interview
to get clarification and show the company that you are interested in who
they are and what they offer.

You can always branch out from the company’s site and learn more
about the people interviewing you. Chances are they have LinkedIn
profiles where you can learn more about their backgrounds. You might
even discover that you went to the same school and can bond over
shared experiences. You may also learn about the company from
employees and past interviewees on websites like GlassDoor. Make a note
of anything that jumps out at you and see if you can get some clarity
through the interview process.
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How to research a company and role (cont.,)

Lastly, it is always a great habit to copy the job posting to your files for
future reference if employers decide to take it down. A great place to
store this information is our Application Tracker, available in the RGD

Career Planning Workbook files folder. Before your interview, you should
review the role’s responsibilities again (since it might have been some
time since you applied) and think of specific projects you want to focus
on in your interview. If you know the company works a lot on automotive
design and you worked on a project with a similar topic, show them that
you know their audience. If the role mentions video editing as a bonus,
why not wow them with your video editing and motion animation skills?

Common Interview Questions for Designhers

The most nerve-wracking part of any interview, which also is the most
important part, is the questions. Knowing how to answer interview
questions and preparing in advance makes a massive difference in your
confidence level when talking with the hiring team at any company. When
it comes to design positions, many fundamental questions still apply;
however, other questions you should prepare for will consistently come
up in your interviews.

Below is a simplified version of our Interview Template that you can find
in the RGD Career Planning Workbook folder. We recommend you use

the digital version since you can easily duplicate the original clean version
for each interview you participate in. Continue building and adding to

the doc as you gain experience. You can expect three tabs in the Google
Sheets doc: Interview Questions, To Ask and Quick Checklist.

Interview Questions

You can find our pre-written, most commonly asked interview questions
here. We have organized the questions according to the type of question
and where it might come up in an interview. These questions range

from background questions such as “Can you tell us about yourself?”

to personality questions like “What is your greatest strength?” to design
questions such as “Explain your creative process” and many more. At

the bottom of each section, feel free to add questions you have been
asked throughout your interviewing journey to fine-tune answers to these
questions for the future.

Before you head into your next interview, make sure you go through

and answer the following questions. If you've already written down your
answers from a previous interview, consider if there are any revisions you
might want to make to your answers.
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SECTION 1| LOOKING FOR A JOB

Common Interview Questions for Desighers (cont)

BACKGROUND Find the complete list of
questions in the Interview
Can you tell me about yourself? Template.

You can also look in the RGD
Why did you leave your last position? Professional Handbook on pages
203 and 207 for more examples
of interview questions.
What are your salary expectations?

PERSONALITY

What are your strengths and weaknesses?

How do you deal with pressure or stressful situations?

PREVIOUS EMPLOYMENT

Can you tell me about a challenge or conflict you've faced at work
and how you dealt with it?

What programs do you use?

WORKING HERE

Tell us why you're the best applicant

DESIGN

Can you explain your creative process?

How do you incorporate feedback into designs?

SPECIFIC TO COMPANY

Add any questions the company might ask you that are unique to their
business. For example, Shopify loves online stores and if you're in an
interview with them, they might ask you about what kind of Shopify store
you might open if you could.
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Common Interview Questions for Desighers (cont)

To Ask

In the To Ask section, you can write down questions you want to ask the

company you are interviewing with. It is imperative to ask a few questions

at the end of the interview, as this is the best way to judge whether the
company is the right fit for YOU! Here, you can also clear up any doubts
about the company.

GENERAL
What is the hiring process like?

Is this a remote opportunity, in-person or hybrid?

Why are you looking for a new hire? Why did the person leave?

GROWTH

What formal or informal mentorship opportunities does
your company provide?

TEAM/PEOPLE/CULTURE

How would you describe your organization’s culture?

How does the company help its employees achieve work-life balance?

ROLE

What programs would this role use on a day-to-day basis?

What defines success in this role?
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Find the complete list of

p questions in the Interview
Template.
You can also look in the RGD
Professional Handbook on pages

203 and 207 for more examples
of interview questions.
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Common Interview Questions for Desighers (cont)

Checklist While a portfolio review is no
}) longer required for Associate
Take the time to write yourself a quick checklist of things you want to Membership, this article has

double-check or do before every interview. Do you have a playlist that advice for your job interviews:
Advice on portfolio reviews for

RGD Membership.

calms you that you want to remember to put on? Are you prone to
forgetting your laptop at home before an in-person interview? If you're
going into a virtual interview, have you downloaded the most up-to-date
video conferencing software? Make sure you are as prepared as you can be.

— ]

V' Rusise stotuions guestisns!!
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Presenting Your Portfolio in Interviews

that you won’t have wifi for?
Why not download our free
Portfolio Presentation file to
quickly present your designs
on the go!

Presenting in person @ Have an interview coming up

e  Make sure you have a reliable way to present your portfolio. Do you
have a local copy that does not rely on an internet connection?

¢  What are you going to wear? Always dress up at least one level of
formality higher than the dress code (if the workplace is casual, wear
business casual) to make a good impression.

© Use the business’s website to evaluate how employees dress,
if possible. You can also email the company and ask them
beforehand about their dress code. It is also a great way to show
initiative. If you still can’t figure it out, a go-to outfit would be a
blazer, nice pants and a button-down shirt.

© This Indeed article discusses how to ask about a company’s
dress code and provides some tips for how to dress during
interviews.

® Organize reliable transportation to the interview location so you
have enough time to settle and not feel rushed. Being late does not
leave a good impression.

Presenting virtually

®  Make sure your surroundings are optimal (lighting, microphone,
video, portfolio presentation tool, updated video conferencing
software, internet/phone connection, background)

* What are you going to wear? Always dress up at least one level of
formality higher than the dress code (if the workplace is casual, wear
business casual) to make a good impression.

© Use the business’s website to evaluate how employees dress, if
possible. You can always try emailing the company and ask them
beforehand what the dress code is. It is also a great way to show
initiative. If you still can’t figure it out, a blazer and a button- . For more tips on what

down shirt would be a go-to outfit. employers look for when
presenting your portfolio, go

to pages 25-26 of the RGD
Professional Handbook.

© This Indeed article discusses how to ask about a company’s
dress code and provides some tips for how to dress during
interviews.
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MocK Interview Practice

Practicing with others

The best way to practice interview questions is to identify a partner (a
friend, family member, teacher or anyone else willing to help) and role-
play an interview scenario where they take on the role of the interviewer
and ask you questions. They can use a list of questions you provide
them or they can ask you their questions so you feel comfortable in any
situation you are put in. When practising, ask your partner to read out a
question, listen to your answer and provide feedback after each question
has been answered. This way, you can use what you learned from the
previous question to improve your following answers.

To uplevel your practice session, try dressing up, walking into the room
and shaking hands. If the interview is held online, feel free to set up a
video call so that you can also test out your microphone, lighting and
internet connection.

Always be mindful of your posture when answering questions; the
more confident you appear, the more confidence your interviewer will
have in your abilities to perform the job’s duties. Remember, you have
an interview because this company believes and wants you to be an
excellent fit for the role.

Practising Solo

If you can’t find a person to help you practise, don’t worry; there are
many other ways to get practice. A simple way to practise interviews is

to record a video of yourself answering common interview questions. Try
to answer as you would in an interview, and when you’re done answering
the question, stop the recording and review it. It might be uncomfortable,
but this will help you course-correct if you seem nervous or answer
questions oddly.
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MocK Interview Practice (cont)

Practicing with Al Advice on portfolio reviews for
RGD Membership.
Another great way to practise your interview skills is using Al technologies

like ChatGPT or Pi.ai to simulate someone responding to your questions.
ChatGPT can ask you a few interview questions based on the position
you are applying for. Ensure you let ChatGPT know the job description
so it can ask you relevant questions more accurately. Once you've
provided an answer, go ahead and ask ChatGPT for any feedback it has
on your answer.

Example ChatGPT prompt:

e Can you help me answer some common interview questions? Send
me a question, and | will answer it. Then, | will ask you to suggest
ways to improve my answer. Can we do that?

If you don’t feel like typing out your answers, Pi.ai is another great Al tool
where you can talk out loud and have a natural conversation. The mobile
app allows you to speak out loud, while the desktop app allows you to
type out your answers. We recommend using the mobile app so you can
practise saying your answers out loud; this way, your interview experience
feels more natural.

Remember that in both cases, Al technologies are a work in progress and
cannot fully replicate the interview experience.
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SKill Testing Best Practices

Skill testing can be a tricky subject. The RGD has laid out policies and
resources to help you understand the difference between skill testing,
mock projects, and spec work. Review the RGD’s Spec Work Policy to

ensure that the testing you're being asked to perform is acceptable or if
it is unethical.

Fee Free Flee

The RGD created an interactive website called Fee, Free or Flee that can
help designers assess when it is acceptable to work for free and how to
respond when it's not. Follow the flow chart and answer each question
to judge whether the skill-testing portion of your job application is
acceptable. This tool helps you decide whether to work for FREE, charge
a FEE or save yourself some pain and FLEE - with suggestions for what
to say if you walk (or run) away. If you have further questions about
anything you are being asked to do as part of the hiring process, email

nospec@rgd.ca.

RGD Code of Ethics

The RGD Code of Ethics isa
Registered Graphic Designers (RGDs) adhere to the highest professional great resource to refer to if you
and ethical standards in their work with clients, employers and the feel that unethical practices

public. In collaboration with Design Professionals of Canada (DesCan) may be at play.

and Société des designers graphiques du Québec (SDGQ), RGD has
established a Code of Ethics that all Members must follow. The RGD’s
By-laws detail the procedures for addressing situations where a Member
may not have met their ethical obligations, providing guidance for clients,
employers, employees, students and the public.

31 THE RGD CAREER PLANNING WORKBOOK FOR DESIGNERS


https://rgd.ca/about/policies-positions/spec-work-policy
http://freefeeflee.ca/
mailto:nospec%40rgd.ca?subject=Is%20this%20spec%20work%20ethical?
https://rgd.ca/about/bylaws/code-of-ethics

SECTION 1| LOOKING FOR A JOB

Multiple Interviews

It’s not uncommon for people to go through multiple interviews during
the hiring process. Many candidates are asked to participate in several
rounds of interviews over an extended period. This can include initial
phone screenings, technical assessments and final in-person or video
interviews with various team members. While this process can be lengthy,
it allows employers to thoroughly evaluate your skills, compatibility with
the team and overall suitability for the role. Being prepared for multiple
interviews can help you demonstrate your consistency, dedication and
ability to handle the demands of the position.

Here are some best practices to navigate this process:

Stay Organized: Keep track of all interview dates, times and participants.
Use a calendar or a spreadsheet to note key details and ensure you are
prepared for each stage.

Research Thoroughly: Research the company and the specific role before
each interview. Understanding the company’s values, culture and recent
developments can help tailor your responses and show genuine interest.

Prepare for Common Questions: Practise answering common interview

questions and be ready to discuss your experience, skills and why you'’re a
good fit for the role.

Tailor Your Responses: Customize your answers to highlight how your
skills and experiences align with the specific requirements of the job and
the expectations of each interviewer.

Ask Questions: Prepare thoughtful questions for each interviewer
to demonstrate your interest in the role and to gain insights into the
company and team dynamics.

Reflect and Improve: After each interview, take notes of what went well
and areas for improvement. Use this feedback to refine your approach for
subsequent interviews.

Stay Positive and Patient: Multiple interviews can be demanding, but
maintaining a positive attitude and being patient with the process can
leave a lasting impression on potential employers.

Follow-up: Send a thank-you note after each interview to express your

appreciation and reiterate your interest in the position.
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Follow-Up Strategies

Post Interview Reminders

After your interview, follow up within two days to thank the interviewer
for the opportunity. If there were any questions you tripped up on in the
interview, a written email is the perfect place to go back and revisit an
answer to a question that was asked. If you need to, keep your revisions
to a single question.

If you don’t hear back after one to two weeks, email the company and
remind them that you are still interested in the position. You can always
guide them to a project you didn’t show during your interview that you
think they would benefit from seeing so you can keep them interested in
your work.

Rejection Responses

If the company decides to pursue another candidate, that doesn’t mean
they won’t consider you in the future, so politely email them thanking
them for the opportunity. You can ask them if they have any feedback on
how you might improve your chances for future applications. They aren’t
required to give you feedback, but it never hurts to ask and you may learn
something valuable.

The Special Thank You Nudge

Another tactic you may take, if there’s a particular company you’'d like to
work for, is to send them customized notes down the road, like “thank
you,” “I'm still thinking about you” or even congratulations when they
publish an accomplishment to social media or their website. You can
send these messages through email, connecting with them on social
media or by post mail.

Consider sending messages at Thanksgiving, the winter holidays, New
Year’s or maybe the beginning of summer, thanking these companies for
participating in your journey over the last year. Mentioning specific people
you interacted with by name is important and helps your message stand
out. Be sure to use these gentle nudges to tell the company you are still
considering them but not as part of a request for an interview.

This approach ensures that when they do have an opening, you are a
recognizable name in their applicant pool or someone they reach out

to directly. You don’t want to be too aggressive to the point where they
block all your incoming messages; you just want to remind them of your
interest and respect for what they do.
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Negotiations & Compensation

You may be asked what your compensation expectations are at the end
of an interview. It is vital that you’ve done your research and you know
your worth. Confidently give the range you would feel comfortable with.
If you struggle to find an appropriate range for your skill level and areas
of expertise, refer to the RGD’s Creative Earners Survey. Research the

company and see their internal rates using sources like GlassDoor.

In some cases, the topic of compensation is never brought up. While
this isn’t ideal, you can still make the most of the situation with the
following tips.

When you receive a verbal offer

First of all, congratulations! This is a moment to be celebrated.

Thank them for the offer, but do not accept the offer immediately. Let

them know you are thrilled they want you to join their team. Ask them to
send you a written offer that you can review. Once you receive the written
offer, proceed to the next section.

When you receive a written offer

Thank the person sending you the offer and let them know that you want
to take some time to look it over. Read through every line of the offer
carefully and make a note of anything you might want to change. If you
aren’t sure, consider getting a friend, family member or lawyer to review
the offer.

Here are some things you can look out for:

® |s the salary lower than you expected? Ask if they will increase the
salary and give solid reasoning as to why. Examples: You are skilled in
video editing and the position mentions video editing as preferred
but not required. The position aligns with your skills in marketing
to Gen Z, as you have worked for a similar company before, so you
are familiar with their target audience. If the disparity between the
offered and your desired salary is small enough, ask if they are flexible.
They may not be willing to provide a higher wage but might offer a
signing bonus instead.

® Does the schedule clash with your availability? See if they can offer
you some flexibility in working location (remote vs. in-person) or
working hours (alternatives to 9-5 or working a 4-day work week with
longer hours).

¢ Did the job title change? Ensure it isn’t a mistake; don’t hesitate to
ask if it can be changed. If you have more experience than a Junior
Designer, ask if they are willing to drop the word “Junior” and use the
title Designer.
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Negotiations & Compensation (cont)

® Probationary period. There is a period at the beginning of your new
employment (usually three months) when you are ineligible to receive
benefits (health, dental, skill-building, etc.). In many cases, this period
is non-negotiable. Just make sure you read through it to understand
what you might have access to in the future and what you have to
look forward to. Make a note of when the probationary period is over
so that you can follow up on any benefits you are entitled to when
the time comes.

e An NDA, or Non-Disclosure Agreement, is a legal contract between
two or more parties that outlines the confidential material,
knowledge or information that the parties wish to share for specific
purposes but wish to restrict from wider use or dissemination. NDAs
protect sensitive information in business transactions, employment
agreements and partnerships, ensuring that the parties involved do
not disclose proprietary or confidential information to third parties.
An NDA can limit what you can share about your work and knowledge
in future roles, potentially restricting your ability to use specific skills
or information. Read through the NDA clauses and make sure you
understand what you are agreeing to. You don’t want to put up future
work on your portfolio only to be sued because your employer does
not allow work to be shared.

e Look through any Non-Compete clauses. These explain how long
after leaving this position, you cannot work for one of their clients or,
in some cases, competitors.

Once you have a clear list of what you want updated in the offer, if

there is anything to update, respond with a polite email explaining what
you would like updated and your reasons for this. They may meet your
requests or not or they may be willing to meet you in the middle and offer
a compromise. Ultimately, it is your decision what you are comfortable
with. You can say yes and sign the documents or you can say no and walk
away. The decision is yours.
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Notes
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SECTION 2 | STARTING A NEW JOB

Congrats on starting a new job! This is the first step towards
building, or continuing a fulfilling and successful career. This
section aims to get you settled and prepared by providing
essential insights and tools to help you step into your new
role with a strong footing. From a checklist for your first day
to tips for navigating workplace dynamics, this chapter will
help ensure you approach this step on your career journey
with confidence and clarity.

The PDF template and digital
files for this section can be

found in the ‘02 - Starting a
New Job’ Google Drive folder.
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Onboarding &
First Impressions

Preparing for Your First Day

Starting a new role is exciting, but there’s also a lot to get ready for! Here’s
a checklist to ensure you’re prepared and feel at ease from day one.

Questions to Ask HR

Before your first day, connect with HR to clarify essential details about
your employment and benefits. Here are some helpful questions:

e Pay Deductions and Benefits: Confirm pay cycle details and
understand deductions for taxes, retirement contributions,
healthcare and other benefits. If your employer offers retirement
matching, insurance coverage or other perks, find out how and when
you can take advantage of these.

¢  Onboarding and Training Materials: Ask if there are any training modules,
handbooks or materials you should review before your first day.

e Office Policies: Confirm policies on working hours, dress code, hybrid
or remote schedules and other workplace guidelines.

e  Other Resources Available: Find out about mentorship programs,
professional development funds or wellness resources available to you.

Virtual Setup

For a remote or hybrid role, you'll want to set up your digital tools in
advance. Make sure you’re added to or have the following:

¢ Communication Tools: Confirm your access to email (e.g., Outlook,
G Suite) and video platforms like Zoom or Teams. Get comfortable
navigating these, as well as the company’s preferred communication
channels (e.g., Slack, Microsoft Teams).

e Design Programs: Verify that you have access to essential design
software, such as Adobe Suite, Figma, or Blender, and ensure any
project files, templates, or style guides are accessible. If additional tools
are required, ask if there’s an onboarding tutorial available for them.
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Preparing for Your First Day (cont)

In-Person Preparation

For in-office roles, it’s helpful to familiarize yourself with the physical
space and team structure:

e Office Layout: Take a tour on your first day to locate essentials like
workspaces, meeting rooms, and common areas.

® Meet Colleagues: Try to connect names and faces by matching your
co-workers to their profiles on Slack or Teams. Introduce yourself to
your team and get acquainted with how everyone’s roles interact.

® Org Chart: If available, review the company’s organizational chart to
understand the team structure and reporting lines, especially if you're
with a larger employer. Knowing who to go to for what will make your
work smoother.
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Understanding Company Culture

Getting a sense of your new company’s culture will help you feel more at
home and can open doors for meaningful connections. Here’s how to dive
in and embrace the culture, whether you're in-person or virtual:

Activities to Meet Co-Workers

Engaging with colleagues early on will help you integrate and understand
the dynamics of your team:

® Regular Team Meetings: Attend all team meetings, department
check-ins, or cross-functional gatherings where you can interact with
co-workers and learn how teams collaborate. Be observant of how
people communicate and what norms or expectations exist.

® Social Events: Many companies host regular social events, such as
team lunches, coffee chats, or after-work gatherings. These are great
for informal conversations and getting to know others outside of work.
If you’re remote, look out for virtual coffee breaks or happy hours.

* |nterest-Based Groups: Some workplaces offer clubs or interest
groups (e.g., book clubs, DEI committees, workout challenges, or
gaming sessions). These are excellent ways to bond with co-workers
over shared hobbies and interests.

Virtual Meeting Etiquette

Understanding the norms around virtual meetings is key for remote roles:

e Camera On/Off Policies: Ask if there’s a standard expectation
regarding camera usage. Some meetings might require “cameras on”
for engagement, while others might be more relaxed. Respect the
culture, but if in doubt, default to having your camera on, especially in
introductory or team meetings.

e Backgrounds and Virtual Presence: If cameras are on, consider a
professional background or virtual background if needed. Some
workplaces encourage casual settings, while others may prefer more
formal backdrops.
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Understanding Company Culture (cont)

Getting Involved in Committees or Initiatives

Many companies have committees and initiatives that are great for
personal development and building connections:

¢ Employee Resource Groups (ERGs): ERGs often focus on supporting
specific communities within the workplace (e.g., DEl committee,
women in tech, BIPOC groups, LGBTQ+ support). Joining these can
help you meet others with shared values and work on initiatives that
promote inclusivity.

¢ Volunteer and Outreach Programs: Companies sometimes support
charitable initiatives or local volunteering opportunities. Volunteering
as a group is an excellent way to connect with co-workers while
making a positive impact.

® Wellness and Development Programs: Look into any wellness or

development committees you can join. Some companies host mental

health days, stress management workshops, or fitness challenges.
Participating in these can benefit your well-being and integrate you
into the company culture.

Observing and participating in the culture from the start will give you a

solid foundation, help you build connections, and enable you to make the

most of your new role.
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Setting Up Your Workspace

Creating a comfortable and efficient workspace is key to staying
productive and focused. Here’s what to consider as you prepare your work
area and software setup:

Desk Setup

® Computer: Use the company-provided laptop or set up a dedicated
work profile on your personal computer if using your own device. If
you like extra screen space, a secondary monitor can be helpful.

® Ergonomics: A comfortable, ergonomic chair and desk setup can
make a big difference in maintaining good posture and reducing
fatigue. If possible, adjust your chair, desk, and monitor height to
support healthy alignment.

® Personal Items: If allowed, bring a few personal items to brighten up
your workspace—a small plant, favourite photo, or decor piece can
create a dopamine-boosting aesthetic, adding a touch of joy and
comfort to your day.

®  Water & Snacks: Keeping water and snacks within reach can help you
stay energized and hydrated throughout the day.

* Note-Taking Tools: Whether digital or physical, have a way to jot down
notes during meetings. A notebook or sticky notes can be convenient,
especially when screen-sharing, as it allows you to take quick notes
without switching screens.

® Focus Items: If background noise is a distraction, consider earplugs,
noise-canceling headphones, or playing focus music.
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Setting Up Your Workspace (cont)

Software and Programs

e Design Programs: Ensure you have access to the design software
required for your role and that all programs are up-to-date. It’s a good
idea to organize frequently used files or templates to streamline your
workflow.

¢ Time-Tracking Program: Keeping track of time spent on projects
can simplify timesheet entries. Try tools like Toggl Track, Harvest, or
Clockify. Alternatively, use your calendar app for tracking time directly.

® Project Management Apps: Familiarize yourself with project
management tools used by your team. These tools help keep tasks
organized and deadlines visible.

®  Font Manager: If your work involves multiple fonts, a font manager
can help organize your library. Options include Font Book, Typeface or
Fontbase for easy access to different typefaces.

¢ Tasks & Reminders: For smaller tasks, setting reminders can help you
stay organized. If your team uses Slack, the “remind me about this
later” feature or Slack’s list feature can keep you on track with quick
to-do lists.

® Inspiration Board: Collecting inspiration can keep your creativity
flowing. Use apps to save design ideas, or create an inspiration board
a tool you already use.

e General Office Tools: Equip yourself with tools for smooth daily
operations, such as for editing, for managing passwords manager to
securely store logins, orand cloud storage for easy access to files.

Working from Home

If you're working remotely, designate a separate workspace or home
office to help maintain boundaries between professional and personal
life. A dedicated area, even a small one, can improve focus during work
hours and make it easier to “leave” work at the end of the day.

Setting up your workspace thoughtfully will help you feel comfortable and
ready to dive into your projects, making your workday flow smoothly from
the start.
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Meeting Your Team and Key Stakeholders

Getting to know your team and understanding each person’s role will give
you clarity on how to collaborate effectively and whom to reach out to
for specific needs. Here’s a breakdown of key roles that often work closely
with designers, and how they may interact with your work:

* Project Manager (PM): PMs are the organizational anchors of a
project. They coordinate timelines, budgets, and task assignments,
ensuring everything runs smoothly. As a designer, you’ll work closely
with PMs to track deadlines, understand project scope, and address
any roadblocks that could impact your workflow. They’re your go-to
for scheduling and operational questions.

® Account Manager: Account Managers act as the bridge between the
client and your team, handling client communications and managing
expectations. They’ll inform you of client goals, project deliverables,
and feedback. While they don’t direct the creative process, they’ll
help ensure that your designs align with the client’s vision and needs.

e  Copywriter: Copywriters create the written content that
complements your designs. Collaborating with copywriters can
ensure that visuals and text work together cohesively. They may
provide input on space needed for text or adapt copy to fit your
layouts, so keeping open communication is essential to creating
cohesive content.

® Producer: Producers oversee the production aspects of a project,
which might involve managing media, coordinating resources, or
arranging photoshoots. They’re integral to larger campaigns where
various assets and media types need to come together. As a designer,
you might interact with producers for specs, asset preparation, or
final production needs.

® Manager/Director: Your manager or creative director provides overall
guidance on your work, sets design standards, and offers feedback
on projects. They may also represent the creative team in higher-level
meetings. Regular check-ins with your manager will help you stay
aligned with both project goals and broader team expectations.

e  Other Designers or Art Directors: If you're part of a larger design
team, collaborating with fellow designers or art directors will help
keep projects consistent and cohesive. They can provide insights,
feedback, and additional creative support. These team members can
be invaluable sounding boards for brainstorming and problem-solving.

By learning each person’s role and how they interact with you, you'll
better understand the workflow and navigate team dynamics more
effectively. Regular communication and proactive engagement with each
stakeholder will make your transition smoother and contribute to your
team’s success.
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Understanding Your Role

Reviewing Job Responsibilities and Expectations

Clarifying your role’s responsibilities and expectations early on is essential
for aligning with your team and understanding how to prioritize your work
effectively. Here are some steps to get a clear picture of what'’s expected:

® Review Your Job Description and Role Outline: Look closely at the key
duties, deliverables and skills. This can give you a framework for daily
responsibilities and overall goals. Understanding how your role fits
into the larger team and company goals will help you see how your
contributions drive impact.

¢ Clarify Immediate and Long-Term Goals: Talk with your manager to
identify both short-term and long-term expectations. This might
include specific projects, design milestones or skills to develop over
time. Knowing the timeline of these goals will help you prioritize tasks
and approach your workload with a clear roadmap.

¢ Establish Key Performance Indicators (KPIs): Many roles have
measurable goals, such as KPIs or OKRs (Objectives and Key Results),
to help track performance. Discuss these with your manager so
you know what success looks like and where to focus your efforts.
Examples might include completing projects within a set timeline,
achieving specific design outcomes or contributing to client
satisfaction metrics.

¢ Understand Team and Client Expectations: In addition to internal
goals, you'll likely have client or team expectations to meet. Get clear
on how often updates or check-ins are expected and what feedback
loops will look like. Understanding these expectations can help you
proactively meet deadlines and make necessary adjustments before
project milestones.

e Learn About Opportunities for Growth: Many organizations
encourage continuous learning and skill-building. Ask your manager
if there are specific skills they recommend you focus on or resources
available for your professional growth. This could include software
training, design workshops or mentorship opportunities.

e Askfor Regular Check-ins: Regular check-ins with your manager or
team lead can keep you on track and offer feedback on your progress.
These meetings provide a chance to discuss any uncertainties, adjust
goals as needed and ensure your responsibilities remain aligned with
team expectations.

By reviewing and clarifying your responsibilities and expectations, you'll
gain confidence in your role, allowing you to make impactful contributions
right from the start.
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Establishing Clear Communication with
Your Manager (or with Your Team)

Open and clear communication with your manager and team sets the
foundation for a collaborative and productive work environment. Here
are some guidelines to ensure effective communication and establish
boundaries:

e Set Expectations Early: During your initial meetings, discuss how you
prefer to communicate—whether that’s through email, messaging
platforms or scheduled check-ins. Aligning on the frequency and
format of updates will help everyone stay informed and avoid
misunderstandings. If you have any specific working preferences,
such as needing uninterrupted time for creative tasks, let your
manager and team know early on.

e Share Progress Regularly: Providing regular updates on your projects
can build trust and keep your team informed. Brief weekly check-ins
or providing project summaries by email work well for most teams
and help address issues before they become blockers. These updates
give your manager visibility into your work and ensure you're aligned
on priorities.

* How to Say No and Set Boundaries: Setting boundaries is crucial
to maintaining a balanced workload and avoiding burnout. If you're
overloaded or believe a task doesn’t align with your priorities,
approach the conversation professionally:

©  Acknowledge the Request: Thank the person for considering you
for the task or project.

©  Express Limitations Honestly: Politely explain that your current
workload prevents you from taking on additional work without
sacrificing quality.

©  Offer Solutions: If possible, suggest alternative timelines or
resources, such as another team member who may have
availability. You can also offer to revisit the request once other
priorities are complete.

For example, you could say: “| appreciate your trust in me to handle
this project. Right now, my focus is on [current priority], and taking on
additional work may impact my ability to meet deadlines. Could we
look at reprioritizing tasks or finding another team member to assist?”
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Establishing Clear Communication with
Your Manager (or with Your Team) (cont)

e Ask for Feedback: Regular feedback is invaluable for growth.
Proactively ask for feedback from your manager or peers after
completing significant projects or milestones. Constructive feedback
helps you improve your skills, understand expectations better and
shows your commitment to development.

®  Clarify Project Priorities and Deadlines: When new tasks are
assigned, confirm priorities and deadlines to ensure they align with
your existing workload. This helps prevent last-minute rushes and
allows you to manage your time effectively. If priorities change, keep
the team informed so everyone understands your current focus.

By establishing clear communication channels, setting respectful
boundaries and actively seeking feedback, you'll build stronger, more
collaborative relationships with your manager and team while maintaining
a healthy balance.
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Setting Initial Goals and Milestones

Setting clear goals and milestones at the beginning of your new role will

help you stay focused, motivated and aligned with your team’s objectives.

Here are some ideas to consider when establishing your initial goals:

Goal Setting Framework: 30/60/90

The 30/60/90-day plan is an effective way to structure your goals during

your first few months. This framework breaks down your goals into three

time periods:

30 Days: Focus on onboarding, understanding company culture and
learning processes. Goals might include completing training sessions,
familiarizing yourself with team members and gaining access to
necessary tools and software.

60 Days: Begin to take on responsibilities and contribute to projects.
Set goals around completing specific design tasks, presenting ideas
to your team or getting involved in team initiatives.

90 Days: Aim for a deeper level of contribution. Goals could include
leading a project, collaborating with cross-functional teams or
refining your design processes. Consider how you'll achieve these
goals, such as taking advantage of training resources or seeking
mentorship from colleagues.

Identify Desired Projects and Learning Opportunities

Reflect on the projects you're excited about and align them with your

career goals. Consider what skills or knowledge you want to develop and

identify relevant courses or training. For ongoing learning, refer to the

upcoming Skill Gap & Training Opportunities section to find resources that

can support your development.

Setting Goals with Your Manager

Discuss your goals with your manager to ensure they align with team

objectives and organizational priorities. Use these conversations to

set clear expectations around performance metrics and year-end

reviews, which may impact pay raises and professional development

opportunities.
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Setting Goals and Milestones (cont.)

51

30 DAY GOALS

Focus on onboarding, understanding company
culture and learning processes. Goals

might include completing training sessions,
familiarizing yourself with team members and
gaining access to necessary tools and software.

60 DAY GOALS

Begin to take on responsibilities and contribute
to projects. Set goals around completing
specific design tasks, presenting ideas to your
team or getting involved in team initiatives.

90 DAY GOALS

Aim for a deeper level of contribution. Goals
could include leading a project, collaborating
with cross-functional teams or refining your
design processes. Consider how you’ll achieve
these goals, such as taking advantage of
training resources or seeking mentorship from
colleagues.
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Understanding Project Workflows and Tools

Understanding your employer’s project workflows and the tools used
to manage them is essential for efficient collaboration and successful
project execution. Here are key elements to consider:

Time Tracking and Project Management

¢ Time Entries: Familiarize yourself with how your employer tracks time
for project work. This may involve specific software or tools that allow
you to log hours worked on different tasks. Make sure you understand
the expectations around time entry, such as how often you need to
update it and the level of detail required.

® File Naming Structure: Check if there is a standard file naming
convention in place for project-related documents. Adhering to a
consistent naming structure helps keep files organized and easily
accessible for you and your team.

® Project Timelines: Understand what typical timelines look like for
various projects. Knowing the standard duration for different phases
of a project will help you manage your time effectively and set
realistic expectations for deliverables.

Communication and Feedback

Identify key stakeholders and team members you should reach out to
for feedback and gut checks throughout the project lifecycle. Regularly
engaging with these individuals can help you stay aligned with project
goals and expectations and ensure you're on track with your deliverables.
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Understanding Project Workflows and Tools (cont)

Project Notes Template

To keep all your project-related information organized, utilize a template

designed for tracking notes. This should include:

Deliverables: A list of all deliverables associated with the project,
along with their due dates.

Timelines: An overview of the project timeline, including key
milestones and deadlines.

File References: Names of relevant files and their locations
for easy retrieval.

Meeting Notes: Space for recording key points from meetings,
including action items and decisions made.

Your Contributions: A dedicated section for you to document what
you worked on during the project. This is especially useful for future
reference, such as when preparing for performance reviews, as it

allows you to clearly articulate your contributions and achievements.

By understanding your employer’s project workflows and maintaining

organized documentation, you’ll enhance your efficiency and

communication, leading to successful project outcomes and smoother

collaborations with your team.

53

THE RGD CAREER PLANNING WORKBOOK FOR DESIGNERS



SECTION 2 | STARTING A NEW JOB

Project Notes Template (cont.)

MEETING NOTES Date: NEXT STEPS DUE

REFERENCES

EMAIL THREADS

ACCOMPLISHED
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Building Relationships

Effective Communication with Colleagues

Building strong relationships with your colleagues is essential for a
collaborative work environment. Effective communication not only
enhances teamwork but also fosters a positive workplace culture. Here
are key strategies to ensure clear and constructive communication with
your peers:

e Active Listening: Engage in active listening by giving your full
attention to the speaker and showing genuine interest in their ideas
and concerns. Nod, maintain eye contact and ask clarifying questions
to demonstrate that you value their input. This practice encourages
open dialogue and mutual respect among team members.

¢ Clear and Concise Messaging: \When communicating, whether in
person, via email or through messaging platforms, aim for clarity
and brevity. Use straightforward language and avoid jargon that may
confuse your audience. If discussing complex topics, break them
down into manageable parts to ensure everyone understands the
message.

e Utilizing the Right Channels: Choose the appropriate communication
channels based on the context of your message and your team’s
preferred mode of communication. For quick questions or updates,
instant messaging platforms like Slack or Teams can be effective.

For longer-form questions or reports, email is typically best. For
more detailed discussions or sensitive topics, opt for face-to-face
meetings or video calls. Knowing when to escalate communication
will foster a more productive workflow.

® Providing Constructive Feedback: When giving feedback, focus
on being constructive and specific. Highlight what was done well,
followed by areas for improvement, and offer actionable suggestions.
This balanced approach not only helps your colleagues grow but also
strengthens your professional relationships. Remember to be open to
receiving feedback yourself; it's a two-way street.

¢ Regular Check-Ins and Updates: Establish a routine for regular check-
ins with your colleagues, whether through one-on-one meetings,
team huddles or project updates. These sessions allow for the
sharing of progress, addressing challenges and celebrating successes.
Consistent communication fosters collaboration and keeps everyone
aligned with project goals.
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Effective Communication with Colleagues (cont)

e  Cultural Sensitivity and Inclusivity: Be mindful of cultural differences
and varying communication styles among your colleagues. Approach
conversations with respect and an open mind and strive to create an
inclusive environment where everyone feels comfortable sharing their
ideas and perspectives. This not only enhances team dynamics but
also drives innovation.

® Using Collaborative Tools: Leverage collaboration tools and platforms
to streamline communication and project management. These
tools can enhance transparency, making it easier for everyone to
stay informed about project statuses, deadlines and individual
responsibilities.

By prioritizing effective commmunication with your colleagues, you can
foster a supportive and collaborative work environment that enhances
productivity and innovation, ultimately contributing to your success in
your new role.
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Navigating Office Politics

Understanding and navigating office politics is a crucial skill that can
significantly impact your career progression and workplace satisfaction.
While it may seem daunting, approaching office dynamics with
awareness and tact can help you build strong relationships and enhance
your professional reputation. Here are strategies to help you navigate
office politics effectively:

® Observe and Understand the Dynamics: Take the time to observe
interactions among your colleagues and the overall culture of the
organization. Identify key influencers and decision-makers, as well
as the formal and informal hierarchies at play. Understanding the
dynamics will enable you to navigate relationships more effectively
and anticipate potential challenges.

¢ Build Connections: Cultivating positive relationships with colleagues
across different teams and levels can create a network of support.
Seek out opportunities to collaborate on projects, attend social
gatherings or participate in cross-functional teams. Building alliances
will not only enhance your visibility but also provide you with valuable
insights and support when needed.

® Practice Transparency and Honesty: Being transparent in your
communication fosters trust and credibility. Share information
openly, acknowledge your mistakes and be honest about your
intentions. Colleagues are more likely to support you if they feel
you are genuine and trustworthy. This practice helps you avoid
misunderstandings and strengthens your professional reputation.

® Stay Professional and Positive: Regardless of the office politics you
may encounter, maintain a professional demeanour. Avoid gossip,
negativity or taking sides in conflicts. Instead, focus on constructive
conversations and positive contributions to the workplace. Your
ability to remain composed during challenging situations will reflect
positively on you and enhance your standing among your peers.

¢ Manage Conflicts Diplomatically: When conflicts arise, address them
calmly and respectfully. Use active listening to understand differing
viewpoints and seek common ground. Approach conversations with
empathy and a solution-oriented mindset. If needed, involve a neutral
third party to mediate discussions. Navigating conflicts diplomatically
can prevent escalation and foster a collaborative atmosphere.
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Navigating Office Politics (cont)

By understanding and effectively navigating office politics, you can build

Seek Feedback and Mentorship: Engage with mentors or trusted
colleagues who can provide guidance on navigating office politics.
Their insights can help you understand the nuances of your
workplace culture and offer strategies for managing relationships
effectively. Regular feedback can also help you refine your approach
and build stronger connections with others.

Focus on Your Work and Achievements: While it's important to
navigate office dynamics, prioritize your work and contributions.
Deliver high-quality results consistently, and ensure that your
accomplishments are recognized. When you establish a reputation
for excellence, it can bolster your standing and make navigating
politics easier.

Be Aware of Ethical Boundaries: As you navigate office politics,
maintain your integrity by being mindful of ethical boundaries.
Avoid engaging in manipulative behaviours or compromising your
values for the sake of political gain. Upholding ethical standards not
only enhances your credibility but also contributes to a healthier
workplace culture.

meaningful relationships, enhance your professional reputation and

create a more positive and productive work environment. Your ability

to manage these dynamics will ultimately contribute to your long-term

success and satisfaction in your role.
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Finding a Mentor

Having a mentor in the workplace can be invaluable for your professional
growth and development. A mentor is typically a more experienced
individual who can offer guidance, support and insights that can help you
navigate your career path. Here are key strategies for finding and building
a mentoring relationship:

¢ |dentify Potential Mentors: Look for senior colleagues within your
organization who possess the expertise and experience you admire.
Consider individuals outside your immediate team or department, as
they may offer fresh perspectives and diverse insights. Pay attention
to those who have a track record of success and are approachable
and open to sharing their knowledge.

e Seek Out Mutual Interests: When considering potential mentors,
think about shared interests or common goals. A mentor who
understands your aspirations and aligns with your values will be
more effective in guiding you. Look for opportunities to engage with
these individuals, whether through team projects, company events or
informal gatherings.

® Approach with Intent: Once you’ve identified a potential mentor,
reach out with a clear intention. Craft a thoughtful message
expressing your admiration for their work and your desire to learn
from them. Be specific about what you hope to gain from the
relationship and suggest an informal coffee chat or meeting to
discuss it further. This approach shows respect for their time and
expertise.

® Set Clear Expectations: Once your mentoring relationship is
established, it's important to set clear expectations. Discuss how
often you’d like to meet, the preferred mode of communication, and
the topics you'd like to focus on. This clarity will help both of you
stay aligned and ensure the relationship remains productive and
beneficial.

®* Be Open to Feedback: A mentor’s role is to provide guidance, which
may include constructive criticism. Approach feedback with an open
mind and willingness to learn. Understand that feedback is a tool for
growth, and be proactive in seeking it out. This openness will foster a
deeper connection and enhance your development.

® Show Appreciation: Acknowledge your mentor’s time and
contributions by expressing gratitude for their guidance. Share how
their advice has positively impacted your work or career trajectory.
Recognizing their support strengthens the relationship and
encourages ongoing mentorship.
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Finding a Mentor (cont.)

* Be a Mentee Who Takes Initiative: Demonstrate your commitment to
the mentoring relationship by taking initiative. Prepare for meetings
by bringing questions, discussing challenges you're facing, and
sharing updates on your progress. This proactive approach shows
your mentor that you value their time and are eager to grow.

® Consider a Two-Way Relationship: \While mentors are typically more
experienced, mentorship can also be a two-way street. Share your
own insights, skills, and perspectives that may benefit your mentor.
Engaging in mutual exchanges can deepen the connection and foster
a richer mentoring experience.

¢ Expand Your Mentorship Network: While having a primary mentor is
beneficial, consider seeking additional mentors or advisors over time.
Each mentor can offer unique insights based on their experiences
and expertise. Expanding your network will provide you with a well-
rounded support system as you navigate your career.

Finding a mentor can greatly enhance your professional journey, offering
guidance, insights, and encouragement. By actively seeking out and
nurturing these relationships, you'll position yourself for growth and
success in your career.
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Contributing to Team Meetings and Discussions

Active participation in team meetings and discussions is essential

for building relationships and demonstrating your value within the
organization. Engaging effectively not only enhances collaboration but
also helps you establish a strong presence among your colleagues. Here
are some strategies to contribute meaningfully:

® Prepare Ahead of Time: Before meetings, take time to review the
agenda and any relevant materials. Familiarize yourself with the
topics to be discussed and prepare any questions or comments you
may have. This preparation shows respect for your colleagues’ time
and enables you to contribute thoughtfully to the conversation.

e Listen Actively: Active listening is crucial for effective
communication. Pay attention to your colleagues’ points and
acknowledge their contributions. By demonstrating that you value
others’ perspectives, you create a collaborative atmosphere and
encourage open dialogue. Responding with follow-up questions or
summarizing key points can further enhance engagement.

® Share Your Ideas and Insights: Don’t hesitate to share your thoughts,
ideas and insights during discussions. Contributing your unique
perspective can spark creativity and innovation within the team.
Frame your contributions clearly and concisely, and don’t be afraid
to respectfully question the status quo when appropriate, as this can
lead to valuable discussions.

® Encourage Others to Contribute: Create an inclusive environment by
encouraging quieter team members to share their thoughts. Asking
open-ended questions or inviting specific individuals to weigh in can
help ensure everyone has a voice in the conversation. This approach
not only strengthens team dynamics but also fosters a sense of
belonging among all members.

e Stay Solution-Oriented: When discussing challenges or obstacles,
try to propose solutions rather than focusing solely on highlighting
problems. A solution-oriented mindset can inspire confidence among
your colleagues and demonstrate your commitment to the team’s
success. Sharing potential strategies or resources can contribute to
productive problem-solving discussions.

¢ Be Mindful of Body Language: Non-verbal communication plays a
significant role in how your contributions are perceived. Maintain
eye contact, use open body language and be mindful of your facial
expressions during discussions. Positive body language conveys
engagement and enthusiasm, encouraging others to connect with
your ideas.
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Contributing to Team Meetings
and Discussions (cont)

Follow-Up After Meetings: After meetings, consider sending a follow-
up message summarizing key points, action items or additional
thoughts if nobody else is already designated with this task. This

not only reinforces your contributions but also demonstrates your
commitment to the team’s objectives. It provides an opportunity for
clarification and ensures everyone is aligned on the next steps. If no
one is designated to take notes, offer to do so and share them after
the meeting.

Reflect on Feedback: Pay attention to feedback received during
discussions and consider how you can improve your contributions in
future meetings. Reflecting on how your ideas are received can help
you adapt your approach and foster more productive interactions
with colleagues.

Cultivate Relationships Beyond Meetings: Take the initiative to
connect with colleagues outside of formal meetings. Engaging in
casual conversations or scheduling one-on-one catch-ups can
deepen relationships and enhance collaboration but be mindful of
people’s time. Find appropriate moments to foster relationships.
These interactions can lead to a greater understanding of your
colleagues’ strengths and perspectives.

By actively contributing to team meetings and discussions, you not

only enhance your visibility but also strengthen your relationships with

colleagues. A collaborative and engaged approach fosters a positive team

culture and positions you as a valuable contributor to the organization’s

success.

62

THE RGD CAREER PLANNING WORKBOOK FOR DESIGNERS



SECTION 2 | STARTING A NEW JOB

Continuous Learning
& Development

Discuss your professional development goals with your manager,
including opportunities available through the RGD, such as free webinars,
access to the video archive, and discounts on external courses. Ask about
employer support for covering your RGD membership, allocating time for
learning, or participating in volunteer opportunities.

Identifying SKills Gaps & Training Opportunities

Recognizing your skills gaps and actively seeking training opportunities is
crucial for your continuous growth as a designer. By taking the initiative
to enhance your skills, you position yourself for greater success and
adaptability in your role. Here are some strategies to help you identify
areas for improvement and discover relevant training:

¢ Self-Assessment of Skills: Start by conducting a self-assessment
of your current skills. Reflect on the competencies required for your
role and identify areas where you feel less confident. Consider both
technical skills, such as proficiency in specific software, and soft skills,
such as communication and collaboration. This process will help you
pinpoint where you need further development.

e Set Clear Learning Objectives: Once you've identified your skills gaps,
set clear learning objectives. Determine what specific programs,
courses or projects you want to pursue to address these gaps. For
instance, if you want to improve your proficiency in Adobe After
Effects, you might aim to complete a specific online course within
the next few months. Clear objectives will keep you focused and
motivated.

e Explore Available Resources: Research available resources for skills
development, including online courses, workshops, webinars and design
conferences. An RGD membership provides you with free webinars,
access to the video archive and discounts on external professional
development. Additionally, check if your organization provides training
programs or access to professional development resources.

¢ Ask for Recommendations: Don’t hesitate to reach out to your
managers or other senior creatives for guidance on areas where you
might improve. Their insights can provide valuable perspectives on
skills that are in demand within the industry and specific courses or
training programs they recommend. Engaging in these conversations
shows your commitment to growth and opens up opportunities for
mentorship.
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Identifying SKills Gaps
and Training Opportunities (cont)

Shadowing and Observational Learning: Consider shadowing more
experienced colleagues on projects. Observing their workflows,
decision-making processes and problem-solving strategies can
provide practical insights and enhance your understanding of best
practices. This hands-on experience allows you to learn in real time
and apply new skills directly to your work.

Develop a Growth Mindset: Embrace a growth mindset by viewing
challenges as opportunities for learning and improvement. Accept
that making mistakes is a natural part of the learning process and
approach each experience with curiosity and openness. This mindset
encourages resilience and a willingness to seek out new experiences,
ultimately leading to greater personal and professional development.

Engage in Peer Learning: Collaborate with colleagues to create

a culture of peer learning within your team. Organize knowledge-
sharing sessions where team members can present on topics they’re
passionate about or share insights from courses they’ve taken. This
collaborative approach fosters a supportive learning environment
and allows you to gain new perspectives from your peers.

Track Your Progress: Maintain a record of the courses you've
completed, skills you've developed and any projects you've
undertaken to apply your new knowledge. Tracking your progress
helps you stay accountable and provides tangible evidence of your
growth, which can be beneficial during performance reviews or
discussions about career advancement.

Plan for Future Learning: Continuous learning is an ongoing process.
As you achieve your initial learning objectives, set new goals to
further enhance your skills. Stay informed about industry trends and
emerging technologies to identify future learning opportunities that
will keep you relevant and competitive in your field.

By proactively identifying skills gaps and pursuing training opportunities,

you can take charge of your professional development and ensure you

remain a valuable asset to your team and organization. Embrace the

journey of continuous learning, and you will cultivate the skills needed to

thrive in your design career.
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Attending Workshops and Conferences

Participating in workshops and conferences is an excellent way to
enhance your skills, network with industry professionals and stay updated
on the latest trends and best practices in design. These events provide
valuable opportunities for hands-on learning and can significantly enrich
your professional development. Here are some key aspects to consider
when attending workshops and conferences:

e Explore Notable Conferences: Look into well-regarded design
conferences such as RGD DesignThinkers, Adobe Max, Accessibility
Conference and Figma Config. These events often feature renowned
speakers, hands-on workshops and sessions covering a wide range of
topics that can deepen your understanding of design principles and
tools. Attending these conferences exposes you to innovative ideas
and techniques that can enhance your work.

® Participate in Workshops Offered by Universities: Many universities
offer workshops and short courses that cater to designers at various
skill levels. These programs often focus on specific design tools,
methodologies or topics such as user experience, typography or
branding. Consider enrolling in workshops that align with your career
goals to gain specialized knowledge and skills that can set you apart
in the industry.

¢ Network with Industry Professionals: Conferences and workshops
are prime networking opportunities. Engage with other attendees,
speakers and workshop facilitators to build connections and share
insights. Networking can lead to potential collaborations, mentorship
opportunities or even job offers down the line. Be proactive in
introducing yourself and don’t hesitate to exchange contact
information, for example connecting on LinkedIn, with those you meet.

* Engage Actively in Sessions: When attending workshops and
sessions, participate actively. Take notes, ask questions and engage
in discussions to maximize your learning experience. Many workshops
incorporate interactive elements, such as group exercises or critiques,
which can provide valuable feedback on your work and expand your
understanding of the topic at hand.

® Leverage Online Learning Opportunities: In addition to in-person
events, many conferences and workshops offer virtual attendance
options. If you’re unable to travel or attend in person, take advantage
of these online opportunities to access sessions, panels and
workshops. Virtual events can still provide a wealth of knowledge and
networking opportunities through chat features. Check to see if the
platform allows for other methods of connecting with attendees.
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Attending Workshops and Conferences (cont)

Follow-Up After Events: After attending a workshop or conference,
take the time to follow up with the contacts you made. Send a brief
email or LinkedIn message to maintain those relationships. Share any
insights or resources you found valuable during the event, which can
help solidify your connection and keep the conversation going. This
could be in the form of a presentation deck or presenting a lunch ’'n’
learn session to your colleagues.

Apply What You Learn: After attending workshops and conferences,
implement the new knowledge and skills you’ve gained in your work.
Experiment with new tools, techniques or strategies in your projects.
Reflect on how the information can be integrated into your current
role, and share your insights with your team to foster a culture of
continuous learning.

Stay Informed About Upcoming Events: Regularly check for
announcements about upcoming workshops and conferences in
your field. Subscribing to industry newsletters, joining professional
organizations or following relevant social media channels can help
you stay updated on new learning opportunities. Planning ahead
allows you to allocate time and resources effectively for continued
professional development.

By actively attending workshops and conferences, you not only

enhance your skills and knowledge but also build a valuable network of

professional contacts. Embrace these opportunities as a crucial part
of your continuous learning journey, and leverage them to stay at the
forefront of the design industry.
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Joining Professional Organizations /
Networking Groups

Engaging with professional organizations and networking groups is an
essential strategy for continuous learning and development in your
design career. These communities provide resources, support and
opportunities to connect with fellow designers and industry leaders.
Here are some key points to consider when exploring membership in
these organizations:

®  Find Relevant Organizations: Research and identify professional
organizations that align with your design specialty or interests. The
Association for Registered Graphic Designers (RGD) offers valuable
resources, networking opportunities, and events tailored to designers.
Membership in these organizations often provides access to industry
insights, job boards and professional development resources.

¢ Network with Peers and Mentors: Networking groups foster
connections between members, allowing you to build relationships
with peers and experienced professionals. Engage actively in
discussions, participate in group activities and seek out mentors
who can provide guidance and support. A mentor can offer valuable
insights into your career path and help you navigate challenges in the
design industry.

® Access Resources and Educational Materials: Many professional
organizations offer members exclusive access to educational
resources, such as online courses, webinars, design publications
and industry reports. Take advantage of these materials to enhance
your skills, stay updated on best practices and explore new design
methodologies. This ongoing education will contribute significantly to
your professional growth.

¢ Get Involved in Committees or Volunteer Opportunities: Consider
volunteering for committees or initiatives within your chosen
organization. Getting involved not only allows you to contribute to
the design community but also enhances your leadership skills and
expands your network. Volunteering can provide hands-on experience
in project management and collaboration while positioning you as an
engaged member of the community.

e Utilize Online Platforms and Forums: Many professional
organizations have online platforms or forums where members can
ask questions, share insights and seek advice. Engage with these
communities to foster discussions, share your experiences and learn
from others. This digital networking can be particularly beneficial
if you’re unable to attend in-person events or if you’re looking to
connect with a broader audience.
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Joining Professional Organizations /
Networking Groups (cont.)

e Stay Informed About Industry Trends: Being part of a professional
organization keeps you informed about the latest trends and
developments in the design industry. Many organizations publish
newsletters, blogs or journals that cover relevant topics, case
studies and interviews with industry leaders. Regularly reading these
materials helps you stay ahead of the curve and enhances your
knowledge base.

® Leverage Networking Opportunities for Job Searches: Networking
groups can be invaluable when it comes to job searching. Many
organizations have job boards or can provide referrals to job
openings. Utilize your connections to learn about potential
opportunities and get insights into companies you may be interested
in. Personal recommendations can significantly enhance your
chances of landing interviews and offers.

e Evaluate Your Membership Regularly: As you progress in your career,
continue to look at what your organization is offering and if there are
other ways to gain more from your membership, such as getting more
involved or suggesting new ways that the organization can support you.

By joining professional organizations and networking groups, you not
only enhance your skills and knowledge but also establish a supportive
community that can help you navigate your design career. Embrace these
opportunities to connect, learn and grow as a professional and leverage
the relationships you build for continued success in your field.
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Seeking Feedback and Performance Reviews

Regular feedback and performance reviews are crucial components of
your professional growth and development as a designer. They provide
opportunities to reflect on your work, identify areas for improvement
and reinforce your strengths. Here are some key strategies for effectively
seeking feedback and engaging in performance reviews:

e Understand the Feedback Culture: Familiarize yourself with
your company’s feedback culture. Some organizations prioritize
continuous feedback, while others may focus more on formal reviews.
Understanding this dynamic will help you navigate how and when to
ask for input and what to expect during the review process.

® Request Constructive Feedback: Actively seek feedback from your
manager, peers and other stakeholders on your projects and work. When
asking for feedback, be specific about what areas you'd like input on (e.g.,
design decisions, collaboration, communication). This specificity will help
others provide more focused and actionable insights.

¢ Embrace a Growth Mindset: Approach feedback with an open mind
and a willingness to learn. Understand that constructive criticism is an
opportunity for growth, not a personal attack. By adopting a growth
mindset, you'll be more receptive to suggestions and better positioned
to implement changes that enhance your skills and work quality.

¢ Schedule Regular Check-ins: Set up regular one-on-one meetings
with your manager or team leader to discuss your progress and solicit
feedback. These check-ins provide a structured opportunity to reflect
on your work, align on goals and address any concerns or challenges.
Consistent communication helps build a strong rapport and ensures
that you're on track.

® Prepare for Performance Reviews: Prior to formal performance
reviews, prepare by reviewing your accomplishments, challenges
and the feedback you've received throughout the evaluation period.
Document specific examples that highlight your contributions and
any metrics that demonstrate your impact. This preparation not
only showcases your achievements but also helps facilitate a more
productive discussion.

e Set Goals for Improvement: During performance reviews, work with
your manager to set clear, achievable goals for your professional
development. Discuss areas for improvement and identify resources
or training opportunities that can support your growth. Establishing
specific goals allows you to focus on actionable steps and measure
your progress over time.
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Seeking Feedback and
Performance Reviews (cont)

* Follow-Up on Feedback: After receiving feedback, take the initiative
to follow up with those who provided it and thank them for their
feedback. Discuss how you plan to implement their suggestions
and ask for additional resources or support if needed. This follow-up
shows that you value their input and are committed to improving
your work.

e Solicit Peer Feedback: Don’t limit feedback to just your manager—
engage with your colleagues as well. Seek out informal feedback on
collaborative projects or specific designs. Peer reviews can provide
valuable perspectives and foster a collaborative atmosphere where
everyone feels comfortable sharing insights.

¢ Document Feedback and Progress: Keep a record of the feedback
you receive and the steps you take to address it. Documenting your
progress will help you track your development over time and provide
valuable context for future performance reviews. This documentation
can also be a useful reference during discussions about promotions
or raises.

e Celebrate Achievements: During performance reviews, take the time
to celebrate your achievements, no matter how small. Recognizing
your successes reinforces positive behaviour and can motivate
you to continue striving for excellence. Additionally, sharing your
accomplishments with your manager helps them understand your
contributions to the team and the organization.

* Be Open to Continuous Feedback: Embrace the concept
of continuous feedback by encouraging a culture of open
communication within your team. Offer constructive feedback to
others and invite them to share their perspectives with you. Creating
an environment where feedback flows freely enhances collaboration
and fosters professional growth for everyone involved.

By actively seeking feedback and engaging in performance reviews, you
position yourself for continuous learning and development in your design
career. Embrace these opportunities to reflect on your work, enhance your
skills and align your professional goals with the expectations of your team
and organization.
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Beyond the Job

Adjusting to a 9 to 5 Schedule

Transitioning to a structured work schedule can be challenging, but
establishing balance is key to thriving in this routine. Here are some tips:

* Find a Good Routine: Create a morning and evening routine to frame
your day, boosting productivity and focus

® Make Time for Friends: Schedule social activities to stay connected
and recharge after work.

* Find a Hobby: Engage in creative or relaxing activities to enrich your
life outside work.

®  Prioritize Lunch Breaks: Step away from your desk to enjoy a midday
meal and recharge your energy.

® Investin Your Health: Stay active with regular exercise, practice good
posture and fuel your body with nutritious meals.

e Breathe Fresh Air: Take short walks or spend time outdoors to clear
your mind and improve your well-being.

By integrating these habits into your daily life, you'll create a healthy and
fulfilling balance between work and personal life.
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Notes
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Evolving, stepping up, shifting.

Transitions are a natural part of any designer’s career,
whether you’re changing roles, industries or stepping into
a leadership position. This chapter aims to empower you
during these pivotal moments by providing actionable
strategies, reflective exercises and practical tools. From
identifying your goals to navigating challenges, we’ll guide
you through each step to ensure you transition smoothly
and confidently.
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Check out this article on the
RGD website — Top 5 Resources
for New Design Managers —
which is full of resources and
tips that will help you transition
from individual contributor to
design manager.

The PDF template and digital
files for this section can be

found in the ‘03 — Managing
Transitions’ Google Drive folder.
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Evaluating the
Need for Change

Signs It's Time to Move On

Recognizing when it’s time to move on from your current role is essential
for career growth and personal well-being. While it's natural to encounter
challenges in any job, some signs may indicate that a change is necessary:

e Lack of Growth Opportunities: If you've stopped learning or feel like
there’s no room for advancement in your current role, it might be time
to explore new opportunities that align with your long-term goals.

® Feeling Unfulfilled : A persistent lack of motivation or excitement
about your work could signal that the role or organization is no longer
a good fit.

® Misalignment with Values: If the company’s mission, culture or
values don’t resonate with you—or have shifted away from your own
priorities—you might find it hard to stay engaged.

e Stagnant Skills Development: If you're not gaining new skills or have
mastered everything your role demands, it might be time to seek a
position that challenges and stretches your abilities.

e Toxic Work Environment: Ongoing workplace conflicts, poor
leadership or a lack of support can impact your mental health and job
satisfaction.

® Burnout: If you're feeling constantly overwhelmed, exhausted or
disconnected from your work, a fresh start might help you regain
energy and enthusiasm.

e Better Opportunities Elsewhere: Sometimes, the best indicator that
it’s time to move on is the clear existence of a more exciting, fulfilling,
or aligned opportunity elsewhere.

Taking the time to reflect on these signs can help you make an informed
decision. Remember, change is a normal and necessary part of growth!

76 THE RGD CAREER PLANNING WORKBOOK FOR DESIGNERS



SECTION 3 | MANAGING TRANSITIONS

Self-Reflection and Career Assessment

Before making a significant career move, it’'s important to take time for
self-reflection and assess where you are in your professional journey. This
process helps you clarify your motivations, values, and goals, ensuring
that your next steps are intentional and aligned with your aspirations.
Consider the following questions:

¢ What do you value most in a workplace?
Reflect on the aspects of your job that bring you satisfaction. Is it the
team, the creativity, the stability, or something else entirely? Knowing
what matters most to you will guide your search for your next role.

® Are you using your strengths effectively?
Evaluate whether your current role allows you to leverage your best
skills. If not, think about the type of work that would.

¢ What are your long-term goals?
Where do you see yourself in the next five years? Consider whether
your current role is helping you move closer to those goals or if it’s
time for a change.

¢ What’s missing from your current role?
Identify any gaps—whether they’re related to learning opportunities,
compensation, work-life balance, or job satisfaction—and determine
if they’re addressable or indicate a need for change.

e How do you feel about your current role?
Pay attention to your emotional responses. Are you happy and
engaged, or do you feel stuck and drained? Emotional cues often
reveal a lot about whether a role is the right fit.

Assessment Tools and Exercises

e SWOT Analysis for Your Career: List your Strengths, Weaknesses,
Opportunities, and Threats as they relate to your current position. This
can highlight areas for improvement or external factors pushing
for a change.

e Vision Board: Create a visual representation of what you want
your ideal career to look like, including the type of projects, work
environment, and colleagues you'd love to have.

®  Value Mapping: Write down your core values and see how well they
align with your current job. Misalignment might signal the need for
a change.

Taking the time to reflect and assess can provide clarity and confidence
as you evaluate your next steps. This process ensures that any change
you make is a deliberate and positive step forward.
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Discussing Changes with Your Current Employer

Sometimes, before making the leap to a new role or workplace, it’s

worth exploring whether your current situation can be improved. Open

communication with your employer can lead to adjustments that

address your concerns and reinvigorate your role. Here’s how to navigate

this conversation effectively:

Preparation is Key

Clarify Your Goals: Identify what you want to achieve from the
conversation, whether it’'s more responsibility, flexible working
arrangements, professional development opportunities,

or a shift in focus.

Gather Evidence: Be ready to articulate your contributions and
successes. Show how your work has benefited the company, which
can strengthen your case for changes.

Anticipate Questions: Consider potential responses or concerns from

your employer, and think about how to address them.

Timing and Setting

Pick the Right Moment: Schedule the discussion during a time
when your manager is not rushed or preoccupied. Request a formal
meeting to emphasize the importance of the conversation.

Choose a Private Setting: Ensure the discussion takes place in a
private, comfortable setting where both parties can speak openly.

How to Approach the Conversation
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Be Honest and Professional: Share your concerns or aspirations
respectfully. For example, “I've been reflecting on my role and how |
can contribute more effectively. I'd like to explore opportunities for
growth within the company.”

Highlight Your Commitment: Emphasize your desire to remain a
valuable part of the team. Frame the conversation around how
changes can benefit both you and the organization.

Be Specific About Your Needs: Clearly outline what you’re looking
for—whether it’s a new project, additional training, or a change in
responsibilities. Avoid vague statements.

Check the goals you filled in
p the Setting Career Goals and

Objectives worksheet, page 8.

Repurpose the interview
sheet for questions your boss

might have.
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Possible Outcomes

* New Opportunities: Your employer might offer a promotion, a chance

to lead a new project, or additional training.

e Compromise: Even if they can’t meet all your requests, you may reach

a middle ground that improves your situation.
® No Change: If your employer is unable or unwilling to make
adjustments, it may confirm that it’s time to move on.
Follow-Up

® Document the Conversation: Summarize the discussion in writing,
including any agreed-upon actions or timelines. This ensures clarity
and accountability.

¢ Evaluate Progress: Check back periodically to assess whether the
changes have been implemented and are making a difference.

Approaching these discussions with professionalism and a collaborative
mindset can lead to productive outcomes, giving you a clearer path
forward—whether within your current organization or beyond.
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Preparing for the Transition

Once you've decided that a career change is the right move, careful
preparation is essential to ensure a smooth and successful transition.

This stage involves strategic planning, open communication, and taking

proactive steps to set yourself up for success.

1. Define Your Next Move
e Set Clear Goals: Identify what you want from your next role—whether Check the goals you filled in
it's better work-life balance, growth opportunities, or a shift in the Setting Career Goals and

industry or function.

® Research the Market: Explore industries, roles, and companies that
align with your aspirations. Stay updated on trends and demands in

your target field.
¢ Identify Skill Gaps: Assess the qualifications and skills needed for

your desired role. Make a plan to close these gaps through courses,

certifications, or self-learning.

2. Prepare Your Professional Materials

e Update Your Resume and Portfolio: Tailor these to highlight relevant

achievements and skills that align with your new goals.

e Refresh Your LinkedIn Profile: Ensure your profile reflects your career
narrative and aspirations, including an updated headline, summary,

and work experience.

® Prepare References: Reach out to colleagues or mentors who
can speak positively about your work. Let them know about your
transition plans.

3. Plan Your Exit

¢ Check Your Employment Contract: Review notice periods, non-
compete clauses, or other conditions that could impact your
transition.

¢ Draft a Resignation Letter: Keep it professional and positive,
expressing gratitude for your experience and offering a smooth
handover.

® Prepare for Handover Tasks: Create a clear plan to transition your
responsibilities to colleagues or a successor.
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Objectives worksheet, page 8.

Check Portfolio Development,

page 11, and Resume and
Cover Letter Crafting, page 15,
to refresh your knowledge.
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4. Communicate Thoughtfully

* Inform Your Employer: Schedule a meeting to share your decision
respectfully. Highlight the positive experiences you’ve had and your
desire for the transition to be seamless.

¢ Tell Your Team: Be transparent with your colleagues while maintaining
professionalism. Avoid negativity, even if you're leaving due to
dissatisfaction.

5. Focus on Your Well-Being

¢ Acknowledge Your Emotions: Change can be exciting and nerve-
wracking. Give yourself time to process your feelings about leaving
your current role.

¢  Build Your Support Network: Lean on mentors, friends, or career
advisors who can provide guidance and encouragement.

¢ Celebrate Milestones: Acknowledge your achievements and growth
in your current role as you prepare for this new chapter.
6. Set a Transition Timeline

e Establish Key Dates: Determine when to resign, complete handovers,
and start your new role. Factor in time for rest and recalibration.

e Stick to Your Plan: Stay organized and focused, keeping track of
important tasks and deadlines during the transition period.

Preparing for a career transition thoughtfully and strategically ensures you
leave your current role on good terms and step into your next opportunity
with confidence and readiness.

81 THE RGD CAREER PLANNING WORKBOOK FOR DESIGNERS



SECTION 3 | MANAGING TRANSITIONS

Shifting to New Industries

Changing industries can be both exciting and challenging, as it requires
stepping into unfamiliar territory while leveraging your existing skills and
experiences. This subsection will help you assess how to pivot effectively,
position yourself in a new field, and build credibility in your new industry.

1. Identify Transferable Skills

e Assess Your Strengths: Look at your current skill set and determine
which abilities are relevant across industries. Skills like project
management, communication, creativity, and problem-solving are
often highly valued.

® Bridge the Gap: Identify any new skills or knowledge specific to your
desired industry and make a plan to develop them through courses,
certifications, or mentorships.

¢ Showcase Adaptability: Highlight examples of times you’ve quickly
learned new systems, processes, or industry nuances in your
current role.

2. Research the New Industry

® Understand the Landscape: Study key players, trends, and challenges
in your target industry. Knowing the field’s vocabulary and current
issues will help you sound knowledgeable.

e Attend Industry Events: Participate in conferences, webinars, or
meetups to network and learn firsthand from industry professionals.

* Follow Thought Leaders: Engage with content and discussions from
experts in the industry to gain insights and expand your
knowledge base.

3. Build a Network in the New Field

¢ Leverage LinkedIn: Connect with professionals in your target industry.
Send personalized messages expressing your interest in learning
about their work.

®  Find a Mentor: Seek guidance from someone who has experience in
your new industry. Their insights can help you navigate the transition.

¢ Join Professional Organizations: Becoming part of industry groups
can provide access to valuable resources and connections.
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4. Tailor Your Professional Materials

® Resume and Cover Letter: Focus on achievements and skills that are
most relevant to your new field. Use industry-specific language to
demonstrate familiarity.

e Portfolio: Include examples of projects that showcase transferable
skills, adaptability, and the ability to tackle industry-specific challenges.

¢ LinkedIn Profile: Adjust your headline and summary to reflect your
aspirations in the new industry while leveraging your existing expertise.

5. Gain Experience and Credibility

e Take on Freelance or Volunteer Projects: Working on small-scale
projects in your new industry can help you build a track record and
gain practical experience.

e  Enroll in Industry-Specific Training: Short courses, bootcamps, or
certifications can provide foundational knowledge and demonstrate
your commitment to the shift.

® Create Industry-Relevant Work: Develop personal projects or case
studies that showcase your ability to think and work within the
new field.

6. Communicate Your Value

¢ Tell Your Story: Frame your transition as a logical next step,
emphasizing your enthusiasm for the new industry and the unique
perspective your background brings.

® Prepare for Interviews: Be ready to explain why you're transitioning
and how your skills align with the role. Use examples to demonstrate
your ability to adapt and succeed.

¢ Highlight Fresh Perspectives: Position yourself as an asset by
showcasing how your background can solve challenges or bring
innovation to the new field.

7. Be Patient and Persistent

e Set Realistic Expectations: Transitions take time, especially when
entering a new industry. Be prepared for a learning curve and
possible setbacks.

e Celebrate Small Wins: Acknowledge milestones such as networking
successes, landing informational interviews, or completing
relevant training.

e Stay Flexible: Be open to opportunities that may not be your dream
role but can help you gain a foothold in the industry.

Shifting to a new industry is an opportunity to grow both professionally
and personally. By strategically leveraging your existing skills, building
new expertise, and networking effectively, you can position yourself for
success in an entirely new field.
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Strategizing Your
Next Move

Researching New Opportunities

Exploring new opportunities is a critical step in crafting the next chapter

of your career. Whether you're looking for a fresh role in your current

industry, a new sector, or even a different work model (like freelance or

consulting), thorough research can help you identify roles that align with

your goals and skills.

1. Define Your Criteria

Before diving into your search, establish what matters most to you in your

next role:

Role Type: What position or responsibilities excite you? Are there
specific job titles or functions you’re targeting?

Work Environment: Do you prefer remote, hybrid, or in-office work?

Company Culture: What values and workplace dynamics are
important to you?

Location: Are you willing to relocate, or do you prefer roles in a
specific area?
Compensation: Identify a realistic salary range and benefits that

match your needs.

Growth Opportunities: Are professional development and career
advancement key priorities?

2. Utilize Job Boards and Resources
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Online Platforms: Use platforms like LinkedIn, Glassdoor, and Indeed
to find job listings that match your criteria. Filter results by location,
industry, and experience level.

Company Websites: Explore career pages of companies you admire.
Often, these sites provide insights into company culture and specific
job opportunities.

Industry-Specific Boards: Look for niche job boards tailored to your
field, such as Core77 for design professionals or Behance for
creative roles.
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3. Leverage Your Network

® Reconnect with Contacts: Inform your professional network that
you’re exploring new opportunities. They may have insider knowledge
about openings or referrals.

¢ Informational Interviews: Reach out to professionals in roles or
industries you're interested in and request informal conversations to
learn about their experiences and advice.

® Professional Organizations: Join industry groups, online forums, or
meetups to connect with like-minded individuals and hear about
potential opportunities.

4. Research Potential Employers

® Company Reputation: Look into reviews, ratings, and employee
testimonials to gauge how companies treat their staff.

® Mission and Values: Align yourself with organizations whose values
resonate with your own.

® Recent News: Stay informed about recent developments, such as
company growth, restructuring, or leadership changes, which could
influence your decision to apply.

5. Understand Industry Trends

* Emerging Opportunities: |[dentify growing sectors or trends within
your field, such as green design, Al in branding, or accessibility
innovations.

¢ Demand for Skills: Research which skill sets are most sought after
and how you can position yourself as a strong candidate.

e Competitive Landscape: Understand the challenges and
opportunities within the industries you’re exploring to better
articulate your fit during interviews.

6. Consider Alternate Pathways

If traditional roles don’t excite you, explore unconventional options:

® Freelancing: Use platforms like Upwork, Fiverr, or Toptal to pitch your
skills and take on projects independently.

® Consulting: Offer specialized services in your area of expertise to
businesses or individuals on a project basis.

® Starting Your Own Business: If you have a unique idea, explore
entrepreneurial ventures and resources to bring it to life.

85 THE RGD CAREER PLANNING WORKBOOK FOR DESIGNERS



SECTION 3 | MANAGING TRANSITIONS

7. Stay Organized

Track Opportunities: Use a spreadsheet or project management tool
to keep track of job postings, application deadlines, and follow-ups.

Bookmark Resources: Save useful websites, articles, and tools to
reference during your search.

Set Alerts: Enable job alerts on platforms like LinkedIn or Glassdoor
for roles that match your criteria.

8. Test the Waters

Short-Term Projects: Take on freelance or contract work to explore
new industries or roles without committing long-term.

Volunteer Work: Non-profit or pro bono projects can help you gain
experience in new areas while making an impact.

By thoroughly researching opportunities and approaching your search

with intention, you can identify roles that not only align with your skills

but also support your long-term career aspirations. Keep an open mind,

stay proactive, and trust the process.
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Networking Within and Outside Your Industry

Building and maintaining a robust professional network is an essential
strategy for advancing your career. Networking can open doors to
hidden opportunities, provide valuable insights, and help you establish
meaningful connections that can guide your next steps.

1. Networking Within Your Industry

Staying connected to your current industry can help you remain informed
about trends, challenges, and opportunities.

e Attend Industry Events: Participate in conferences, webinars, trade
shows, and meetups related to your field. Events like DesignThinkers,
Adobe MAX, or Figma Config can help you meet like-minded
professionals and gain fresh insights.

e Engage Online: Join LinkedIn groups, Slack channels, or forums where
industry professionals share ideas, opportunities, and advice. Be an
active participant by contributing thoughtful comments or starting
discussions.

e Reconnect with Colleagues: Reach out to former coworkers or
supervisors for informal catch-ups. They may know of opportunities
or be willing to recommend you for roles.

e Mentorship Programs: Look for mentorship opportunities within your
industry, either as a mentor or mentee, to build lasting connections
and gain valuable guidance.

® Present Yourself as a Thought Leader: Share your expertise through
blog posts, webinars, or panel discussions to establish yourself as an
authority in your field and attract connections organically.
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2. Networking Outside Your Industry

Exploring connections outside your current field can broaden your
perspective and introduce you to unexpected opportunities.

® Cross-Industry Events: Attend general career fairs, workshops, or
panels that cater to multiple industries. Networking with people from
diverse backgrounds can help you identify transferable skills and new
possibilities.

® Professional Organizations: Join groups like the Association of
Registered Graphic Designers (RGD) or local creative associations.
Many of these groups welcome members from various disciplines
and foster interdisciplinary collaboration.

e  Skill-Based Communities: If you're interested in acquiring new skills,
consider joining communities centered around learning. For example,
coding boot camps, accessibility design workshops, or business
strategy courses often have built-in networking opportunities.

¢ Volunteering: Offer your skills to non-profits or community projects.
This can provide experience in different industries while building
connections with professionals outside your usual circles.

3. Approaching Networking Strategically
Make your networking efforts more effective by adopting a clear and

intentional approach.

e Set Goals: Define what you hope to gain from networking. Are you
looking for advice, job leads, or industry insights? Tailor your approach
to meet these objectives.

® Elevator Pitch: Develop a concise and engaging way to introduce
yourself, your expertise, and your career goals.

* Do Your Research: Before attending events or reaching out to
individuals, research their backgrounds and current roles. This helps
you ask informed questions and make meaningful connections.

®  Follow-up: After meeting someone, send a personalized message or
email to thank them for their time and solidify the connection.
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4. Building Long-Term Relationships

Networking is not just about leveraging connections for immediate
opportunities; it’s about fostering lasting professional relationships.

e Stayin Touch: Share relevant articles, congratulate connections
on achievements, or simply check in periodically to maintain
relationships.

® Be Generous: Offer help or insights to others in your network. A
reciprocal approach fosters goodwill and trust.

e Collaborate: Look for opportunities to work on projects or initiatives
together, whether through co-authoring articles, hosting events, or
brainstorming solutions.

5. Utilizing Networking Tools
Make the most of technology to enhance your networking efforts.
¢ LinkedIn: Use this platform to connect with professionals, join groups,

and showcase your portfolio. Personalize your connection requests
and engage with others’ posts to stand out.

® Social Media: Platforms like Twitter, Instagram, and Behance can be
great for connecting with creatives and sharing your work.

®  Alumni Networks: Tap into your school’s alumni association for
connections within and outside your industry.

*  Apps and Communities: Explore tools like Shapr, Meetup, or Clubhouse
to discover networking opportunities tailored to your interests.

Networking within and outside your industry expands your horizons and
helps you build a supportive network of professionals who can help shape
your career trajectory. Approach every connection with authenticity and
openness, and remember that relationships take time to grow.
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Updating Your Portfolio and Resume

An up-to-date portfolio and resume are essential when strategizing your
next career move. They showcase your skills, experience, and unique
perspective, helping you stand out in a competitive job market. This section
will guide you in refining these tools to align with your career goals.

1. Tailor Your Resume to Your Goals

Your resume should be a concise, compelling snapshot of your
professional journey, tailored to the roles or industries you're targeting.

e Highlight Relevant Experience: Focus on roles and projects that align
with the type of work you're seeking. Use keywords from job postings
to ensure your resume resonates with recruiters and applicant
tracking systems (ATS).

¢ Quantify Achievements: Use numbers and data to demonstrate your
impact. For example, instead of “Designed marketing materials,” say,
“Designed marketing materials that increased engagement by 30%.”

e Organize Effectively: Present your information clearly, using sections
for skills, work experience, education, and awards. Use a clean,
professional layout.

e Add a Personal Touch: Include a summary or objective statement
that outlines your career aspirations and what makes you unique.

¢ Update Contact Information: Ensure your contact details, LinkedIn
profile, and personal website link are current.

2. Curate Your Portfolio

Your portfolio is your most powerful tool as a designer. It should
demonstrate your expertise, creativity, and ability to solve problems.

¢ Select Your Best Work: Showcase a variety of projects that highlight
your range of skills. Prioritize quality over quantity.

® Provide Context: For each project, include a brief case study
explaining the problem, your approach, and the results. This
storytelling element adds depth to your work.

® Customize for the Role: Tailor your portfolio to the industry or type
of design work you’re pursuing. For example, if you're transitioning to
branding, highlight logo designs, visual identity projects, and strategy-
driven case studies.

* Incorporate New Skills: If you've recently developed skills (e.g.,
motion design, 3D modelling), include projects that showcase
these abilities.

e Ensure Visual Consistency: Use cohesive design elements
throughout your portfolio to reflect your personal brand.
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3. Consider Different Portfolio Formats

Depending on your audience and goals, your portfolio may take on
various formats.

e Digital Portfolio: Platforms like Behance, Dribbble, or a personal
website are essential for sharing your work with a global audience.

®  PDF Portfolio: A well-designed PDF is useful for email applications
and can be tailored for specific roles.

e  Physical Portfolio: If you're in a creative field that values tangible
materials (e.g., print design), consider creating a physical book of
your work.

® Video or Interactive Portfolio: For motion designers, UX/UI designers,
or other digital creatives, interactive or video-based portfolios can
make a strong impression.

4. Consider Incorporating Testimonials and References

Positive feedback from colleagues or clients can enhance your portfolio.
If you decide to include these in your portfolio, ensure they are placed
strategically to support specific projects or highlight key skills. Organize
them in a logical order, such as alongside relevant case studies orin a
dedicated testimonials section. Avoid overloading your portfolio—select
a few impactful quotes or endorsements that best showcase your
strengths and contributions.

® Request Testimonials: Ask previous clients or managers for short
quotes about your work and professionalism.

¢ Showcase Results: Include measurable outcomes or data-backed
achievements to strengthen your portfolio.
5. Audit Your Online Presence

Ensure your professional profiles are consistent and reflect your current
professional brand.

¢ LinkedIn: Update your work experience, skills, and recommendations.
Use a professional headshot and compelling headline.

e Social Media: Clean up personal accounts if they’re public, and use
platforms like Instagram or Twitter to share professional updates or
creative work.

® Personal Website: If you have a website, make sure all links work, the
content is up-to-date, and the design reflects your current style.
6. Keep Track of Your Projects

Maintain a running document or folder where you log all projects you've
worked on, including details like goals, your role, and outcomes. This will
make it easier to update your portfolio and resume regularly.
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7. Get Feedback

Share your portfolio and resume with trusted colleagues, mentors, or
career advisors for constructive feedback. They can provide valuable
insights to help you refine your presentation.

8. Exercise: Portfolio Audit Checklist

Use this checklist to assess and improve your portfolio:

Does it include my most recent and relevant work?

Are the case studies clear and compelling?

Is the design consistent and reflective of my personal brand?

Does it showcase a range of skills and project types?

Ooo0ooagao

Is my contact information easy to find?

By keeping your portfolio and resume polished and tailored to your goals,
you’ll ensure you’re always ready for new opportunities as they arise.
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Crafting a Transition Plan: ChecKlist

A well-thought-out transition plan is essential to ensure a smooth shift
from one role, company, or industry to another. It allows you to manage
the change proactively and minimize disruptions in your career. Use this
checklist to guide your transition and ensure no key steps are overlooked.

Define Your Goals
Identify what you want to achieve with this transition (new role,
industry, responsibilities).

Outline long-term and short-term career objectives.

Assess Your Current Situation
[J Evaluate your skills and strengths.
J Identify transferable skills relevant to your target role or industry.

[J Pinpoint areas for development or knowledge gaps.

Create a Timeline

O Set deadlines for each stage of your transition (e.g., portfolio update,
networking, applications).

(0 Break the timeline into actionable weekly or monthly goals.

Establish a Financial Safety Net

O Assess your current financial situation.

[ Save for three to six months of living expenses, if necessary.

J Plan for any costs associated with professional development (e.g.,
courses, certifications).

Research and Prepare

[J Research your target role, company, or industry thoroughly.

O Identify required skills, certifications, or tools for success.

O Enroll in relevant workshops, online courses, or training programs.

Set Milestones and Track Progress

0 Breakyour plan into smaller milestones (e.g., schedule informational
interviews, submit applications).

O Regularly update and monitor progress toward each milestone.
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Communicate Thoughtfully
0 Draft a resignation letter, if applicable.
O Provide sufficient notice to your current employer or clients.

J Create an exit plan for a smooth handoff of responsibilities.

Build a Support System

O Identify mentors or peers who can provide guidance during
your transition.

(J Reach out to friends or family for moral support.

J Join professional networks or communities for additional resources.

Stay Open to Adjustments

0 Review and revise your plan periodically based on progress or
new information.

O Be flexible and ready to adapt to unexpected opportunities
or challenges.
Celebrate Your Progress
0 Mark each milestone you achieve with a small celebration or reward.

O Reflect on your accomplishments and how far you've come.

Transition Plan Notes
J Keep ajournal or document to log tasks, milestones, and reflections.

O Maintain a list of lessons learned to apply to future transitions.

This checklist will help you stay organized, motivated, and focused as you
navigate your career transition.
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Managing the Transition

Giving Notice and Professional Exit Strategies

Transitioning to a new role requires a thoughtful and professional
approach to exiting your current position. How you leave your current job

can significantly impact your reputation and relationships in the industry.

Follow these strategies to ensure a smooth and respectful departure.

Timing Your Notice

® Follow Company Policy: Review your employment contract or
employee handbook to understand the required notice period.
Standard notice is typically two weeks, but some roles or industries
may require more.

e Align with Your Transition Plan: Ensure your start date for the new
role allows you to fulfill your notice period and complete necessary
handover tasks.

Crafting Your Resignation Letter

e Be Concise and Professional: Clearly state your intention to resign, the

date of your last working day, and express gratitude for the opportunity.

e Remain Positive: Avoid criticizing your employer, team, or role, even if
your experience was challenging.

Communicating Your Resignation

e Schedule a Meeting with Your Manager: Deliver your resignation in

person or via video call if remote. Be prepared to discuss your reasons

and next steps.

e Be Transparent: Share your plans in a positive light without disclosing

unnecessary details.

® Inform Key Stakeholders: After discussing with your manager,
communicate your departure to teammates, clients, or partners
in a thoughtful manner.
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Handover and Transition Plan

¢ Document Your Work: Create a comprehensive record of ongoing
projects, deadlines, and contacts to ensure a smooth transition for
your successor.

e Train or Brief Your Replacement: If possible, help onboard your
replacement or provide detailed instructions to the team.

¢ Tie-Up Loose Ends: Complete outstanding tasks and ensure all
deliverables are submitted on time.

Maintaining Relationships

e  Express Gratitude: Thank your colleagues, manager, and team for their

support and contributions to your professional growth.

¢ Share Contact Information: Offer to stay connected on professional

platforms like LinkedIn to maintain relationships.

e Leave on Good Terms: Be respectful and professional until your last

day to preserve a positive impression.

Exit Interviews

® Provide Constructive Feedback: If your company conducts exit

interviews, share insights that could improve the workplace, but avoid

unnecessary negativity.

e Focus on Solutions: Frame your feedback in a way that emphasizes

opportunities for growth and improvement.

Celebrate Your Achievements

e Take time to reflect on your accomplishments and growth during your

tenure. Leaving with a sense of closure can help you start your next

chapter with confidence and enthusiasm.

By approaching your resignation with professionalism and care, you
can protect your professional reputation and leave a lasting positive
impression on your colleagues and organization.
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Knowledge Transter and Handover Procedures

A well-executed handover process ensures a smooth transition for your
team, minimizes disruption and maintains continuity in projects. It's a
crucial part of leaving a role professionally and responsibly.

Steps for Effective Knowledge Transfer

1. Document Key Responsibilities and Processes

e List all your tasks, responsibilities, and regular workflows.

® Include detailed explanations for any recurring processes or unique
responsibilities you handle.

e Use templates, guides, or screenshots to clarify complex tasks.

2. Create a Comprehensive Handover Document

®  Project Overview: Summarize active projects, including goals,
deadlines, and progress to date.

e Key Contacts: Provide a list of contacts, including clients, vendors,
and internal stakeholders, along with their roles and
communication preferences.

® Important Resources: List relevant tools, systems, or files, including
access details or file paths (ensure you follow company
security protocols).

3. Identify Critical Deadlines and Tasks

* Highlight upcoming deadlines or deliverables that need attention
during the transition period.

Clearly indicate priorities and the expected timeline for completion.

4. Meet with Your Successor or Team

Schedule a meeting to review the handover document and answer
any questions.

e |fadirect successor is unavailable, delegate tasks to colleagues and
provide clear instructions.
5. Provide Access to Necessary Tools and Resources

® Ensure your replacement has access to systems, software, and files
required for the role.

Work with your IT team to transfer or disable accounts securely.
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Collaboration During the Transition Period

¢ Shadowing Opportunities: If possible, allow your successor to shadow
you during your last few weeks.

®  Training Sessions: Offer to host short sessions to familiarize your
replacement with specific tasks or projects.

® Collaborate on Critical Projects: Work together on any ongoing
projects to ensure a seamless handover.

Checklist for a Successful Handover

O Document all ongoing tasks and responsibilities.

Create a detailed project summary and update statuses.
List and share key contacts and stakeholders.

Organize and share access to files and tools.

0 N

Schedule meetings with your successor or team to review the
handover.

[J Address outstanding questions or concerns from colleagues.

[J Ensure all deliverables are submitted or reassigned.

Final Follow-Up

Before your last day, check in with your manager and team to confirm
all aspects of the handover are clear. By investing time and effort into a
thorough knowledge transfer, you leave a strong professional legacy and
set up your team for continued success.
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Leaving on Good Terms

Exiting a role on a positive note is essential for preserving your
professional reputation and maintaining relationships that may benefit
you in the future. It's an opportunity to express gratitude, demonstrate
professionalism, and ensure a lasting positive impression.

Key Steps to Leave on Good Terms

1. Maintain Professionalism Until the End

e Approach your final days with the same level of commitment and
diligence as your first days.

® Avoid disengaging or slacking off; your performance during the notice
period will leave a lasting impression.
2. Express Gratitude

® Take time to thank your colleagues, manager, and team for their
support, mentorship, and collaboration.

A handwritten note or personalized email can make a
meaningful impact.
3. Provide Constructive Feedback

e If given an exit interview, share honest yet constructive feedback
about your experience.

® Frame your insights positively and offer suggestions for improvement
rather than focusing solely on challenges.
4.Be Transparent and Cordial

e Communicate your transition plans clearly to your team
and stakeholders.

* Avoid any negative comments about the organization, team
members, or leadership.
5. Celebrate the Relationships You’ve Built

e Organize a casual farewell gathering if appropriate, or join one
arranged by your team.

Use the opportunity to strengthen connections and express goodwill.
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Checklist for Leaving on Good Terms

0

Ooo0ooagao

Notify your manager with appropriate notice and a professional
resignation letter.

Complete your responsibilities and meet any remaining deadlines.
Document processes and create a detailed handover guide.
Express gratitude to your team and leadership.

Share positive, constructive feedback in the exit interview.

Return company property (e.g., keys, devices, ID badges).

Collect contact information from colleagues for future networking.

Benefits of Leaving on Good Terms

Networking Opportunities: Maintaining relationships with
colleagues can lead to referrals, recommendations, or collaborations
in the future.

Rehire Eligibility: A strong departure ensures you could return to the
organization if desired.

Professional Reputation: Your approach to leaving can influence how
you’re perceived across your industry.

By focusing on professionalism, gratitude, and clear communication,

you ensure your exit reflects the same integrity you brought to the role,

leaving the door open for positive opportunities in the future.
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A New Role in the
Same Company

Preparing for the New Role

Transitioning to a new role within the same company offers exciting
opportunities for growth, but it also requires thoughtful preparation to
ensure success. By understanding your new responsibilities, aligning with
team dynamics, and setting clear goals, you can make a strong start in
your new position. Refer to the New Job chapter of this workbook for
more information about starting a new job.

Key Steps to Prepare for Your New Role

1. Understand Your New Responsibilities

® Review the job description and discuss key expectations with your
new manager.

® Clarify your immediate priorities and long-term goals for the role.

® |dentify how your work fits into the larger objectives of the team
and company.

2.Learn About Your New Team

e Schedule introductions with new colleagues to understand their roles
and how you'll collaborate.

® Observe team dynamics and communication styles.
e Ifapplicable, request a team handbook or organizational chart to

familiarize yourself with reporting structures.

3. Assess Your Skill Gaps

Identify any areas where additional training or knowledge is required.

® Explore company-provided resources like workshops, mentoring
programs, or online learning platforms.

4.Set Initial Goals

e Qutline 30/60/90-day plans to guide your onboarding process.

e Break down these plans into actionable steps, such as learning
tools, delivering initial projects, or developing relationships with key
stakeholders.
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5. Communicate Your Transition

® Inform your current team of your upcoming move and express
gratitude for their support.

e Work closely with your current and new managers to align timelines
and ensure a smooth transition.
6. Familiarize Yourself with New Tools or Processes

e Take time to learn any new software, workflows, or systems required
in your role.

® Shadow teammates or attend training sessions for
hands-on experience.

Checklist for Preparing for a New Role

O Review the job description and clarify expectations with
your manager.

Schedule one-on-one meetings with new team members.
Identify skill gaps and enroll in relevant training sessions.

Develop a 30/60/90-day plan for your onboarding.

Oo0aad

Communicate transition plans with your current and
future managers.

O Learn tools, workflows, and processes specific to your new role.

Benefits of Preparation

® Confidence: Understanding your responsibilities and goals helps you
start with clarity and self-assurance.

e Team Integration: Building relationships early fosters collaboration
and trust with your new colleagues.

e  Growth: Addressing skill gaps ensures you’re equipped to excel in
your new position.

By taking these proactive steps, you'll be well-positioned to thrive in
your new role, demonstrating your commitment and readiness for the
challenges ahead.
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Integrating into a New Team and Culture

Transitioning to a new team within the same company can feel both
familiar and new. While you may understand the broader company
culture, each team has its own dynamics, traditions, and workflows.
Successfully integrating into your new team requires adaptability,
communication, and an open mind.

Key Strategies for Integration

1. Observe and Learn

® Spend your first few weeks observing the team’s communication
styles, workflow patterns, and unwritten norms.

Take note of how decisions are made, conflicts are resolved, and
successes are celebrated.
2. Build Relationships

® Introduce yourself to team members with a focus on collaboration
and shared goals.

e Schedule one-on-one meetings with key colleagues to learn about
their roles and how you'll work together.

® Participate in team activities or social events to build rapport.

3. Adapt to New Dynamics
® Understand the hierarchy and your place in the team structure.

e Be flexible and open to adjusting your working style to align with
team preferences.

e Learn from colleagues with more experience in the team’s processes.

4.Communicate Proactively

e Share your enthusiasm for the new role and your ideas for
contributing to team success.

e Ask questions to clarify expectations and responsibilities.

® Provide updates on your progress and seek feedback to
ensure alignment.
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5.Embrace the Culture

®  Participate in team rituals, such as regular meetings, brainstorming
sessions, or end-of-week recaps.

e Respect established traditions while suggesting new ideas
thoughtfully and respectfully.

6. Align with Goals

e Familiarize yourself with the team’s short- and long-term objectives.

e Collaborate on projects that align with these goals to demonstrate
your commitment and value.

Checklist for Integrating into a New Team

O

Observe team dynamics and communication styles.
Schedule one-on-one meetings to build relationships.
Learn the team’s processes, tools, and workflows.

Participate in team events and rituals.

(I N

Communicate regularly with your manager and team members.

Seek feedback and adjust your approach as needed.

Tips for Success

® Patience: Building trust and understanding takes time; focus on
consistent, small steps.

e Empathy: Show genuine interest in your team members’ perspectives
and challenges.

e Contribution: Look for opportunities to add value, whether through
expertise, fresh ideas, or supporting team efforts.

By approaching your integration with curiosity and adaptability,
you'll establish yourself as a valuable team member while fostering a
collaborative and positive work environment.
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Learning New Processes and Tools

Taking on a new role within your company often involves mastering new
processes and tools specific to your team or department. Embracing
this learning curve is essential for becoming effective in your role and
contributing to the team’s success. By approaching these changes with
an open mind and strategic plan, you can build confidence and
competence quickly.

Steps to Learn New Processes and Tools

1. Understand the Why

e  Familiarize yourself with the purpose behind the new processes or tools.

® Consider how they contribute to the team’s goals and your
role’s responsibilities.

e Ask questions about their history, evolution, and how they solve
specific challenges.
2. Access Available Resources

® Review any onboarding materials, manuals, or documentation
provided by the team.

®  Explore training sessions, tutorials, or online courses related to the tools.

e Seek outinternal resources like knowledge bases, shared folders, or
company wikis.

3. Leverage Peer Support

®  Pair up with a teammate who is experienced with the process or tool
to get hands-on guidance.

Schedule shadowing sessions or informal Q&A meetings.

Ask for tips, best practices, and common pitfalls to avoid.

4.Practice Regularly

e Dedicate time to using the tool or following the process to
build familiarity.

e  Start with smaller tasks or low-stakes projects to gain confidence.

e  Gradually take on more complex tasks as your proficiency grows.
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5. Document Your Learnings

Create your own quick-reference guides or checklists for key steps.

Track questions or areas of confusion to revisit with a manager
or mentor.

Note improvements or efficiencies you discover along the way.

6. Stay Curious and Flexible

Stay open to feedback and adjust your approach as needed.

Explore advanced features of tools or innovative ways to
streamline processes.

Be ready to adapt as processes and tools evolve within your team.

Checklist for Learning New Processes and Tools

0 N I B

Review available documentation and training materials.
Attend workshops, webinars, or training sessions.
Partner with a peer or mentor for hands-on guidance.
Dedicate practice time to build skills and confidence.
Create personal notes or guides to support your learning.

Seek regular feedback and refine your approach.

Tips for Success
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Patience: Allow yourself the time to learn without feeling pressured
to master everything immediately.

Consistency: Frequent use and repetition will make the unfamiliar
feel routine.

Collaboration: Learning from others can provide insights and save
you time.
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Establishing New Goals and Priorities

Stepping into a new role within the same company presents an
opportunity to reset your objectives and align them with your updated
responsibilities. Setting clear, actionable goals helps you stay focused
and ensures your efforts contribute to your personal growth and the
organization’s success.

Steps to Establish New Goals and Priorities

1. Evaluate Your New Role

e Understand the key responsibilities and expectations tied to
your position.

® Review the job description, any performance metrics, and
team objectives.

e  Clarify your deliverables and timelines with your manager.

2. Align with Organizational Goals

e Determine how your role fits into the broader company mission
and vision.

® Connect your individual goals to team or department objectives.

e Collaborate with your manager to ensure alignment with
leadership priorities.

3.Set SMART Goals

® Ensure your goals are Specific, Measurable, Achievable, Relevant,
and Time-bound.

® Break larger goals into smaller, manageable milestones.

® Balance immediate responsibilities with long-term career
development objectives.

4. Prioritize Key Areas

® Focus on areas that have the greatest impact on your success in
the role.

e |dentify skill gaps or new tools you’ll need to master.
e Allocate time and resources to tasks that directly influence
team outcomes.
5. Incorporate Feedback
® Schedule a goal-setting discussion with your manager or mentor.
e Ask for guidance on prioritization and measurable outcomes.

e Regularly revisit and adjust goals based on ongoing feedback
and performance.
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Checklist for Establishing New Goals and Priorities

Oo0oagaad

Review and understand the key responsibilities of your role.

Align your goals with team, department, and company objectives.

Set SMART goals for both short-term and long-term outcomes.

Identify key priorities and allocate time/resources accordingly.

Schedule a check-in with your manager to discuss goals and progress.

Reassess and adjust goals quarterly to stay on track.

Goal-Setting Exercise

Write Your Goal: Define what you want to achieve in this role.

Why It’s Important: Note the impact on your growth and
the organization.

Steps to Achieve It: List actions, resources, and support needed.

Timeline: Assign a deadline or milestones for tracking progress.

Progress Tracker: Use a progress bar or journal to monitor
completion.

Tips for Success
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Start Small: Focus on immediate, achievable wins to build
momentum.

Be Flexible: Goals may shift as priorities evolve—stay adaptable.

Celebrate Achievements: Recognize milestones to stay motivated.
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Reflecting on the Transition and
Adjusting as Needed

Adapting to a new role within the same company is an ongoing process.

Taking time to reflect on your experiences and making necessary

adjustments ensures you continue to grow and meet expectations

effectively. This self-awareness and flexibility can also help you identify

areas for improvement and opportunities for growth.

Steps for Reflection and Adjustment

1. Schedule Regular Check-Ins with Yourself and Others

Set aside time weekly or monthly to assess your progress
and challenges.

Meet with your manager or mentor to discuss feedback
and expectations.

Reflect on what’s working well and what needs adjustment.

2. Evaluate Your Goals

Review the goals you set at the start of your transition.

Identify any that may need revising due to changing priorities or
new insights.

Celebrate milestones you've reached and set new ones as needed.

3. Gather Feedback

Proactively seek feedback from your manager, peers, and
team members.

Ask specific questions about your performance, collaboration,
and impact.

Use constructive feedback to guide your next steps.

4.ldentify Challenges and Solutions

Pinpoint any difficulties you're encountering in your role.
Brainstorm potential solutions or resources that can help.

Consider whether additional training, support, or tools are needed.

5. Adjust Workflows and Priorities

109

Modify your strategies or processes to improve efficiency.

Reassess task prioritization to align with team and organizational
needs.

Be open to experimenting with new approaches or techniques.
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6. Maintain a Growth Mindset
® View challenges as opportunities to learn and improve.
® Stay curious and proactive in seeking ways to enhance your skills.

® Recognize that growth is a continuous journey, not a destination.

Checklist for Reflection and Adjustment

Set a regular schedule for personal and professional check-ins.
Review and update your goals based on current needs.

Seek and incorporate feedback from managers, peers, and mentors.
Identify and address challenges with actionable solutions.

Adjust workflows, strategies, and priorities as needed.

Oo0oogoogoa

Celebrate successes and use them to build momentum for
future growth.

Reflective Exercise

What’s Working? List areas where you feel confident and successful.

What Needs Improvement? |dentify challenges or areas
for development.
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Next Steps: Outline actionable changes to improve performance or
address gaps.

Feedback Integration: Note key insights from feedback and how you'll
act on them.

Tips for Successful Reflection

® Be Honest: Acknowledge both strengths and weaknesses
with objectivity.
e Stay Open: Embrace feedback as an opportunity, not criticism.
e Be Patient: Transitions take time, so allow yourself space to adapt

and improve.

By regularly reflecting on your transition and making necessary
adjustments, you’'ll ensure a smoother adaptation to your new role and
position yourself for continued success and growth.
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Notes
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Building a
Freelance
Career



This chapter aims to empower designers considering
freelancing by providing practical advice, key considerations
and essential resources, with a strong emphasis on

utilizing the RGD Professional Handbook as your go-to

guide for starting and building your freelance career. From
understanding the benefits and challenges of freelancing to
setting up your business and managing client relationships,
we’ll guide you through each step and provide valuable
resources to ensure you build a sustainable and rewarding
independent practice.

Check out this collection of
resources on the RGD website

— Freelancing — which includes

additional tools and tips to

support your journey.

This chapter’s PDF template

and digital files can be found in
the Building A Freelance Career
Google Drive folder.
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Starting Your
Freelance Career

Deciding between Freelance and Full-Time

Deciding between freelancing and a full-time role is a key decision
that depends on your personal preferences, career goals and work-life
balance priorities. Freelancing offers flexibility and the opportunity to
work on a variety of projects, but it also comes with challenges like
inconsistent income and managing your business operations. On the
other hand, a full-time position provides stability, benefits and a clear

structure, but with less autonomy over your work schedule and projects.

Use the following resources to weigh the pros and cons of each path, so
you can make an informed choice that aligns with your aspirations.
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Guides on the RGD website:
Getting a job

Going freelance

RGD Handbook,

Start-Up pg.125:

On the general subject of
freelancing, Jean-Pierre Lacroix
RGD says: “Freelance is a great
way to learn the business the
hard way. You must have a
stomach for the difficult issues
you’re going to face. You may
spend more time chasing your
money than designing” Theresa
Casarin, VP of Talent at Creative
Niche, adds, “As a freelance
designer, you’ll need to handle a
lot of additional responsibilities
beyond designing. You’ll need
to market your services and
secure clients, track your hours
and send invoices, ensure you
get paid and withhold the
appropriate taxes, among many
other things”
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Setting Up Your Business (Legal, Financial, etc.)

Setting up your freelance business involves more than just finding
clients—it’s about laying a solid foundation to ensure your success.

This includes handling legal requirements like registering your business,
understanding tax obligations and setting up the right financial systems
to manage income and expenses. Properly establishing these aspects
early on will help you operate smoothly and protect you legally. The
following resources will help you through the essential steps to set up
your freelance business, so you can focus on doing what you love with
peace of mind.

n7

Video: How to Transition from
a Side Business to a Full-Scale
Practice

Video: How to Start, Run, Grow
and Close an Agency

Video: How to Start, Grow and
Scale Your Small Business

Resource list: Essentials for
freelance designers

The RGD Professional
Handbook:
Income & Pricing (pg.47-48)

Structuring Your Business pg.128
Business Plan pg.126

Financing Your New Business
pg127

Excise Taxes by Province pg.138

Taxes (pg.134-140, pg.148)
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Defining Your Services and Niche

Defining your services and niche is crucial to standing out in the
competitive freelance market. By identifying your strengths and
specializing in a specific area, you can attract clients who need exactly
what you offer. Whether it's branding, web design or another area of
expertise, clearly defining what you do allows you to position yourself
effectively and build your reputation as a specialist. The following
resources will help you to pinpoint your niche and craft a service offering
that resonates with your target audience.

Creating a Freelance Portfolio

A strong freelance portfolio is essential for showcasing your skills,
experience and unique style to potential clients. It serves as your visual
resume, highlighting the best of your work and demonstrating expertise
in your chosen niche. The following resources will help you curate a
portfolio that not only reflects your abilities but also speaks to the types
of clients and projects you want to attract, ensuring that it effectively
communicates your value and sets you apart in a competitive market.
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Video: Niche for Now: An
Approach for Building a
Freelance Business as Someone
with a Sh*t Ton of Interests

Video: How To Find Your Center

The RGD Professional
Handbook:
Areas of Specialization pg.12

Start-Up pg.125

Positioning and Focus pg.162

16 senior design professionals
share their top tips for
preparing your design portfolio

From grad to gig: Crafting
your portfolio

Video: Perfecting Your Portfolio
Panel Discussion

Career Document Ch.1—
Looking for a Job | Portfolio
Development
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Finding Clients

Networking and Building Connections

Networking to build connections is crucial to growing your freelance
business and finding new clients. By cultivating strong relationships
within your industry, attending events and actively engaging online, you
can create opportunities for collaborations, referrals and repeat business.
The following resources offer strategies for networking effectively,
whether it’s through in-person events, social media or industry-specific
platforms, and how to leverage those connections to establish a steady
client base.

Marketing Your Services

Marketing your services is essential for attracting new clients and growing
your freelance business. Effective marketing allows you to showcase

your expertise, build your brand and communicate the value you offer.
The following resources provide various strategies for promoting your
freelance services, including building an online presence, utilizing social
media, crafting compelling proposals and leveraging word-of-mouth
referrals. By strategically marketing yourself, you can reach a wider
audience and position yourself as a trusted expert in your field.

Video: How Designers Can Get
Consistent Clients

Video: How To Get Clients When

You’re Just Starting Out

The RGD Professional
Handbook:

Finding Work as a Graphic
Designer pg.19

Building a Strong Client
Relationship pg.34

Presentations and Meetings
pg.43

Closing the Sale pg.179

Video: Why Marketing Works by
Jeff Swystun

Video: How a Professional
Social Media Presence is Key for

Landing your Dream Role

The RGD Professional
Handbook:

Section 6: Marketing Design
Services pg.156

Marketing Metrics (pg.163)

Essential Marketing Tools
(pg170-171)

Client/Design Brief pg.218

Client Estimate/Quotation
pg.221
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Utilizing Freelance Platforms

Utilizing freelance platforms can be a powerful way to connect with
potential clients and find projects that match your skills. Websites such
as Upwork, Behance and Dribbble offer opportunities to showcase your
work, apply for jobs and build relationships with clients from all over
the world. These platforms often provide built-in tools for contract
management, invoicing and payment processing, which can streamline
the business side of freelancing. However, it’s critical that you do your
research to carefully select platforms that align with your niche and
career goals, as well as create an appealing profile that highlights your
expertise and past work. And NEVER do any spec work. Be wary of
freelance sites and projects that try to get you to do spec work. By
strategically using these platforms, you can gain visibility, access a global
market and build a steady flow of freelance work.

When selecting a freelance platform to join, it’s important to consider
several factors to ensure that you choose the one best suited to your
skills, needs and professional goals. Here are some tips and things to keep
in mind:

1. Type of Jobs Available

e Match Your Skill Set: Ensure the platform has a variety of projects
that align with your specific skills and expertise. Some platforms
specialize in certain industries (e.g., design, writing, tech), so choose
one that fits your niche.

e Industry Relevance: Look at the type of clients and industries
that frequent the platform. Are they aligned with your career goals
and values?

2. Platform Reputation and Reviews

® Check for Reviews: Research the platform’s reputation by reading
reviews from other freelancers. See what they have to say about
payment security, client interactions, and overall platform experience.

e Trustworthiness and Security: Make sure the platform is known
for paying freelancers fairly and on time. Platforms with a secure
payment system, like escrow services, help ensure you are
compensated for your work.
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Utilizing Freelance Platforms (cont)

3. Fees and Payment Structures

e Understand the Fee Structure: Freelance platforms charge different fees,
often a percentage of your earnings. Compare the fees across platforms
and determine if they align with the rates you intend to charge.

® Payment Methods: Ensure that the platform offers convenient and
secure payment options (e.g., PayPal, bank transfers) and provides
reliable payment schedules.

¢ Withdrawal Options: Be sure you can easily withdraw your earnings,
and look into any minimum withdrawal amounts or restrictions.

4. Client Quality and Expectations

® Types of Clients: Check the type of clients who typically use the
platform. Are they established companies, startups or individuals with
smaller budgets? Consider whether you’re comfortable working with
these clients.

® Project Scope and Expectations: Evaluate whether the platform
offers clear project details, realistic budgets and reasonable timelines.
Make sure expectations are aligned between freelancers and clients
before committing to a job.

5. Competition and Volume of Work

® Competition: Some platforms can be very competitive, with
many freelancers vying for the same projects. Consider the level
of competition and whether you’re comfortable with that. Avoid
freelance platforms that ask you to create work in advance for free,
as this often leads to unpaid labour, undervalues your skills and rarely
results in fair compensation or long-term opportunities.

®  Project Availability: Look for a platform with a steady flow of projects,
so you don’t run out of opportunities. A platform with a larger client
base tends to offer more job options.

6. User Interface and Experience

e Ease of Use: Evaluate the platform’s user interface. It should
be intuitive, easy to navigate and efficient for finding jobs,
communicating with clients and tracking payments.

® Support and Resources: A platform that offers robust support (help
desks, FAQ, tutorials) can be very helpful, especially when you're new
to freelancing.
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Utilizing Freelance Platforms (cont)

7. Platform Policies and Dispute Resolution

e Clear Policies: Understand the platform’s policies on things like
work disputes, refunds, cancellations and how they handle conflicts
between clients and freelancers.

® Dispute Resolution: Make sure the platform offers a clear process for
resolving disputes, ensuring you're protected in case there’s an issue
with a client or payment.

8. Level of Flexibility

® Autonomy: Evaluate how much autonomy the platform gives you
in terms of setting your own rates, choosing your own projects and
managing your schedule.

® Freelance vs. Full-time Opportunities: If you're considering
transitioning to full-time freelancing, see if the platform offers long-
term contracts or ongoing opportunities that might match your goals.

9. Growth and Community Support

* Networking Opportunities: Does the platform offer networking
opportunities, forums or groups where you can connect with other
freelancers? Being able to interact with a supportive community can
help you grow your freelance career.

e Learning and Development: Some platforms offer resources for skill
development, workshops or tutorials. These resources can be valuable for
improving your craft or learning how to navigate the platform effectively.

10. Platform Transparency

e  Clarity in Job Listings: Ensure job descriptions and client requirements
are clear and transparent. You don’t want to waste time bidding on
projects with unclear instructions or misaligned expectations.

e Visibility of Jobs: Check if the platform allows you to see past job
details, client ratings and reviews so you can assess whether the
project or client is worth your time.
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Utilizing Freelance Platforms (cont)

11. Location and International Opportunities

® Global Reach: If you want to work internationally, check if the
platform is open to clients and freelancers from all over the world,
and if there are any location-based restrictions or benefits.

® Language Requirements: Some platforms may operate in specific
languages or regions. Ensure that the platform matches your
preferred language or location.

12. Trial Period

e Test the Platform: Some platforms allow freelancers to try out the
platform for a limited time or with certain benefits (like waived fees
or limited project access). This can be a good way to evaluate if it's a
good fit before committing long-term.

By carefully considering these factors when choosing a freelance
platform, you can ensure you select one that aligns with your needs, helps
you grow your career and provides you with a positive and supportive
freelancing experience.
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Crafting Effective Proposals

Crafting effective proposals is a key step in winning freelance projects. RFl’s & RFP's

A well-structured proposal helps you stand out from the competition Best Practices for RFPs

by clearly outlining how your skills and experience align with the client’s

. . . i
needs. It should not only highlight your expertise but also demonstrate an Spec Work Policy

understanding of the client’s objectives and show how you can provide Video: Freelance without the
value. The following resources cover the essential components of a Free Fall: Proposals
compelling proposal, from creating a strong introduction to addressing Video: The Evolution of the
the client’s challenges and setting expectations for the project. Proposal

The RGD Professional

p Handbook:
Creating a Winning Proposal or
Estimate pg.49

RFP & Proposals (pg.49-56)

Proposal as Marketing Tool
pg174

Design Proposal Letter pg.224

124 THE RGD CAREER PLANNING WORKBOOK FOR DESIGNERS


https://www.google.com/url?q=https://rgd.ca/hiring-designers/hiring-a-designer/rfis-rfps&sa=D&source=docs&ust=1751002456060366&usg=AOvVaw0kCtVoCjQ7op04FuXYFEst
https://www.google.com/url?q=https://rgd.ca/working-in-design/resources/best-practices-for-rfps&sa=D&source=docs&ust=1751002464179021&usg=AOvVaw0SGinUQqmcoY0LG_zsdHr4
https://rgd.ca/about/policies-positions/spec-work-policy
https://rgd.ca/connecting-learning/events-training/videos/freelance-without-the-free-fall-proposals
https://rgd.ca/connecting-learning/events-training/videos/freelance-without-the-free-fall-proposals
https://rgd.ca/connecting-learning/events-training/videos/the-evolution-of-the-proposal
https://rgd.ca/connecting-learning/events-training/videos/the-evolution-of-the-proposal
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Managing Freelance
Projects

Client Communication and
Expectation Management

Effective client communication is crucial for the success of any freelance
project. Clear, consistent communication helps build trust, align
expectations and ensure that both you and the client are on the same
page throughout the process. The following resources provide strategies
for managing client relationships, setting realistic expectations and
maintaining open lines of communication to prevent misunderstandings
and ensure smooth project delivery.

The RGD Professional Handbook offers these five guiding principles when
working with clients (pg.34-37)

Five guiding principles:

1. Listen and You Will Be Heard: We are often asked to address a problem
that, in the client’s mind, is already identified and perhaps even solved.
However, one of the great talents of designers is the ability to see things
from the consumer’s perspective.

2. Honesty Is the Best Policy: To gain the trust of clients, we must be up
front at all times. Be honest about challenges, conflicts of interest and
other problems, as they occur. During presentations, do not distort the
truth or evade difficult questions.

3.“Selling” Is a Good Design Word: Clients have short memories when it
comes to your firm’s capabilities. You need to sell continuously to current
as well as prospective clients.

4. Collaborate or Fail: How a design firm collaborates with others—
advertising agencies, PR firms, promotional agencies, production
suppliers, printers and research firms—is crucial to its ability to maintain
strong relationships with clients.

4.We Are In The Service Business, Design Is Our Product: Design wins the
business but service keeps it. How you service your client’s business has a
huge impact on your business potential with them.

Business Perspectives: Red
flags designers use to identify
difficult clients

Video: Getting Clients Addicted
to Good Design

Video: The Truth about Clients

Video: Calming Clients’ Fear of
Creativity

Video: Navigating Feedback

from Internal Clients

The RGD Professional
Handbook
The Client pg.37

Client Evaluation pg.40
Billing Your Clients pg.65

Responsibilities to Clients and
Employers pg.80

Pg.34: First, you must respect
your clients. Without your
clients’ commitment to
retaining your services as a
design professional, you cannot
earn a living. But without
mutual respect, the relationship
cannot succeed. When we
complain about a client’s design
selection process, taste or the
value placed on graphic design
services, we bite the hand that
feeds us.
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https://rgd.ca/articles/red-flags-designers-use-to-identify-difficult-clients
https://rgd.ca/articles/red-flags-designers-use-to-identify-difficult-clients
https://rgd.ca/articles/red-flags-designers-use-to-identify-difficult-clients
https://rgd.ca/connecting-learning/events-training/videos/getting-clients-addicted-to-good-design-by-roy-levine
https://rgd.ca/connecting-learning/events-training/videos/getting-clients-addicted-to-good-design-by-roy-levine
https://rgd.ca/connecting-learning/events-training/videos/the-truth-about-clients-by-erin-sarofsky
https://rgd.ca/connecting-learning/events-training/videos/calming-clients-fear-of-creativity
https://rgd.ca/connecting-learning/events-training/videos/calming-clients-fear-of-creativity
https://rgd.ca/connecting-learning/events-training/videos/navigating-feedback-from-internal-clients
https://rgd.ca/connecting-learning/events-training/videos/navigating-feedback-from-internal-clients
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Project Planning and Time Management

Effective project planning and time management are essential for
successful freelancing. As a freelancer, you'll need to balance multiple
tasks and deadlines, all while ensuring quality work. The following
resources provide key strategies for organizing your workload, setting
realistic timelines and managing your time effectively to meet client
expectations without sacrificing your work-life balance. Proper planning
helps you stay on track, prioritize tasks and deliver projects on time.

Project planning and time management tools:
1. Trello: visual collaboration tool that helps organize tasks and manage
projects with boards, lists and cards.

2. Asana: comprehensive task management tool that helps design teams
track projects, deadlines and workflows.

3. Monday.com: work operating system that allows teams to plan, track
and collaborate on projects.

4. ClickUp: all-in-one project management tool that helps teams
organize tasks, set goals and manage time.

5. Notion: flexible and powerful tool for managing projects, notes and
tasks in a centralized workspace.

6. Basecamp: simple and effective tool for team collaboration, offering
to-do lists, file sharing and messaging.

7. Harvest: time tracking and invoicing tool that integrates with project
management tools, ideal for freelancers.

8. Toggl: simple time tracking app that helps designers monitor the time
spent on various tasks and projects.

9. Wrike: collaborative work management platform with tools for
tracking time, managing tasks and collaborating on projects.

10. TeamGantt: Gantt chart-based project management tool designed to
help teams plan and track projects with ease.

Video: Time Management Skills

for Thoughtful Designers

Video: Desigh Management: An

Alternative View

Video: Digital Asset
Management (DAM):

Implementation and Best
Practices

Video: Incorporating
Sustainable Design Practices

into your Work

Video: Designing Workflows
Inside an In-house Agency: The

principles and the practicality
by Roy Levine

The RGD Professional
Handbook:
The Project pg.57

126 THE RGD CAREER PLANNING WORKBOOK FOR DESIGNERS


https://trello.com/
https://asana.com/
http://Monday.com
https://clickup.com/
https://clickup.com/
https://basecamp.com/
https://www.getharvest.com/
https://toggl.com/
https://www.wrike.com/
https://www.teamgantt.com/
https://rgd.ca/connecting-learning/events-training/videos/time-management-skills-for-thoughtful-designers-by-greg-dubeau-rgd
https://rgd.ca/connecting-learning/events-training/videos/time-management-skills-for-thoughtful-designers-by-greg-dubeau-rgd
https://rgd.ca/connecting-learning/events-training/videos/design-management-an-alternative-view-with-natasha-jen
https://rgd.ca/connecting-learning/events-training/videos/design-management-an-alternative-view-with-natasha-jen
https://rgd.ca/connecting-learning/events-training/videos/in-house-perspectives-series-digital-asset-management-dam-implementation-and-best-practices
https://rgd.ca/connecting-learning/events-training/videos/in-house-perspectives-series-digital-asset-management-dam-implementation-and-best-practices
https://rgd.ca/connecting-learning/events-training/videos/in-house-perspectives-series-digital-asset-management-dam-implementation-and-best-practices
https://rgd.ca/connecting-learning/events-training/videos/in-house-perspectives-series-digital-asset-management-dam-implementation-and-best-practices
https://rgd.ca/connecting-learning/events-training/videos/incorporating-sustainable-design-practices-into-your-work-fanning
https://rgd.ca/connecting-learning/events-training/videos/incorporating-sustainable-design-practices-into-your-work-fanning
https://rgd.ca/connecting-learning/events-training/videos/incorporating-sustainable-design-practices-into-your-work-fanning
https://rgd.ca/connecting-learning/events-training/videos/designing-workflows-inside-an-in-house-agency-the-principles-and-the-practicality-by-roy-levine
https://rgd.ca/connecting-learning/events-training/videos/designing-workflows-inside-an-in-house-agency-the-principles-and-the-practicality-by-roy-levine
https://rgd.ca/connecting-learning/events-training/videos/designing-workflows-inside-an-in-house-agency-the-principles-and-the-practicality-by-roy-levine
https://rgd.ca/connecting-learning/events-training/videos/designing-workflows-inside-an-in-house-agency-the-principles-and-the-practicality-by-roy-levine
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Invoicing and Payment Tracking

Invoicing and payment tracking are crucial aspects of managing your
freelance business. Properly handling these processes ensures you
maintain a steady cash flow, avoid payment issues and keep your
finances organized. The following resources cover the basics of creating
professional invoices, setting clear payment terms and using tools to
track your payments effectively so you can focus on delivering great work
while keeping your finances in order.

Creative Earners Salary Survey

Free Fee or Flee

Video: Freelance without the
Free Fall: Get Paid!

Video: Freelance Without The
Free Fall: Money Management

Video: What is Design Worth?

Video: Let’s Up the Budget: How

to sell your clients on spending_
more

The RGD Professional
Handbook:

Pricing and Protecting Your
Services pg.46

Competitions and Fees pg.88
Pricing Copyright pg.115
Billing Docket pg.230

Invoice pg.231
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https://rgd.ca/working-in-design/resources/creative-earners-salary-survey
http://freefeeflee.ca/
https://rgd.ca/connecting-learning/events-training/videos/freelance-without-the-freefall-get-paid
https://rgd.ca/connecting-learning/events-training/videos/freelance-without-the-freefall-get-paid
https://rgd.ca/connecting-learning/events-training/videos/freelance-without-the-free-fall-money-management-by-faron-dawe-rgd
https://rgd.ca/connecting-learning/events-training/videos/freelance-without-the-free-fall-money-management-by-faron-dawe-rgd
https://rgd.ca/connecting-learning/events-training/videos/what-is-design-worth-by-blair-enns
https://rgd.ca/connecting-learning/events-training/videos/lets-up-the-budget-how-to-sell-your-clients-on-spending-more-by-michael-janda
https://rgd.ca/connecting-learning/events-training/videos/lets-up-the-budget-how-to-sell-your-clients-on-spending-more-by-michael-janda
https://rgd.ca/connecting-learning/events-training/videos/lets-up-the-budget-how-to-sell-your-clients-on-spending-more-by-michael-janda
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Contracts and Legal Considerations

Contracts and legal considerations are essential to protect both you and
your clients throughout a freelance project. Clear agreements help define
expectations, deliverables, timelines and payment terms, reducing the
risk of misunderstandings or disputes. The following resources provide
information on the importance of having a solid contract in place, key
clauses to include and how to navigate legal matters to ensure a smooth
and professional working relationship.
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Video: Graphic Design, Legally:
The Laws for Lonely Poets that

Govern your Design Studio

Video: Designing a Small
Business

The RGD Professional
Handbook:

Legal and Contractual
Responsibilities pg.85

Section 4: A Designer’s Guide to
Intellectual Property pg.98

Insurance pg.151

Managing and Developing Staff
pg190

Independent Contractor
Agreement (general) pg.232

Independent Contractor
Agreement (project-specific)
pg.233

Employee Contract pg.235

Copyright Agreement pg.238
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https://rgd.ca/connecting-learning/events-training/videos/graphic-design-legally-the-laws-for-lonely-poets-that-govern-your-design-studio-by-eric-schrijver
https://rgd.ca/connecting-learning/events-training/videos/graphic-design-legally-the-laws-for-lonely-poets-that-govern-your-design-studio-by-eric-schrijver
https://rgd.ca/connecting-learning/events-training/videos/graphic-design-legally-the-laws-for-lonely-poets-that-govern-your-design-studio-by-eric-schrijver
https://rgd.ca/connecting-learning/events-training/videos/designing-a-small-business
https://rgd.ca/connecting-learning/events-training/videos/designing-a-small-business
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Growing Your
Freelance Business

. . . Video: Advancing Your Design
Expanding Your Service Offerings Practice
Video: How to create and
Expanding your service offerings can help you attract a broader range sustain a design vision/practice

in a high-growth company

of clients and increase your revenue potential. As your freelance
business grows, you may identify new opportunities to leverage your
skills or explore additional services that align with your expertise. The

following resources will guide you through the process of evaluating and p The RGD Professional
diversifying your services, allowing you to build a more comprehensive Handbook:

. Keeping Adequate Records
and sustainable freelance career.

pg.134

Scaling Your Business (Hiring, Outsourcing, etc.)
Scaling your freelance business involves expanding your capacity to Video: Focus
take on more work without sacrificing quality. Whether through hiring

employees, outsourcing tasks or collaborating with other freelancers,
scaling requires careful planning and delegation. The following resources

explore strategies for growing your business sustainably, allowing you to

. . . . . The RGD Professional
increase your client base, manage larger projects and maintain a healthy p Handbook:
work-life balance. Growth Period pg.144

Section 7: Staffing a Design
Consultancy pg180
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https://rgd.ca/connecting-learning/events-training/videos/advancing-your-design-practice
https://rgd.ca/connecting-learning/events-training/videos/advancing-your-design-practice
http://How to create and sustain a design vision/practice in a high-growth company
http://How to create and sustain a design vision/practice in a high-growth company
http://How to create and sustain a design vision/practice in a high-growth company
https://rgd.ca/connecting-learning/events-training/videos/focus-by-kevin-hawkins
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Continuous Learning and Skill Enhancement

Continuous learning and skill enhancement are essential for maintaining
a competitive edge in the freelance world. Invest in professional
development by pursuing certifications and joining industry organizations
like the RGD, which offers valuable resources, networking and credibility —
especially important for building trust as a freelancer.

As client needs evolve and new tools and technologies emerge and
industry trends change, staying up-to-date is crucial. The following
resources provide strategies for investing in your professional growth,
whether through online courses, workshops or self-directed learning, to
ensure your services remain relevant and high-quality.

Here are several ways you can enhance your skills and engage in
continuous learning:

1. Take Online Courses and Workshops

Platforms like LinkedIn Learning, Skillshare and Coursera offer a wide
variety of design courses that can help you stay current with industry
trends, design tools and techniques. Participating in workshops and boot
camps also provides hands-on learning and real-world experience.

2. Attend Conferences and Webinars

Design conferences like DesignThinkers, Adobe MAX, AIGA Design
Conference and UX Design Conferences are great opportunities to
network with industry professionals and learn from experts in the field.
Webinars and virtual events also provide flexible learning opportunities.

3. Read Design Books and Articles

Books like Don’t Make Me Think by Steve Krug (on UX design) or The
Elements of User Experience by Jesse James Garrett offer valuable insights
into design theory and practice. Regularly reading design blogs and
articles from platforms like Smashing Magazine or A List Apart also keeps
you updated on the latest trends and best practices.

4. Follow Design Influencers and Thought Leaders

Social media platforms like Twitter, Instagram and LinkedIn offer a
wealth of knowledge from design professionals. Following leaders in the
design industry exposes you to their creative processes and the latest
developments in design.
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Continuous Learning and Skill Enhancement (cont)

5. Practice and Experiment with New Tools

Explore design tools and software that are new to you or have updated
features. This could include learning advanced techniques in Adobe
Creative Cloud, experimenting with Figma or mastering new prototyping
and collaboration tools.

6. Seek Feedback and Mentorship

Joining design communities, both online and offline, allows you to get
feedback on your work and interact with other designers. Having a
mentor who can guide your growth is an excellent way to improve and
gain insight into areas for improvement.

7. Take on Challenging Projects

Push yourself by taking on projects outside your comfort zone, such as
working in a different design discipline or tackling a complex client brief.
The experience of navigating new challenges helps expand your skills.

8. Join Design Communities and Forums

Being part of online design communities (e.g., Dribbble, Behance, Designer
Hangout) offers networking opportunities and feedback from peers.
Participating in discussions and collaborations keeps you engaged in the
design community.

9. Work on Personal Projects

Personal design projects are a great way to experiment with new ideas,
refine your craft and build a diverse portfolio. These projects also allow
you to practice without the constraints of client requirements.

10. Participate in Design Challenges

Platforms like Daily Ul, 36 Days of Type or the 100 Days of Design
challenge encourage designers to tackle creative prompts daily or over a
specific period. These challenges help keep your creative juices flowing
and encourage consistent practice.

11. Stay Updated with Design Trends

Keep track of new trends, whether it’s through design blogs, newsletters
or curated content from websites like Design Milk or Design Week.
Understanding current trends can inform your design decisions and keep
your work relevant.

The RGD’s Connecting &
Learning page on their website

Video: 21 Ways To Shift Your
Mindset And Freelance More

Effectively

Video: Getting Personal
Projects Made

Video: The Unexpected Power
of Side Projects

Video: An Accidental Journey:
The Power of Self-Generated

Projects

Video: 9-5 and Passion Projects
by Sami Christianson, Kevin
Moran RGD, Lin Oosterhoff Prov.
RGD & Paul Twa Prov. RGD
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https://rgd.ca/connecting-learning
https://rgd.ca/connecting-learning
http://21 Ways To Shift Your Mindset And Freelance More Effectively
http://21 Ways To Shift Your Mindset And Freelance More Effectively
http://21 Ways To Shift Your Mindset And Freelance More Effectively
https://rgd.ca/connecting-learning/events-training/videos/getting-personal-projects-made-by-anton-repponen-irene-pereyra
https://rgd.ca/connecting-learning/events-training/videos/getting-personal-projects-made-by-anton-repponen-irene-pereyra
https://rgd.ca/connecting-learning/events-training/videos/the-unexpected-power-of-side-projects-by-tina-roth-eisenberg
https://rgd.ca/connecting-learning/events-training/videos/the-unexpected-power-of-side-projects-by-tina-roth-eisenberg
https://rgd.ca/connecting-learning/events-training/videos/an-accidental-journey-the-power-of-self-generated-projects-by-debbie-millman-at-designthinkers-2023-van
https://rgd.ca/connecting-learning/events-training/videos/an-accidental-journey-the-power-of-self-generated-projects-by-debbie-millman-at-designthinkers-2023-van
https://rgd.ca/connecting-learning/events-training/videos/an-accidental-journey-the-power-of-self-generated-projects-by-debbie-millman-at-designthinkers-2023-van
https://rgd.ca/connecting-learning/events-training/videos/9-5-and-passion-projects-by-sami-christianson-kevin-moran-rgd-lin-oosterhoff-prov-rgd-paul-twa-prov-rgd
https://rgd.ca/connecting-learning/events-training/videos/9-5-and-passion-projects-by-sami-christianson-kevin-moran-rgd-lin-oosterhoff-prov-rgd-paul-twa-prov-rgd
https://rgd.ca/connecting-learning/events-training/videos/9-5-and-passion-projects-by-sami-christianson-kevin-moran-rgd-lin-oosterhoff-prov-rgd-paul-twa-prov-rgd
https://rgd.ca/connecting-learning/events-training/videos/9-5-and-passion-projects-by-sami-christianson-kevin-moran-rgd-lin-oosterhoff-prov-rgd-paul-twa-prov-rgd
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Notes
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Concluding Note

Thank you for utilizing this document. We hope that you
found it helpful! We value your feedback and are committed
to making this workbook as beneficial as possible. Please let
us know if you have any suggestions or comments on how
we can improve the content or if you encounter any issues
while using the workbook. Your insights are crucial in helping
us refine and enhance this resource. Send your feedback
and questions to us using this form here, and thank you for
contributing to developing this valuable tool.
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This workbook is created for Designers by Designers.

The Association of Registered Graphic Designers (RGD)

For general inquiries, contact us at
info@rgd.ca or 1-888-995-6133.

For specific inquiries, view the contact
information on our staff page.

For mailing address:

The Association of Registered Graphic Designers
PO Box 70604, Junction Gardens PO

Toronto ON M6P 4E7

Contributors:

Amelia Nash RGD

Elyssa Biringer Associate RGD
Preet Soni Associate RGD
Mostafa Zohdy RGD

Editor:

Hilary Ashworth, RGD Executive Director
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