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First of all, I want to thank you from the bottom of my heart for joining me 
on your journey of success with the Re-Ignite Your Career with Confidence
programme  

In this programme you are going to learn everything you need to develop your 

confidence to accelerate your career to the next level. Now is the time to begin 
clearing out your life and business and get ready to gain clarity and 
empowerment for change. 

I’m very excited that you’ve decided to create a new path for yourself and 

have taken this decision to go for it. Since it’s time for a change in your life, it’s 

time to break through the unnecessary burdens, to overcome the 

obstacles that entangle you and keep you from living your purpose and 

developing a passionate career. 

I know that moving up or into a new career can be very hard and extremely 

frustrating. I have been there, and I have overcome many challenges myself. 

But we are here now, together, where you are going to find the support you 

need to launch your career to the next level in an authentic way. 

I am here to assist you in the success process so that you will thrive in life 

and ultimately experience joy in the way it is meant for you. To get you 

started and ready for your journey ahead, please take your time and complete 

this Welcome Pack. This exercise will help you start your journey and 
focus the mind for the next 3 months. 

With much love, 

Jane 

Jane Baker 



Stepping up in Your Career and Changing your 
Mindset Takes Time and Preparation 

If you are anything like most women and men, you constantly feel 

behind in life. This feeling of never having enough time or money or space 

can hold us back and get us all wrapped up in constant business. Stepping up 
your career takes time. Time to build, time to think, be inspired and enjoy the 

process. But this is only possible if we are in a state of spaciousness that 

allows us to accomplish these things. 

Being in control of your time and energy is going to give you more 

confidence, more peace, and brainpower to charge ahead. 

Many of us need “permission” to spend time on ourselves, invest in ourselves 

and to allow the space for these nurturing activities. If that is you…grant 

yourself permission to enjoy this process of getting ready to change your life 

and career forever. It’s important that you know that you are in a 

welcoming, safe and supportive space. I am there for you and there are 

no “shoulds.” because someone else’s life/work/brand/relationship looks 

different than yours doesn’t make someone better or worse.  

The only way to not get what you came here for is to not do the work. But 
you will, of course, do the work because you’re determined and dedicated to 
living your dreams, excited to see the unfolding of it all, happy to do whatever 
it takes in order to ensure your success.  

So, we begin with the exercise of mastering your time, removing energy 

leaks, getting clear and setting powerful goals. This Orientation Packet 

includes everything you need to be well prepared for the journey ahead. 
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Preparing Your life for Accelerated Growth in your 
Career 

I ask that you create your own schedule, committing to specific times during the 

week that you will diligently work on your dreams and goals as if they were 

already established and paid for appointments. Creating and sticking to a regular 

schedule will help embed positive habits, keeping you on course, experiencing 

the natural growth toward your declared career goals. 

By enrolling in this course, you’ve made a substantial financial investment in 

your future. Uphold your endeavours by investing your time as well. 

Take a look at your life and start calendaring chunks of time, depending on what 

is important to you. Start to plan time for working on your Career progression 
and participating in this Programme. I suggest booking approximately 10 – 15 

hours a week for your Career Building and Reading. If that’s not possible, go at 

your own pace.

What matters most is that you check in with yourself and then commit to the 

time you do have to spend and make the most of it. 
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Your time 

Let’s look at your time management and explore how you can become more 
efficient with how you spend your time on this Programme to be a success. We 

often tend to lack time and often feel pressured when things don’t get done, as 

they “should”. Now that you are going to embark on building your career with 
confidence, I want to streamline your efforts and truly set you up for success. 

That means being fully aware of your schedule, when you can work, avoiding 
distractions, and getting the support you need. 

Now let’s explore the following areas. 

Do you often feel overwhelmed and lack enough time? 

Are you often late? 
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Do you often get side-tracked and lack focus? 

Which areas of life do you feel most “out of control” in and what are some 

strategies you can implement to get the support you need? 

Strategies that have helped me in the past included hiring a babysitter, getting a 

cleaner to come in and do the laundry once a week, and planning my work 
schedule to allow for an extra hour a day for my own self-development 

See what’s possible for you to make you feel more supported and give you the 

space you need to focus on your career. 

Time management skills 

During this programme, you will need to be effective with your time. Developing 

time management skills is a journey that needs practice. Here are some 
strategies for using time. 

Setting goals 

To start managing time effectively, you need to set goals. 



Goal-setting is a powerful process for thinking about your ideal future and 

for motivating yourself. When you know what you want to achieve, you can 

then figure out what exactly needs to be done, in what order. 

Without proper goal setting, you end up with a confusion of conflicting 
priorities. Complete the goal setting exercise in this packet and revisit your 
goals often 

Dedicated Workspaces 

Determine a place where you can maximize your concentration and be free 

of the distractions that family, friends or hobbies can bring. Also find a 

backup space that you can escape to, like a library, or even a coffee shop where 

you can be anonymous. A change of venue may also bring extra resources. 

Create an Activity Log 

Begin to keep a log of your work and the time you spend for a few days to get 

a sense for how efficiently you are working. Your log will also help you 

recognize whether or not you’re doing your most important work during the 

right time of the day. You may have more energy and concentration at night vs. 

in the morning and need you to schedule your work accordingly. 

Logs are also useful for helping you identify non-core activities that distract 

you from meeting your goals and objectives. For example, you might spend far 

more time than you think surfing the Internet, or chatting on the phone with 

friends and when you see how much time you’re wasting on such activities, 

you can change the way you work. 

Create a To-Do List 

Creating a prioritizing your To Do list will keep you on track week after 

week. Make sure you add the most important tasks on your list first and 

account for everything including family, personal and business. To-Do Lists 

are essential if you’re going to beat work overload, be better organized and 

experience less stress 
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Weekly reviews 

Weekly reviews and updates are also an important strategy. Each week, like 

a Sunday night, review your week ahead. Be mindful of deadlines and 

obligations and postpone any unnecessary activities that will take up much 

needed time. 

Manage Interruptions 

Everyday interruptions at work can be a key barrier to managing your 

time effectively and, ultimately, can be a barrier to your success. There are 

phone calls, e-mails, information requests, and a whole host of events that 

demand your attention and distract you from your focus. Although 

interruptions are a natural and necessary part of life, they can rob you of the 

time you need to achieve your goals and be successful. Do what you sensibly 

can to minimize them and remain available for people when they truly need 

help. 

Deal with Procrastination 

Everyone procrastinates at some time. The key is to identify it, become 
aware and push through it. 

Figure out why you are procrastinating. Perhaps you are afraid of failing? 

Once you know why you procrastinate then you can plan to get out of the 
habit. We'll be working on this in the mindset module. Reward yourself 

for getting jobs done, and remind yourself regularly of the consequences of 

not accomplishing your tasks! 
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Your Goals 

Let’s take a look at your goals and how you can set goals to support your journey. 
(Warning- please allow at least 1 hour to go through these questions) 

What are your reasons for joining the Programme ? 

What is your WHY / The reason for starting your Career Change 



 2018 Jane Baker DO NOT DISTRIBUTE 

What are you looking to accomplish by the end of the program? Be specific. 
Write about your career needs, your income, your impact, and your life. 

What has kept you from accomplishing these goals in the past? 
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What have been your three most fulfilling accomplishments in life so far? 

What has made you feel the most successful? 

What has been the biggest thing you have had to overcome? 
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What has not been successful and what have you learnt from this? 

Are you past, present or future orientated? 

What is your professional background? 
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What is the most important thing in your life at the moment? 

What are you putting up with at the moment? 

If you had the power to change any 3 things in your life and business, what 
would they be? 
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What is the greatest achievement of your life and why? 

Describe any significant achievements that went well without a deal of effort 
on your part 

What are your greatest accomplishments in past jobs? What was special 
about them? Why are they important to you? 
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What excited you about your past/present jobs/the high points of your life? 

What attracted you to each of the jobs you have done?    What’s been missing 
in your current and previous jobs? 

If there were no barriers in the way, what would your dream job look like? 
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You have decided to make some changes to Re-Ignite your Career. This can

be a daunting process and if you feel like you need extra support releasing fears 
and beliefs I recommend using NLP and Kinetic Shift. We can talk more 

about this on a coaching call if you would like.  We will be covering a whole 

session on your fears and challenging negative thoughts – you will feel 

empowered and understand a lot more about the belief cycle and how we have 
the power to change it.

Have a look at "The Mind Management" - Proffesor Steve Peters (highly 
recommended as a starting point) 

Now it’s time to approach your life and get ready to make space and feel 

fully supported for your growth. Every little exercise in this section is 

important. But it is up to you to pick and choose which areas of your life need 

to be up-levelled before you can truly begin to build your career and life the 
way you desire.

Look at this exercise as a time, confidence, and joy builder. Make it fun and 

reap the rewards! 

By cleaning up, organizing, completing, selling, purchasing, cancelling, 

or otherwise healing these areas of your life, you will have more mental 

power to focus on what’s’ ahead of you. Your mental space and energy will be 

greater, your emotional wellbeing will be improved, you will feel more 

supported, and powerfully under control. This is a critical step in the process, 

so don’t skip it or cut it short. 

Consider each area and identify at least 3 things that need to be: 

Cleaned up  De-cluttered  

Re-organized Fixed

Completed  Or Cancelled

http://www.thetappingsolution.com/
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Areas to Consider 

Health and Wellness 

Relationships with others 

Emotions 
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Finances 

Time 

Travel 



You are now well on your way to succeed. The work you have done 

in this Welcome Pack is going to serve you well. Keep it close and refer back 

to your goals and insights often. 

I would like to encourage you to use this pack as a way to journal out and 

record initial thoughts, but also things you know you must work on and 

make non-negotiable for yourself. 

As we begin to work with each other and your confidence and career 
prospects, new challenges and hurdles may come up and you can use the 
questions and exercises in this pack, again and again, to help you up-level your 
career, mindset, and momentum, living a free and abundant life, doing 
what you love with confidence 

I'm really looking forward to working with you

Kind Regards

Jane Baker 
Leadership Coach & Career Mentor
www.janebaker-coaching.com
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