
Seeking promotion internally has unique challenges and advantages when com-

pared to landing an external job. One great advantage you have as an internal 

candidate is the ability to prepare for promotional opportunities ahead of time. 

Be ready for your next promotional opportunity by taking these steps to 

strengthen your candidacy before the application process even begins. 

 

Research before applying. Get ahead of the game by identifying the promotional positions that you would be 

interested in pursuing. Read those job descriptions very carefully to determine if you meet the minimum en-

trance requirements and to get a feel for the job duties you would perform in that position. Review the knowl-

edges, skills, and abilities needed for the position to determine if there are any you should brush up or need to 

obtain. Because you’re researching positions before they start accepting applications, you have the opportunity 

to gain or improve the skills desired for that position and pursue any licenses or certifications that are required. 

By doing your research, you won’t have to resort to randomly applying for every opening with the hope that 

something will work out. Instead, you’ll be focused on specific potential career paths and working towards 

strengthening the particular skills needed to become the strongest candidate possible for your targeted posi-

tions. 

 

Develop your skills. Once you’ve identified where you want to go, you can work on improving the skills 

you’ll need to get there. There are two main kinds of skills you may want to develop: technical skills and soft 

skills. Technical skills are also known as hard skills and examples include proficiency in accounting, computer 

programming, equipment repair, software programs, etc. These skills are easily identified on job descriptions 

and improving them can be as straight forward as taking a course or getting a certification in the skill. Soft 

skills can be a little more difficult to define, improve, and demonstrate. Some examples of soft skills are: 

Interpersonal & Communication Skills: While most jobs won’t require you to be a brilliant speaker or 

author, for nearly every job it’s valuable to be able to express yourself effectively both orally and in 

writing. 

Adaptability: Your ability to be flexible is essential in today’s changing workplace. Organizational 

needs, goals, structures, and technology all change over time, so it’s to your benefit to demonstrate that 

you have the ability to adapt and grow your skills accordingly. You may also need to be adaptable 

when it comes to your work location. Sometimes in order to promote internally, employees must be 

willing to move to a different department or college. 
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Important Steps to  

Prepare for Promotion 



Critical Thinking: Challenges arise on the job no matter what position you hold, and therefore the 

ability to review data, assess problems, and develop sound, effective solutions is indispensible. 

Teamwork: Being able to collaborate with members of your department, other District employees, 

outside agents, and members of the community will make you a sought-after employee. Being a team 

player entails knowing when to follow directions, when to lend a helping hand, and when to act as a 

leader to accomplish your department’s goals. 

Much like technical skills, soft skills can be learned and improved. A good way to approach developing these 

skills is to seek out someone who you feel demonstrates talent in the area(s) you want to improve. You can 

ask them for information, advice, or even more long-term guidance as a mentor. You can also improve cer-

tain soft skills by enrolling in a course. For example, you can enhance your communication skills by taking a 

class in writing or public speaking. Another way to improve soft skills is by doing volunteer work. This can 

give you the opportunity to work on these skills in a setting with lower stakes than your workplace. 

 

Prepare yourself. Be sure to update your application to show what you’ve been doing and how you’ve 

grown your skills while working at the District. When vacancies open up, use your inside advantage to ask 

District employees about the culture of the department and college where the position is. This will help you 

determine if the opening is a good fit for you and how to best prepare for an interview with that department.  

Don’t assume that your employment within the organization speaks for itself. Think about how you can pre-

sent your experience and accomplishments in a way that highlights your technical qualifications along with 

the soft skills you’ve developed. 

 

In summary, you can make the most of your advantage as an internal candidate by determining the career 

path(s) you’re interested in pursuing, researching the related positions ahead of time, and strengthening the 

skills you’ll need to do well. Remember that it’s not just about getting the job. For continued career success, 

it’s crucial to develop your skills ahead of time so that you will be successful on the job once you do get it. 

 

We’d like to hear from you! Please visit the following survey link to provide us with valuable feedback on 

our bulletins: https://www.surveymonkey.com/s/VL2DX7P. 

https://www.surveymonkey.com/s/VL2DX7P

