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COPYRIGHT
Copy this the right way. You have permission to post this, email this, print this and pass it 
along for free to anyone you like, as long as you make no changes or edits to its original 
contents or digital format. Please do pass it along and make many copies. We reserve the 
right to bind it and sell it as a real book.

DISCLAIMER
We care but you’re responsible. This booklet is general in nature and is not meant to 
replace any specific advice. Please be sure to take specialist advice before taking on any 
of the ideas. Change Meridian, its employees and contractors disclaim all and any liability 
to any persons whatsoever in respect of anything done by any person in reliance, whether 
in whole or in part, on this paper.
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MESSAGE FROM MICHELLE

Career success is never a solo venture. Logically we all know that, but often we don’t pay 
enough attention to who we need to have alongside us, supporting, encouraging and 
challenging our career steps.

Your Career Advisory Board are core people in your network, who will help you throughout 
your career. They will provide advice, share insights, constructively challenge your thinking 
and actions, and provide connections and ideas.

They are particularly helpful as you embark on a Career Leap.

Who is on your Advisory Board will change over time, as your and their needs and 
circumstances change. This means you will review its composition and how it is working at 
least once a year.

This guide will step you through the key elements to consider as you construct, manage 
and review your Career Advisory Board.

Here’s to your career success.

Enjoy!

“Alone we can do so little; together we can do
so much.”

Helen Keller
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INTRODUCTION

WHY YOU NEED ONE

Careers have an ebb and flow. There are good days and bad days. Successes and 
failures.

That’s always been the case. What’s changing, more rapidly than ever, is how we work.

With this rapid pace of change, comes increasing expectations, ambiguity, flux and 
complexity.

To navigate this ever-changing working world its necessary to have a sounding board. A 
group of people you can turn to for insights and advice.

A Career Advisory Board is as essential for your career success as having the right skills and
capabilities to do the job you are being hired for. It helps to expand your ideas and inspire 
you to new levels of action.

If you are still to be convinced that developing and maintaining a Career Advisory Board 
is a good use of your time, here’s five primary reasons why it is critical.

Having a Career Advisory Board will help you to:

1. Expand your perspective on what’s possible and practical with respect to your 
career

2. Connect with people you don’t currently know that will facilitate and accelerate 
your career

3. Overcome challenges and remove roadblocks, particularly if you find yourself 
becoming complacent or looking for the easy way out

4. Be inspired by hearing success and failure stories and seeing what’s achievable 
when you put your mind to it

5. Remain focused on what really matters when it comes to career and life success, 
and to not be distracted by shiny new toys
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HOW TO DO IT

Good Career Advisory Boards don’t happen by accident. They are considered and 
planned, and take time and effort to nurture.

There’s three phases to your Career Advisory Board:

1. Construct the Board – in this phase you will map out the key characteristics for 
your ideal Board, identify potential candidates and make the approaches

2. Manage the Board – in this phase you will operationalise your board by deciding 
how regularly you will meet with each of them (either formally or informally), 
building a plan to make that happen, and then executing on it

3. Review the Board – in this phase, which usually happens once a year, you will 
critically review the success of your Board, determining what may need to shift or 
change to make it more effective
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PHASE ONE: CONSTRUCT THE BOARD

WHO SHOULD BE ON IT

Your Career Advisory Board may comprise five to eight people, ideally from a range of 
backgrounds and perspectives, providing different types of advice.

They will also take on different roles, namely:

• Mentor - who has been where you want to go and can provide advice on what 
the next steps may look like

• Sponsor - who advocates for you and will be in your corner cheering you on
• Career coach - who will be a sounding board and provide moral support and 

encouragement when it gets tough or you encounter unforeseen challenges
• Advisor/s - who will offer advice on core aspects of your career and life, and may 

include a financial advisor, technology specialist and marketing advisor
• Industry contacts - who will provide contacts in your current or desired future 

career field

HOW TO BUILD IT

Firstly, you need to outline the objective for the Career Advisory Board. Is it to help you 
land a new role or to leap to a new career? Is it to help you solidify your current position at 
work? Is it to help strengthen your longer term career prospects?

It could be a combination of all of those elements. You will find your objectives will likely 
shift as your career progresses and how your life changes.

Write down the objectives for your Career Advisory Board.

The objectives of my Career Advisory Board are to:
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Secondly, outline the key characteristics you are looking for in your Career Advisory Board 
members.

Usually, a good Career Advisory Board will comprise members who:

1. Connect – connect you with people in their network, who can in turn, broaden 
and strengthen your network

2. Challenge – constructively challenge your ideas, thoughts and actions so you 
are deliberately constructing the path forward and not always taking the path of 
least resistance

3. Contribute – helpfully share the lessons they have gleaned and the insights they 
have gathered throughout their career

4. Contextualise – have a perspective and understanding on critical issues and 
ideas, and are willing to put those forward, but not in a way that is dogmatic or 
will hamper you from you making your own choices

5. Cultivate – can expand your mind and beliefs on what is possible and the 
opportunities that exist for you

Write down your list of key characteristics.

I would like my Career Advisory Board members to be:
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For the advisor and industry contact categories you may have a couple of people to list, 
as there may be several different areas you want covered. You may also have people in 
a category that is specific to your needs. If so, note that down in ‘other’.

Remember: the people you are listing don’t need to be people you know - yet! They 
could be people that other people in your network are connected with.

Table one: My Career Advisory Board candidates

CATEGORY THE IDEAL CANDIDATE OTHER POTENTIALS TO 
APPROACH

Mentor

Sponsor

Career Coach

Advisor/s

Industry Contact/s

Other

Note: you may want to include their contact details in the space above as well.
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MAKE THE APPROACH

Once you have your list of candidates, the next step is to make the approach.
This approach needs to be:

• Personal – be clear on why you are approaching them and what you feel they 
offer that is unique. Tailor each approach for every person. You don’t want it to 
look like a mass mail-out, where they have been randomly targeted. Rather you 
want them to feel special, important and valued

• Professional – be respectful of their time, profession and expertise. Show them 
how much you value their expertise and what they have to offer and that you’d 
like to be able to reach out to them on occasions for their advice. You want to 
be clear that you won’t inundate them with requests or have any unreasonable 
demands or expectations. For example, don’t expect them to find you a job

• Practical – don’t be too fixed on how the relationship needs to work in terms of 
how frequently you meet and in what format. Ask them for their preference and 
fit in with what works with them. They are doing you a favour, so you need to be 
flexible and fit in with their needs and availability 

If you know the person you can make the approach directly. However, if you don’t and 
you need to approach them indirectly, consider who in your network could be best 
placed to make the introduction. A personal introduction will go a long way to helping 
you get your foot in the door.

When you discuss the possibility with each person, they are likely to want to know:

• Why you selected them
• What you expect from them
• How frequently you would like to meet
• What time commitments this will involve

https://www.linkedin.com/in/michellegibbings/
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In preparation for the conversation, for each ideal candidate write down the key factors  
to consider when making the approach. To the extent you can, think about any concerns 
or objections they may have about becoming involved.

Use table two (below) to complete this activity, and compile your thoughts.

Table two: Candidate factors to consider

CATEGORY KEY FACTORS TO CONSIDER IN MAKING THE APPROACH

Mentor

Sponsor

Career Coach

Advisor/s

Industry Contact/s

Other

This process will continue until you have each of your Career Advisory Board roles filled.
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CONFIRM THEIR ROLE

During your conversation with each person you will gather details around their 
expectations and needs. Be sure to note these down so you don’t forget. If you are 
agreeing to a specific way to work together you’ll want to ensure you stick to those 
commitments.

Use table three (below) to record relevant notes as you have your conversations and 
discuss and confirm their involvement.

Table three: Member expectations

CATEGORY THEIR NEEDS AND EXPECTATIONS

Mentor

Sponsor

Career Coach

Advisor/s

Industry Contact/s

Other

After a person has accepted your offer, make sure you follow up with a thank you note. It 
can be a lovely idea to do a hand written note and send a small gift. Perhaps a book you 
know they’ll like, a bottle of wine or something that connects with the work they do.

Always be appreciative.
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PHASE TWO: MANAGE THE BOARD
Once you’ve made the approach and you have the list of people who are ready and 
willing to be on your Career Advisory Board you are ready to operationalise. That is, put 
your Board into practice.

Unlike other Boards, this isn’t the type of Board where the members gather together, notes 
are recorded and decisions made. It is more informal than that. In fact, most members of 
the Board won’t know each other and will never meet together.

DESIGN THE SCHEDULE

There are some logistical things you need to decide, considering both your objectives and 
the expectations of your Advisory Board members. These include:

• How frequently will you meet with each person?
• Will it be casual/informal or more formal?
• Will you meet face to face, via skype/zoom/MS Teams or over the phone?
• Will you have regular, set meetings or will it be on an ‘as needs’ basis?

It can help to write up a rough schedule of when you are going to be in contact with 
each person, so you can track your contact and the regularity of connection.

CATEGORY
WHAT DO I WANT TO 

LEARN FROM THIS 
PERSON?

FREQUENCY OF 
CONTACT

THEIR PREFERRED 
MODE OF CONTACT

Mentor

Sponsor

Career Coach

Advisor/s

Industry 
Contact/s

Other

https://www.linkedin.com/in/michellegibbings/
http://
https://www.instagram.com/michellegibbings/
https://twitter.com/michellegibbing
http://
https://www.michellegibbings.com/
mailto:support@michellegibbings.com


Copyright © 2021 Change Meridian Pty Ltd Page 11

BUILD THE RELATIONSHIP

Building a healthy and sustainable relationship is critical.

The relationship isn’t just one-sided and all about what you need. Always seek out ways 
to add value to the relationship. You want the members of your Career Advisory Board to 
find the participation valuable to them.

You may want to consider:

• Sending them relevant articles on topics they are interested in
• Inviting them to lunches or industry events
• Sharing interesting knowledge and insights with them
• Connecting them with people in your network that may be of value to them

“You can have everything in life you want if you will
just help enough other people get what they want”

Zig Ziglar

As well, always consider how you can show your appreciation for the effort they are 
putting in to the relationship. This includes being respectful of their time and always 
considerate of their needs.

To ensure you maintain a good relationship, there are also a few cardinal rules that are 
worth sticking to:

• Never be late for meetings/catch ups you are having with them
• If you are meeting over coffee or dining out, always offer to pay
• Operate on the basis of ‘chatham house’ rules whereby you do not divulge or 

share with other people any details the members of your Advisory Board share 
with you

• Be grateful for their time and don’t waste it with questions you could have 
discovered yourself by googling the answer or doing basic research

• Come to the meetings prepared
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TARGET AND TRACK

Keeping your Career Advisory Board active and operating effectively takes effort and 
focus.

That’s where the planning that was discussed in the last section is helpful. It can also be 
useful to have targets to track your progress.

These targets may be:

• A list of key objectives you want to achieve through the regular engagement
• How frequently you connect with each other
• How frequently you share useful ideas and content with them

As the work year gets busy and you get focused on deliverables, work schedules and life 
in general, it can be easy to let these connections slip.

Schedule in calendar reminders – through Outlook, gmail or your smart phone.

You want to build in reminders so you don’t forget to get in contact and stay connected. 
It’s about you building a routine that works for you – and of course, the members of your 
Advisory Board.
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PHASE THREE: REVIEW THE BOARD

The final phase of this plan is to review the Board. It’s important to know what’s working 
and not working for you (and for the participants) and to adjust when needed.

Your Board needs to be a good use of your time, and their time.

HOW TO KNOW IF IT’S WORKING

You’ll know if your Advisory Board is working because you’ll derive so much value from the
interactions and you’ll see the impact it is having on your career. There will be a high 
degree of trust, such that you are willing to ask for help and show vulnerability with each 
of them. There will also be a mutual exchange of value.

You want an Advisory Board where there is an appropriate level of:

• Advice, challenge and support
• Responsiveness to requests for input
• Willingness to connect you with people in their network

Sometimes, with the best of intent on both sides, relationships don’t pan out as expected. 

The same might happen with your Career Advisory Board, so it’s helpful to look for the 
warning signs that something’s not working and to act quickly.

These warning signs include:

• There’s little or no sense of connection or rapport with an Advisory Group 
member/s

• There’s a mismatch between your objectives and what a member/s are willing to 
offer

• You encounter a repeated lack of responsiveness to requests for help
• You don’t look forward to catching up with a member/s of the Advisory Board

WHEN TO CHANGE IT

As the saying goes, ‘All good things come to an end’. There will be a time that aspects of 
your Career Advisory Board will naturally shift, either because it’s not meeting the desired 
objective, or you’ve outgrown it in some way.

Your Advisory Board membership will change over time, as your and the members’ needs 
and circumstances change.
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As your career progresses the type of advice and support you need will naturally change. 
This means there will come a time when you’ve outgrown your Advisory Board members. 
That is, the advice they are best placed to offer is no longer what you need.

You may also find that your objectives have changed and so you are wanting members 
on the Board who can provide a different type of support and challenge.
At the same time, your Advisory Board members may find that their needs too have 
changed.

Changing roles or life circumstances may mean they no longer have the time or 
inclination to play the same role. Just as you may want to change, they may want to 
change too.

When you’ve reached this point the best thing to do is to handle it professionally. Thank 
the person for their involvement and quietly, with no fuss, move on. Relationships naturally 
ebb and flow and so there is nothing wrong with this happening.

This doesn’t mean you cut them off and disconnect with them on social media. It simply 
means that at this stage in your career you have less contact with them than you did 
before. It also doesn’t mean that the relationship may not spark back up at another stage. 
You never know, they may need you for something down the track.

Always think long term when it comes to relationships!
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If you want your Advisory Board to get up and running, then the person who will make it 
happen is you.

Set a date to strive towards so you have a goal set for when you want your Advisory Board 
in place.

Bear in mind it may take some time to get everyone on board. The good news is you don’t 
need every role filled before you can start engaging with the members that are already in 
place.

You will find that each Advisory Board member has different expectations and needs, and 
so you want to be flexible and adapt to their varying style and expectations.

Successful careers don’t happen by accident and nor do they happen alone. You need 
good people – and great people – around you to inspire, challenge and support you to 
new levels of success and achievement.

Your Advisory Board is a core element of that success platform.

“You can design and create, and build the most
wonderful place in the world. But it takes people to
make the dream a reality.”

Walt Disney

Enjoy building your Advisory Board. It’s a fun and rewarding experiencing.
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In a time of unprecedented change, Michelle is bringing back the happy to workplace culture by getting people 
comfortable with embracing the unknown. Working globally, she empowers the leaders of tomorrow with practical 
tools to thrive through complexity, unlock greater self-awareness, and make powerful, wise and congruent choices. 
Choices that better serve their colleagues, organisation and career.

Speaking internationally, passionately and prominently about better ways to lead, Michelle is in high demand as an 
innovative keynote speaker, advisor and executive mentor of choice, working with leading corporations and largescale 
organisations.

As an author, Michelle focusses the spotlight on the shifting paradigms of work and employment. Her best-selling 
books are must-have tools for both employees and managers - ‘Step Up: How to Build Your Influence at Work’, 
‘Career Leap: How to Reinvent and Liberate your Career’, and most recently ‘Bad Boss: What to do if you work for 
one, manage one, or are one’.

Michelle Gibbings is the Workplace Expert

WHAT’S NEXT?

If you are looking to elevate your influence and impact then there are a number of 
options to consider.

1. Undertaking targeted mentoring and coaching

2. Join a professional membership association so you can meet and learn from industry 
experts and other people working in your field

3. Enrol in free open courses through online mediums such as edX and Coursera on 
relevant topics

4. Be open to regular feedback from colleagues and stakeholders on how you are 
perceived, and being willing to act on it, as necessary

5. Participate in a detailed 360 degree feedback process.  Michelle is accredited in a 
range of tools

https://www.michellegibbings.com/work/mentoring/
https://leadershipcircle.com/en/products/
https://www.michellegibbings.com/work/mentoring/lectical-self-understanding-assessment/
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https://twitter.com/michellegibbing
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