
9th Grade Naviance Check Point 

“How To Guide” 

 

Task #1: Setting Academic and Personal/Social SMART Goals 

What is a SMART Goal? SMART Goals are: Specific, Measurable, 

Achievable, Relevant, and Timely. A correctly written SMART goal 

answers the following questions: What specific things will you 

accomplish? How will you know when you have achieved this goal? Is 

this goal realistic / do you have the tools you need to achieve it? Why is 

this goal important in your life? When can you achieve this goal? 

Example of a Career SMART Goal: 

By August 2016, I will be employed as a High School Counselor. I will 

know that I have achieved this goal when I have my contract in hand and 

begin my first year as a High School Counselor. In order to achieve this 

goal, I must have a master’s degree, positive letters of recommendation 

from my Graduate School Professors, and the drive to submit all of the 

necessary job applications to secure a position – all things I have! This 

goal is important to me because my School Counselor made an impact in 

my life and I aspire to have a career in which I can do the same for my 

student.  

How to Set your SMART Goals in Naviance 

1. Once you log into Naviance, click “My Planner” on the top right 

 

 
 



 

 

2. Then click “Goals” from the Drop-Down Menu 

 

 
 

 

 

 

3. Your assignment is to set goals under “Academic SMART Goal” and 

“Personal SMART Goal.” Those two are required, but you are welcome to 

set goals in “Career,” “Postsecondary,” and “Other” 

 

 
 



 

 

4. Click under each category and complete the questions. Make sure to click 

“Add” after answering the questions so that it saves! 

 

 

 

 

 

 

 

 

 

 



Task #2: Complete the Learning Style Inventory  

What is a Learning Style? All students learn a little bit differently. A 

learning style refers to the way that students take in, process, understand, 

and retain information. Some students learn by listening, others by 

doing, others by seeing, etc. This survey will show you how you learn 

best, which will serve you as you continue on through High School and 

on to college and careers! 

How to Get to and Complete your Learning Style Inventory in Naviance 

1. Once you log into Naviance, click “About Me” on the top right 

 

 
 

2. Then click “My Assessments” from the Drop-Down Menu 

 

 
 



3. Next, click “Learning Styles Inventory.” Your assignment is to complete the 

Learning Styles Inventory, but you are welcome to do any of the other 

assessments if you want to! (Spoiler alert: you will do the other assessments 

at other points in high school anyways, but you are welcome to do them 

early if you would like!) 

 

 
 

4. Read the instructions and click “Take Assessment.” Make sure to check out 

your results when you’re done! Very interesting to read through the different 

strategies they suggest for you.  

 

 

 



Task #3: Begin Making a Resume 

Why do you need a resume and what do you use it for? Resumes are meant to 

be used for a variety of contexts, such as applying to college or applying for jobs 

and internships. The important thing about a resume is that you have two versions: 

a master copy that lists everything you have ever done and a personalized copy that 

you make for each individual submission (job application, internship, college, etc.) 

that you are making. If a job calls for specific skills, you would only include the 

items from your Master resume that are relevant to that position. Some important 

categories on a resume include: contact information, education, experience 

(volunteer and work), and skills.  

How to Add to Your Resume on Naviance 

1. Once you log into Naviance, click “About Me” on the top right 

 

 
 

2. Then click “My Stuff” from the Drop-Down Menu 

 

 
 

 

 



3. Next, click “Resume.” On that next screen, you will notice a red plus sign on 

the right. Click that to add an entry on your resume.  

 

 
 

4. Go through each category and add all pertinent information. Since you are in 

high school, it would be acceptable to include both middle school and high 

school activities. Elementary school activities would now be considered 

outdated. Once you move on to college, only high school activities would be 

relevant, and so on.  

a. On each section, make sure to answer all of the questions and click 

“Add” at the bottom to ensure that it is saved to your resume.  

b. The goal would be to use Naviance to add any accomplishments you 

achieve (awards, job experiences, service organizations, etc.) and 

when it is time to actually create a Resume, you can find a nifty 

looking template through Google and add in all of the relevant entries.  

 

 



5. At a minimum, students are required to add the following: 

a. Objective: in this section, you can write in your Academic and 

Personal/Social SMART goals from Task #1 (and feel free to write a 

new SMART goal for Career if you haven’t already) 

b. Education (list your Elementary, Middle, and High Schools) 

c. References (you should list at least two people who would be willing 

to write you a letter of recommendation or give a positive reference if 

a job/internship were to call them – these people can not be family 

members) 

 

It would be good to add information in every possible section that 

they can. 

 

6. For students to be marked as “Complete” they must export their Resume 

from Naviance once they have entered all the sections and information they 

wish. They can make edits to their resume at any time over their years in 

high school (and should be regularly adding and updating)! 

 

 


