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	The situation: 

As you are in your final term of this course you are considering what the next steps are for you and how you will progress your career.  This unit enables you to explore, clarify and express this.


	Learning outcomes:
Understand skills and qualities needed to progress in a career

Understand information and guidance related to career progression

Understand the importance of career progression

Be able to plan the next stage in their career progression


	You will need to produce  
	Underpinning skills required

	A list
Take part in a 1-1 discussion with your tutor

Indentify and use sources of information 

Take part in a small discussion 

A development plan
	Be able to sort information by relevance

Confidence in expressing ideas clearly
Able to applying information to self



	Assessment

	Criteria
	1.1
	1.2
	2.1
	2.2
	3.1
	3.2
	4.1
	4.2
	
	

	Passed
	
	
	
	
	
	
	
	
	
	

	Date
	
	
	
	
	
	
	
	
	
	

	FINAL GRADE    (please circle/shade)        

	NOT PASSED
	PASS


	 

2 credits

	Tutor signature & date (once complete): 



	Student name
	

	Statement of authenticity 

I declare that all of the work in this assignment is my own work. Any work that was done within a group has been clearly identified and all books and sources of information have been referenced.  

	Student signature 
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	Programme:
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	Assessor's Feedback

	Criteria 
	Comments

	In future assessments you could improve by



	Assessor Signature:
	
	Date:
	


Task 1 (Learning outcome 1)
Understand skills and qualities needed to progress in a career
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1.1 Discuss personal skills, qualities and experience relevant to career progression

1.2 Discuss areas of work or study that might be best suited to their personal skills, qualities or experience 
A] Identify the broad area of work you wish to progress into in the future

B] List the personal skills, qualities & experience you have developed to date that are relevant to progressing your career.
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Skills and qualities: interests, formal and informal experience, training and qualifications, hobbies, personal strengths, qualities, abilities and talents

Skills and qualities relevant to career progression: personal skills and qualities 
eg self motivation, flexibility, determination, goal setting; ability or desire to learn new skills and information

C] Select two areas of work or study you think might be best suited to you considering your personal skills, qualities or experience.  
Make some notes in the space below in preparation n for your discussion with your tutor.  (This will be recorded by the tutor for verification purposes.)
	Choice 1

	Choice 2

	Your notes on choice 1


	Your notes on choice 2

	Tutor comments from 1-1 discussion


	Tutor comments from 1-1 discussion



	Date of 1-1 meeting 

Name & signature tutor 

Name & signature student


[image: image4.jpg]


[image: image5.jpg]


[image: image6.jpg]


[image: image7.jpg]City
Guilds T4 EOITION





Task 2 (Learning outcome 2) Understand information and

guidance related to career progression 
2.1 With support, identify sources of career progression information and guidance

2.2 From sources of information and guidance, identify different career and course options 
A] Identify at least three sources of information about job roles, study opportunities or career paths in a sector relevant to the choices made in 1.2. from the range of resources suggested, speakers and trips. 
	Sources for choice 1
	Sources for choice 2

	1.

2.

3.


	1.

2.

3


B]  Match the skills and qualifications needed for two possible career or course options to their own skills, qualities and experience by highlighting these and annotating on the printed information you have selected.  
(Attach these to your assignment labelled 2.2)
Task 3 (Learning outcome 3)
Understand the importance of career progression
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3.1 Explain the importance of career progression for the individual

3.2 Explain the importance of career progression for others

Have a small group discussion (this will be recorded for verification purposes) during which you must give 

· two reasons how career progression may benefit individuals 
· two reasons how career progression may benefit others

I confirm that this student took part in the group discussion and met both bullet points above.
(Tutor to add details of what was stated by this student)
Name & signature tutor                                                     Date of group discussion

Or

Use the space below to write down

· two reasons how career progression may benefit individuals 

· two reasons how career progression may benefit others
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Task 4 (Learning outcome 4)
Be able to plan the next stage in their career progression

4.1 With support, identify short-term goals that will help them progress their career

4.2 With support, identify a realistic timeline and relevant resources for achieving the career progression goals
Choose and express at least three realistic short-term goals in the form of a basic development plan for the next stage in your career development.  Add the associated timelines and resources.
DEVELOPMENT PLAN TO HELP ME TO ………
	Short term goal
	How will this help my career to progress?
	What do I need to do? 

(list all the steps you need to take)
	By when

(for each step)
	Resources

	1


	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	
	
	
	
	

















