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WorkSkills sample assignments – user guidelines

· These assignments are meant only as guidance and you should tailor the delivery scenario to suit your context of delivery and the needs of your learners.  

· The evidence collection area is meant as a guidance template and you should amend this as required.  You may also want to choose a different method of assessment and evidence recording.  Please always refer to the delivery guidance in the WorkSkills specifications for further advice on delivery and assessment.
· Please ensure the final assignment used is internally verified
· The assignments have been left as word documents to allow you to amend and tailor.

	Level 1

	Unit  11

Career Progression
	Assignment Title: 


	Assignment Issued: ………………………………………………………………………….     Hand in Date ………………………………………………………..


 
Learner’s Name: ……………………………………………………………………………...   Tutor Name: …………………………………………………………………………….

Internal verification date: ………………………………………………….   IV signature: …………………………………………………………………………………………..


	Learning outcomes 

The learner will:
	Assessment criteria

The learner can:

	1 Understand skills and qualities needed to progress in a career


	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

	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

	3 Understand the importance of career progression


	3.1 Explain the importance of career progression for the individual

3.2 Explain the importance of career progression for others

	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


Scenario

To know where you are going to, you must be clear about where you are starting from. An effective career has so many parts to it including hours of work, wages and conditions but the bottom line is that you must enjoy it! The most effective way of finding out what type of career you will enjoy is to look at your strengths, skills and experience as well as what you enjoy doing and try to build a career from there. This assignment will guide you through that process and provide you with a focus for your career choices.

Tutor guidance 

To make this unit as relevant as possible it should be delivered within the context of the learner’s own career interests.  It would be helpful for the learner to identify a specific career/job role/job sector that interests them.  In this way the learner will be able to focus more specifically on the personal skills, qualities and experience that they have which will help them to progress in this area.

	Task 
	AC
	Guidance to the Tutor and Recommended Evidence

	Warm up exercise

In small groups discuss the personal skills, qualities and experience that are relevant to career progression.


	1.1 
	Tutor observation of the group discussion

	Task one

a) Identify a career path/job role or job sector that you would like to work in.  
b) Build up a mind map of your own Skills, Strengths, (things you are good at) Qualities, (what factors can you bring to a job), Interests and Work Related Experiences that you think will help you to progress in your chosen career.

	1.1
	‘Personal Skills, Qualities and Experience’ mind map.

Useful Resources
www.careervaluestool.com/
www.prospects.ac.uk/cms/ShowPage/Home_page/What_jobs_would_suit_me___Prospects_Planner_/Login_to_My_Prospects/p!ejgFgXm?mode=try_pp 

www.jobs.ac.uk/careers/articles/1247/top-5-tips-how-to-boost-your-career-in-2009 

	Task Two 
a) Using the mind map that you produced for Task One, research the types of jobs that these skills and qualities may relate to. You should keep some notes to show your research.
b) From your research choose TWO job roles that most interest you and that you feel are best suited to your skills and qualities

c) For each job write a short description of the role, the key duties and responsibilities.  For each duty/responsibility you will need to match at least one of the personal skills and qualities that you identified earlier. Write your answers in the What are the key requirements of the job and how do my skills match them? Worksheet.
d) For each job identify THREE sources of further advice, information or guidance that you could access to help you find out more about the two job roles you have identified. (e.g. Job Centre, Connexions, School Careers Adviser etc.) Write your answers in the space provided.

	1.2

2.2

2.1


	- Short research notes

- The What are the key requirements of the job and how do my skills match them? skills assessment template below can be used to collect the evidence for ii), iii) and iv) 
Useful Resources

Prospects Explore Types of Jobs:

www.prospects.ac.uk/cms/ShowPage/Home_page/Explore_types_of_jobs/p!elmjX 
Prospects Planner skills diagnosis tool:
www.prospects.ac.uk/cms/ShowPage/Home_page/What_jobs_would_suit_me___Prospects_Planner_/Login_to_My_Prospects2/p!ejgFgXm?mode=try_pp 


	Task Three
a) Refer back to the two job roles/career pathways that you identified and researched for Task Two.  
b) Map out a personal career plan for each role that will help you to identify any skills that you need to develop or any further  training that you may be required to complete in order to meet the requirements of the job.

c) Once you have identified any skills gaps or training needs you should set yourself THREE realistic goals that will help you to develop your skills/experience to meet the job requirements.  For each goal you must set yourself a timeline

For example, you may be interested in working with young children – do you have the relevant first aid and health and safety training?  If not, how will you access this training.

	4.1

4.2
	A Career Development Plan template has been provided.  Alternatively, you may wish to devise your own career development plan template.
Useful resources
Setting SMART goals: www.pdp.ucreative.ac.uk/career-planning/planning.asp 

Assessing your skills gaps and setting targets: www.jobs.ac.uk/careers/articles/1247/top-5-tips-how-to-boost-your-career-in-2009


	Task Four
a) In a group you should discuss the benefits and importance of career progression to both the individual employee and their employer.

b) Following on from your discussion, produce a poster or a leaflet or give a short presentation about the benefits of career progression for both the employee and employer.  You should provide at least THREE examples for each. 
You should consider:

· Salary/ financial benefits
· Promotion

· Personal achievement/ job satisfaction
· Job security
· Staff retention
· Motivated staff
	3.1
3.2


	Tutor observation of discussion.

Poster/leaflet or presentation that identifies 3 benefits of career progression for the employee and 3 for the employer


Evidence Collection Area
Warm up Exercise (A.C. 1.1) – Tutor observation of group discussion on skills and strengths
	Learner Name: …………………………………………………………………………………………………  Date: ……………………………………………………

	For tutor use only

	This is to verify that …………………………………………………………… (learner name) participated in a group discussion to identify the personal skills, qualities and experience that are relevant to career progression.

Tutor name:…………………………………………………………………  Tutor signature:……………………………………………………………………………

Date: ………………………………………………… 

Lead Internal Verifier name: ………………………………………………………………………… Signature: ………………………………………………………………………

Date: ………………………………………………… 
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Task Two (c) and (d) – What are the key requirements of the job and how do my skills match them? (A.C. 1.2, 2.1 and 2.2)

	Learner Name: _________________________________________________   Date:_________________________________________

	Job Title 
	Job description/ key duties, responsibilities and requirements 
	My relevant personal qualities, skills and experience that match the job requirements are….
	Where can I find out more about this job role/career pathway?  

	1.
	
	
	1. 

2.

3. 

	2.
	
	
	1.

2.

3. 


Task Three – My Career Development Plan





Learner Name: ​​​​​​​​​______________________________
	Job Title/Career Path
	1.____________________________________________
	2._______________________________________

	Key skills/ qualifications/ experience required for the job

	
	

	My relevant skills


	
	

	Skills gaps


	
	

	Development Goal


	1.
2.

3.
	1.

2.

3.

	
Timelines

	
	


Task Four (a) – What are the benefits of career progression for both the employee and the employer?
	Learner Name: …………………………………………………………………………………………………  Date: ……………………………………………………

	For tutor use only

	This is to verify that …………………………………………………………… (learner name) participated in a group discussion about the benefits and importance of career progression to both the individual employee and their employer.

Tutor name:…………………………………………………………………  Tutor signature:……………………………………………………………………………

Date: ………………………………………………… 

Lead Internal Verifier name: ………………………………………………………………………… Signature: ………………………………………………………………………

Date: ………………………………………………… 





Name: 








Strengths 





Work Experience





Interests





Skills 





Qualities 





















































