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Laois and Offaly ETB
Programme Module Descriptor for

Planning Your Career
leading to

Level 3 QQI Component: Career Preparation 3N0896

Please note the following prior to using this programme module descriptor:

· This programme module is part of an overall programme called Essential Skills which leads to the Level 3 QQI Certificate in General Learning 3M0874
· Planning Your Career is an optional programme module for Learners wishing to achieve the Level 3 QQI Certificate in General Learning

· Upon successful completion of this programme module a Learner will achieve 10 credits towards the Level 3 QQI Certificate in General Learning

· A Learner needs to achieve a minimum of 60 credits to achieve the Level 3 QQI Certificate in General Learning

· Teachers/Tutors should familiarise themselves with the information contained in Laois and Offaly ETB’ programme descriptor for Essential Skills prior to delivering this programme module

· In delivering this programme module Teachers/Tutors will deliver class content in line with the Indicative Content included in this programme module

· In assessing Learners, Teachers/Tutors will assess according to the information included in this programme module

· Where overlap is identified between the content of this programme module and one or more other programme module(s), Teachers/Tutors are encouraged by Laois and Offaly ETB to integrate the delivery of this content

· Where there is an opportunity to facilitate Learners to produce one piece of assessment evidence which demonstrates the learning outcomes from more than one programme module, Teachers/Tutors are encouraged by Laois and Offaly ETB to integrate assessment.

	Programme Module


	Award 

	Title of Programme Module

Planning your Career


	Component Name and Code 

Level 3 Career Preparation 3N0896



	Duration in Hours of Programme Module

100 Hours 


	Award Type

Minor

	Status of Programme Module

Optional
	Credit Value

10 credits



	Special Requirements
None

	Aims and Objectives of the Programme Module

This programme module aims to provide the Learner with the personal knowledge, skills and capacity to source and secure suitable employment or further education/training and to manage themselves appropriately in the workplace environment

Objectives:

· To explore appropriate work opportunities and/or further education and training opportunities

· To develop an understanding of their personal profile, including the identification of possible gaps, and match it to appropriate occupations

· To create an awareness of workplace etiquette and routine

· To provide a forum for the Learner to get support to explore options available to him/her to achieve work in a chosen field



	Learning Outcomes of Level 3 Career Preparation 3N0896

Learners will be able to:

1. Describe the basic principles underpinning career preparation, to include the concepts of work, career, and planning

2. Distinguish between different types of work such as full time, part-time, temporary/contract, and casual work

3. Describe local or foreign work opportunities, including sources of job information, vacancies, types of work, Europass, emigration supports, and work visa requirements

4. Identify local training and education opportunities including education and training programmes, access routes, certification offered, and progression possibilities

5. Compile a personal profile by exploring interests, skills, talents, personal qualities and characteristics, values, achievements, employment preferences, goals, and matching personal characteristics to possible careers

6. Identify preferred personal qualities for workplace employer and employee

7. Practice a range of personal interactions typical of work situations including initiating and maintaining conversations both formal and informal, listening, following instructions, clarifying instructions, contributing opinions, assertiveness skills, and personal care

8. Describe changes that may occur during a working life, including moving to a new position and unemployment, the difficulties associated with change in employment and how to cope with them

9. Prepare to participate in the workplace by using job seeking skills to source a suitable job advertisement, apply by CV and cover letter for the position, participate in a simulated interview, and evaluating own performance.



	Indicative Content and Programme Outcomes

Exploring the World of Work – At Home

· Explore with the Learner the concepts of career and work, for example, a career may be the particular occupation for which a person is trained whereas work may be the mental or physical activity carried out for a particular purpose or out of necessity

· Discuss with the Learner the importance of planning in relation to their career 

· Explore with the Learner effective career planning techniques, for example, look at current position, think through what you want to achieve in your career, research your options, plan your approach, take action

· Explore with the Learners different ways of working. This will include the Learners

· Identifying the features of a variety of different ways of working, for example, paid employment, self-employment, voluntary work, work in the home, work on a scheme

· Noting the differences between these ways of working

· Investigating the different types of work and working life by collecting information from at least four local people, using a supplied questionnaire, to find out about: 

· different types of work people do

· personal characteristics needed for different types of work

· whether or not the subjects of their survey like their work and why

· reasons why people like work

· Facilitate the Learner to source, investigate and evaluate work opportunities in the locality to include:

· Compiling a list of ways of finding out about work in the area, for example, newspapers, notice boards, employment agencies, FAS

· Compiling a list of alternative ways of finding job information, for example, word of mouth, local radio, personal approaches

· Noting the advantages and disadvantages of each method of finding job information

· Evaluating sources of career information in meeting their needs

· Using a career information service and describing the service used

· Compiling a list of work places in the locality

· Compiling a list of positions vacant or potential job opportunities in the local area 

· Indicating what type of work may be available to include paid, voluntary, full-time, part-time, temporary/contract and casual

· Identifying any personal contacts with these job opportunities

· Evaluating the potential of any vacancy in meeting their needs

· Facilitate the Learner in producing a profile of education and training opportunities in the locality, to include

· Identifying at least three local training or education programmes

· Identifying access routes to these programmes

· Explore with the Learner one programme, to include:

· Selecting one programme that may be of interest to the Learner

· Identifying the following details in relation to that programme, to include: 

· aims and objectives of programme 

· duration of programme

· entry criteria

· how to enrol

· certification offered including reference to the National Framework of Qualifications (NFQ)

· awarding body

· transfer and progression opportunities

· access issues, for example, childcare, disability

· Explore with the Learner some ideal qualities of employers and employees, to include:

· Listing five qualities that describe an ideal employer

· Listing five qualities that describe an ideal employee 

· Explore with the Learner some changes that people have to cope with during their working lives, to include: 

· Moving to a new position or getting a promotion

· Changing employer

· Becoming unemployed

· For each of the changes identified, explore with the Learner the difficulties associated with that change and ways of coping with the change, for example, when becoming unemployed:

Difficulties

· Loss of earnings

· Low self-esteem

· Lack of purpose

· Lack of interaction with colleagues

· Lack of structure in the day

Coping Mechanisms

· Access supports, for example, social welfare benefits

· Have a routine

· Voluntary work

· Engage in hobbies

Exploring the World of Work – Abroad

· Explore with the Learner sources of information on work opportunities in other countries, to include:

· Listing different ways of obtaining information about jobs in other countries, for example, using the EURES website via the FAS website

· Compiling a list of job vacancies abroad, including the type of employment, for example, paid, voluntary, full-time, part-time, temporary/contract, casual

· Investigating what is meant by Europass – (Europass is an initiative which aims to help you make your skills and qualifications clearly and easily understood in Europe - whether you are enrolling in an education or training programme, looking for a job, or getting experience abroad – see www.europass.ie )
· Identifying emigration support facilities, for example, Crosscare Migrant Project

· Understanding the nature of a work visa

· Investigating what work visa/s may be required for working in a country of the Learners choice

Personal Profiling and Planning

· Explore with the Learner the concept of career planning and personal profiling

· Facilitate the Learner to generate information that could be used to compile a personal profile, to include:

· Identifying personal qualities and values

· Understanding the importance of goal-setting and then setting appropriate goals

· Exploring personal strengths and weaknesses that are relevant to working life

· Exploring and listing talents

· Exploring and identifying his/her skills, qualities and interests and matching them to possible careers using an interest inventory or test, for example, 

· Interest Test from Career Directions website

· Interest Test from Careers Portal website

· Careers Interest Inventory (CII) 

· The Self-Directed Search (SDS)

· Discussing any work-related experiences

· Exploring and suggesting at least three areas of employment that match or link to own characteristics

· Assist the Learner to compile a personal profile using the information from above

Getting Job Ready

· Assist the Learner to understand the importance of preparing and planning for job applications and interviews 

· Prepare the Learner for communicating effectively and appropriately in the workplace, by facilitating the Learner to:

· Distinguish between formal and informal conversations/communication

· Demonstrate a capacity to communicate appropriately in formal and informal conversations to include initiating and maintaining the conversations

· Demonstrate appropriate speaking and listening skills for the workplace

· Understand the importance of following instructions 

· Clarify instructions when necessary

· Understand different communication styles, for example, aggressive, passive and assertive

· Demonstrate assertive skills

· Understand the importance of personal hygiene and appropriate dress for the workplace

· Facilitate the Learner in making an application, real or simulated, for a job suitable to his/her own interests and capabilities, to include:

· Understanding the nature of a letter of application and the importance of using correct format, grammar, sentence structure and spelling 

· Exploring and sourcing suitable job advertisements that the Learner may consider applying for

· Producing an appropriately presented CV, to include, personal details, education/qualifications, work experience, hobbies and interests and referees

· Completing an application form for a job or course

· Facilitate the Learner to take part in a simulated interview for a chosen job, to include:

· Preparing answers for six typical interview questions

· Preparing two questions to ask interviewers

· Dressing appropriately

· Engaging in small talk before the interview begins

· Communicating appropriately during the simulated interview

· Facilitate the Learner to evaluate his/her performance at the simulated interview with the help of feedback


Assessment - General Information – Career Preparation 3N0896

The Assessor is required to devise assessment brief/s for the Collection of Work.  In devising the assessment briefs, care should be taken to ensure that the Learner is given the opportunity to show evidence of ALL learning outcomes.

	Mapping Each Learning Outcomes to an Assessment Technique

	Learning Outcome
	Assessment Technique

	1. Describe the basic principles underpinning career preparation, to include the concepts of work, career, and planning
	Collection of Work

	2. Distinguish between different types of work such as full time, part-time, temporary/contract, and casual work
	Collection of Work

	3. Describe local or foreign work opportunities, including sources of job information, vacancies, types of work, Europass, emigration supports, and work visa requirements
	Collection of Work

	4. Identify local training and education opportunities including education and training programmes, access routes, certification offered, and progression possibilities
	Collection of Work

	5. Compile a personal profile by exploring interests, skills, talents, personal qualities and characteristics, values, achievements, employment preferences, goals, and matching personal characteristics to possible careers
	Collection of Work

	6. Identify preferred personal qualities for workplace employer and employee
	Collection of Work

	7. Practice a range of personal interactions typical of work situations including initiating and maintaining conversations both formal and informal, listening, following instructions, clarifying instructions, contributing opinions, assertiveness skills, and personal care
	Collection of Work

	8. Describe changes that may occur during a working life, including moving to a new position and unemployment, the difficulties associated with change in employment and how to cope with them
	Collection of Work

	9. Prepare to participate in the workplace by using job seeking skills to source a suitable job advertisement, apply by CV and cover letter for the position, participate in a simulated interview, and evaluating own performance.
	Collection of Work


Grading
At Level 3 a Learner is graded as Successful or Referred. 
Successful means that ALL the learning outcomes from the Component Specification have been demonstrated to an appropriate standard in the Learner’s portfolio of assessment.

Referred means that the portfolio of assessment needs further work by the Learner before s/he can demonstrate the standard and achieve certification from QQI.

Specific Information Relating to the Assessment Techniques

The Assessor is required to devise assessment brief(s) for the Collection of Work.  In devising the assessment briefs, care should be taken to ensure that the Learner is given the opportunity to show evidence of ALL learning outcomes.
	Collection of Work                                     
	100%

	The collection of work may be produced throughout the duration of this programme module



	The Learner will compile a collection of work to include the following pieces:

· A personal profile including:

· an understanding of the concepts of work, career and career planning
· personal career goals

· summary of personal skills, qualities, talents and values

· list of strengths and weaknesses

· an outline of personal interests including the outcomes from the chosen interest inventory  

· list of work-related experiences

· list of possible careers that would suit his/her own skills

· list qualities and interests

· a list of jobs that match own skills, qualities and interests

· An appropriately presented letter of application for a chosen job in response to an advertisement

· An appropriately presented curriculum vitae

· A completed application form for a job or course

· Evidence of a simulated interview where the Learner 

· is appropriately presented (hygiene, dress)

· demonstrates effective listening and speaking skills

· demonstrates formal and informal conversation

· demonstrates assertiveness

· answers at least six questions

· asks at least two questions

· evaluates their own performance

Evidence of this simulated interview should be available on video or audio tape.  If using video tape, include running order of the Learner interviews.  If using audio tape, use one audio tape per Learner.  Other evidence may include photographs, interview evaluation sheet, records of questions asked or other appropriate evidence.

In the collection of work, the Learner will also demonstrate the following:

· A job search (at home or abroad), real or simulated, to include, where relevant, sources of job information, vacancies, types of work, Europass, emigration supports, and work visa requirements 

· A course search, real or simulated, to include possible education and training programmes, access routes, certification offered, and progression possibilities
· An understanding of work life to include:
· a list of preferred personal qualities for a workplace employer  
· a list of preferred personal qualities for an employee
· the challenge associated with moving to a new position and effective coping mechanisms
· the challenges associated with becoming unemployed and effective coping mechanisms
· a demonstration of the ability to follow and clarify instructions
The collection of work may include worksheets, diagrams, cloze tests, multiple choice statements or other appropriate evidence in the form of written, oral, graphic, audio, visual or any combination of these.  Any audio or video evidence must be provided on tape.

All instructions for the Learner should be clearly outlined in an assessment brief.




	Career Preparation 3N0896
	Learner Marking Sheet


Learner’s Name: ______________________________________________

	Learning Outcome

Learners will be able to:
	Assessment Criteria

Evidence of the following is included in the assessment portfolio:
	Evidence 
Please indicate clearly where evidence is to be found (eg “Section 4 of Portfolio”)

	1.
Describe the basic principles underpinning career preparation, to include the concepts of work, career, and planning
	· Description of career preparation including:

· Concept of work

· Concept of career

· Concept of planning
	

	2. Distinguish between different types of work such as full time, part-time, temporary/contract, and casual work
	· Distinguish between different types of work, including:

· Full-time

· Part-time

· Temporary/Contract

· Casual

	

	3. Describe local or foreign work opportunities, including sources of job information, vacancies, types of work, Europass, emigration supports and work visa requirements
	· Description of local or foreign work opportunities, including:

· Sources of job information

· Vacancies

· Types of work

· Europass 


· Emigration supports

· Work Visa Requirements 
	

	4. Identify local training and education opportunities including education and training programmes, access routes, certification offered, and progression possibilities
	· Identification of local training and education opportunities, including:

· Programmes

· Access routes

· Certification offered

· Progression possibilities 
	

	5. Compile a personal profile by exploring interests, skills, talents, personal qualities and characteristics, values, achievements, employment preferences, goals, and matching personal characteristics to possible careers
	· Compilation of Personal Profile identifying:

· Interests

· Skills

· Talents

· Personal qualities & characteristics

· Values

· Achievements

· Goals

· Matching personal characteristics to possible careers
	

	6. Identify preferred personal qualities for workplace employer and employee
	· List preferred personal qualities for an employer

· List preferred personal qualities for an employee
	

	7. Practice a range of personal interactions typical of work situations including initiating and maintaining conversations both formal and informal, listening, following instructions, clarifying instructions, contributing opinions, assertiveness skills, and personal care
	· Demonstrate a range of personal interactions typical of workplace situations including:

· Initiating and maintaining conversation

· Listening Skills

· Following Instructions

· Clarifying Instructions

· Assertiveness Skills

· Personal Care 
	

	8. Describe changes that may occur during a working life, including moving to a new position and unemployment, the difficulties associated with change in employment and how to cope with them
	· Description of difficulties in:

· Moving to a new position 

· Becoming unemployed 

· Description of coping mechanisms for:

· Moving to a new position 

· Becoming unemployed
	

	9. Prepare to participate in the workplace by using job seeking skills to source a suitable job advertisement, apply by CV and cover letter for the position, participate in a simulated interview, and evaluating own performance.
	· Sourcing job advertisement

· Completion of letter of application in response to the advertisement

· Completion of CV

· Participation in a simulated interview

· Evaluation of performance at the interview
	


The Assessor has signed the Summary Results Sheet to verify that the evidence presented in the attached portfolio is the work
of the named learner and that the result recorded here has been transcribed to the Summary Results Sheet

External Authenticator's Signature: ..................................................................   Date: ...............................
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