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Introduction
This programme module may be delivered as a standalone module leading to certification in a QQI minor award. It may also be delivered as part of an overall validated programme leading to a Level 4 QQI Certificate. 
The teacher/tutor should familiarise themselves with the information contained in the Laois and Offaly ETB’s programme descriptor for the relevant validated programme prior to delivering this programme module.

The programme module is structured as follows:

	1. Title of Programme Module

	2. QQI Component Title and Code

	3. Duration in hours

	4. Credit Value of QQI Component

	5. Status

	6. Special Requirements

	7. Aim of the Programme Module

	8. Objectives of the Programme Module

	9. Learning Outcomes

	10. Indicative Content

	11. Assessment

a. Assessment Technique(s)

b. Mapping of Learning Outcomes to Assessment Technique(s)

c. Guidelines for Assessment Activities

	12. Grading

	13. Learner Marking Sheet(s), including Assessment Criteria


Integrated Delivery and Assessment

The teacher/tutor is encouraged to integrate the delivery of content where an overlap between content of this programme module and one or more other programme modules is identified. This programme module will facilitate the learner to develop language, literacy and numeracy skills relevant to the themes and content of the module. 
Likewise the teacher/tutor is encouraged to integrate assessment where there is an opportunity to facilitate a learner to produce one piece of assessment evidence which demonstrates the learning outcomes from more than one programme module. The integration of the delivery and assessment of Level 4 Communications and Level 4 Mathematics modules with that of other level 4 modules is specifically encouraged. 

Structured communication and teamwork is encouraged between the teacher/tutor delivering this programme module and the language, literacy, numeracy and learning support teacher/tutor, as appropriate, to facilitate the learner in completing the programme module and achieving certification in the award.
Indicative Content

The indicative content in Section 10 does not cover all teaching possibilities. The teacher/tutor is encouraged to be creative in devising and implementing other approaches, as appropriate. The use of examples is there to provide suggestions. The teacher/tutor is free to use other examples, as appropriate. The indicative content ensures all learning outcomes are addressed but it may not follow the same sequence as that in which the learning outcomes are listed in Section 9. It is the teacher’s/tutor’s responsibility to ensure that all learning outcomes are included in the delivery of this programme module.
1. Title of Programme Module

Career Planning
2. Component Name and Code 

Career Planning, Code 4N1109
3. Duration in Hours

100
4. Credit Value

10
5. Status
This programme module may be compulsory or optional within the context of the validated programme. Please refer to the relevant programme descriptor, Section 9 Programme Structure
6. Special Requirements

None
7. Aim of the Programme Module

This programme module aims to equip the learner with the knowledge, skills and competence to develop an achievable career plan based on knowledge of self and the world of work.

8. Objectives of the Programme Module
· To assist the learner to identify their skills, attitudes, experiences and interests and match these to appropriate career opportunities

· To enable the learner to develop realistic and achievable career objectives to include a variety of career options

· To facilitate the learner to compile a personal career seeking tool kit and carry out a career investigation

· To create an awareness of the principles underpinning change in personal life and career journey

· To assist the learner to develop the language, literacy and numeracy skills related to the workplace through the medium of the module themes and content

· To enable the learner to take responsibility for his/her own learning.

9. Learning Outcomes of Level 4 Career Planning, Code 4N1109
Learners will be able to:
a) Explain the principles underpinning career planning, to include self-knowledge, career options, action plan, network building, plan implementation and constancy of change.
b) Compile a personal profile by exploring interests, vocational skills, transferable skills, talents, personal qualities and characteristics, values, achievements, and matching personal profile to possible careers.
c) Develop achievable career objectives to include ideal job, acceptable alternative employment options and short and medium term goals.
d) Explore a variety of acceptable career options and job types to include job availability, job requirements, and trends in the chosen sector(s).
e) Compile information on personal contacts or networks appropriate to career preferences.
f) Describe the principles underpinning managing change in personal life and in employment.
g) Practice a range of personal interactions to include interview skills, listening, clarifying, and formal and informal conversations.
h) Compile a personal job seeking tool kit to include general cover letter, CV, portfolio of references, recommendations, qualifications and other documentation to support job application, list of contacts, and list of appropriate education or training programmes or employment options.
i) Prepare to participate in further education or training or employment by finding application requirements for a specific course or employment, applying as required, participating in a simulated interview and evaluating own performance.
10. Indicative Content 
This section provides suggestions for programme content but is not intended to be prescriptive. The programme module can be delivered through classroom based learning activities, group discussions, one-to-one tutorials, field trips, case studies, role play and other suitable activities, as appropriate.

Section 1 : Career Planning and Personal Profile

Explore with the learner the principles and stages of career planning, to include:

· Self knowledge

· Career Options

· Action Plan

· Methods of plan implementation

· Building links to community (i.e. network building) 

Explore with the learner the effects of work on life style and the importance of career progression
Devise a personal profile covering the following:

· Interests

· Skills Audit

· Transferable Skills

· Values

· Achievements 
Enable the learner to match their personal profile to possible career opportunities.
Section 2: Career Options 
Explore with the learner different career choices

Investigate with the learner different ways of working to include:

· Paid employment (full-time, part-time, flexible etc.)

· Voluntary Work

· Self employment

Investigate a career or field of work, to include:

· Availability

· Job requirements 
· Future prospects in chosen career
Develop with the learner their career objectives and assist them to devise a personal plan to include short and long term goals

Assist the learner to compile a profile of personal contacts and/or networks appropriate to their career preferences
Section 3: Coping with Change

Explore with the learner the causes of change and its constancy in today’s world of work

Identify with the learner the  effects of change on:

· The Individual

· The Family

· Employment

· Local Community

· Nationally 

· Internationally

To assist the learner to explore ways of managing change effectively
Section 4: Career Tool Kit
To assist the learner in compiling a career tool kit to include:

· General cover letter

· Curriculum Vitae

· Portfolio of References

· Recommendations

· Qualifications  and other supporting documentation

· Contact List

· List of appropriate education/training/employment options 

Facilitate the learner to tailor the tool kit to meet the application requirements of a specific course or employment.
Section 5: The Interview

Outline with the learner the different stages involved in the interview process, to include:

1. Stage One: Pre- Interview:

· Identify different interview types

· Prepare an Organisational Profile

· Prepare a job or course Profile

· Developing effective communication, listening and presentation skills for the interview

2. Stage Two: The Interview

· Develop effective interview skills (communication, presentation and listening skills)

· Develop a mechanism to cope with stress during the interview

3. Stage Three – Post Interview

· To equip the learner with skills to review and evaluate own performance and highlight areas for improvement

Practice a range of personal interactions to include: interview techniques, listening skills, job preparation, team work skills, writing skills, computer skills.
11. Assessment
11a.
Assessment Techniques

Collection of Work
60%

Skills Demonstration
40%

11b.
Mapping of Learning Outcomes to Assessment Techniques

In order to ensure that the learner is facilitated to demonstrate the achievement of all learning outcomes from the component specification; each learning outcome is mapped to an assessment technique(s). This mapping should not restrict an assessor from taking an integrated approach to assessment.

	Learning Outcome
	Assessment Technique

	1. Explain the principles underpinning career planning, to include self knowledge, career options, action plan, network building, plan implementation and constancy of change
	Collection of Work

	2. Compile a personal profile by exploring interests, vocational skills, transferable skills, talents, personal qualities and characteristics, values, achievements, and matching personal profile to possible careers
	Collection of Work 

	3. Develop achievable career objectives to include ideal job, acceptable alternative employment options and short and medium term goals
	Collection of Work

	4. Explore a variety of acceptable career options and job types to include job availability, job requirements, and trends in the chosen sector(s)
	Collection of Work

	5. Compile information on personal contacts or networks appropriate to career preferences
	Collection of Work

	6. Describe the principles underpinning managing change in personal life and in employment


	Collection of Work

	7. Practice a range of personal interactions to include interview skills, listening, clarifying, and formal and informal conversations
	Skills Demonstration

	8. Compile a personal job seeking tool kit to include general cover letter, CV, portfolio of references, recommendations, qualifications and other documentation to support job application, list of contacts, and list of appropriate education or training programmes or employment options
	Collection of Work/ Skills Demonstration

	9. Prepare to participate in further education or training or employment by finding application requirements for a specific course or employment, applying as required, participating in a simulated interview and evaluating own performance.
	Skills Demonstration


11c.  
Guidelines for Assessment Activities

The assessor is required to devise assessment briefs and marking schemes for the Collection of Work and skills demonstration.  In devising the assessment briefs, care should be taken to ensure that the learner is given the opportunity to show evidence of achievement of ALL the learning outcomes. 

Assessment briefs may be designed to allow the learner to make use of a wide range of media in presenting assessment evidence, as appropriate. Quality assured procedures must be in place to ensure the reliability of learner evidence.
	Collection of Work 
	60%

	The collection of work may be produced over the duration of the programme module.



	The learner will compile a collection of work to include evidence that demonstrates the following:
Personal Profile
The personal profile is based on self-assessment and reflection activities. Learners will present a brief personal profile detailing the following:

· interests, talents and achievements

· personal qualities, characteristics and values

· personal skills

Career Plan 

The Career Plan is based on the learner’s personal profile and an exploration of a range of employment and learning opportunities. It focuses on a particular career area of interest to the learner and provides an account of the learner’s goals and plans in relation to this career. 
Learners will present the following :
· Brief profile of career chosen in light of the results of personal profile and career exploration 

· Main employment trends and range of employment options in the occupational sector 

· Job availability in sector locally and further afield 

· Desirable qualifications, skills and competences required for the occupational area chosen 

· Brief schedule logging short and medium term career goals, including details of any further education or training to be undertaken 

Career Tool Kit 

The career tool kit is an employment search support pack for the learner. It should be tailored to match the learners’ area of interest and designed with an awareness of selection and recruitment process. It will contain the following :

· General cover letter 

· Curriculum Vitae 

· Portfolio of references and recommendations 

· Evidence of learner’s qualifications 

· Network of contacts related to career area 

· Documentation relating to relevant education/training opportunities 

· List of employment options 

· Any other appropriate documentation 

Other evidence 

Learners will also present other evidence which demonstrates their knowledge of the:

· Changing nature of the “work”, “jobs” and “career”

· Principles underpinning career planning

· Principles underpinning management of change in life and work
Evidence for this assessment technique may take the form of written, oral, graphic, audio, visual or digital evidence, or any combination of these. Any audio, video or digital evidence must be provided in a suitable format.

All instructions for the learner must be clearly outlined in an assessment brief.




	Skills Demonstration
	40%

	The Skills Demonstration will be completed towards the end of the programme.

	The skills demonstration will provide evidence of the learner’s ability to apply practical skills in relation to preparing for, participating in and evaluating his/her performance in a simulated interview for a chosen job or course. Evidence produced may be in any appropriate format; video, audio, photographs, checklists etc. 
1. Pre-Interview Preparation 
Learners will conduct and document at least one formal or informal interaction with another person to ascertain points of information related to a job, a course or the simulated interview they are preparing for. For example, this could be a face to face meeting, telephone call or sending an email to look for:
· a job description 

· a course application 

· details about the interview 

· fact-finding discussion with someone employed in the career area 

Learners will present an evaluation of their performance in relation to this task. 
2. Interview and Evaluation 

Learners will participate in a 15 minute simulated formal interview for a specific job or course related to their career area of choice. Learners will be expected to:
· Research and prepare for the interview 

· Present positive attitude and appearance 

· Demonstrate an ability to use appropriate communication and interpersonal skills 

· Demonstrate a knowledge of the specific job/course and career area 

· Highlight their own experiences and transferable skills relevant to the particular job/course 

Assessors will produce an interview assessment checklist which they will feedback to the learner.

The learner will also present an evaluation of their own performance in relation to this task



12. Grading

Distinction: 
80% - 100% 

Merit: 

65% - 79%

Pass: 

50% - 64%

Unsuccessful: 
0% - 49%

At levels 4, 5 and 6 major and minor awards will be graded. The grade achieved for the major award will be determined by the grades achieved in the minor awards.

	Career Planning

4N1109
	Learner Marking Sheet

Collection of Work - 60%


Learner’s Name: ________________________________

	Assessment Criteria


	Maximum Mark
	Learner Mark

	

Personal Profile
The personal profile is based on self-assessment and reflection activities. Learners will present a brief personal profile detailing the following:

· interests, talents and achievements

· personal qualities, characteristics and values

· personal  skills
	10
	

	
Career Plan 

The Career Plan is based on the learner’s personal profile and an exploration of a range of employment and learning opportunities. 
Learners will present the following :
· Brief profile of career chosen in light of the results of personal profile and career exploration 

· Main employment trends and range of employment options in the occupational sector 

· Job availability in sector locally and further afield 

· Desirable qualifications, skills and competences required for the occupational area chosen 

· Brief schedule logging short and medium term career goals, including details of any further education or training to be undertaken 


	20
	


	Career Tool Kit 

The career tool kit is an employment search support pack for the learner. It will contain the following :

· General cover letter 

· Curriculum Vitae 

· Portfolio of references and recommendations 

· Evidence of learner’s qualifications 

· Network of contacts related to career area 

· Documentation relating to relevant education/training opportunities 

· List of employment options 

· Any other appropriate documentation 


	20
	

	Other evidence 

           Learners will also present other evidence which demonstrates their
            knowledge of the:

· Changing nature of the “work”, “jobs” and “career”

· Principles underpinning career planning

· Principles underpinning management of change in life and work


	10
	

	Total Marks

	60
	


NO ROUNDING OF MARKS

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 marks awarded here have been transcribed to the Summary Results Sheet.

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

	Career Planning 

4N1109
	Learner Marking Sheet

Skills Demonstration - 40%


Learner’s Name: ________________________________



	Assessment Criteria


	Maximum Mark
	Learner Mark

	Pre Interview Preparation
In preparation for the simulated interview the Learner will collect, by 
means of a face to face to face meeting, telephone call or e-request 
the following:

· A job description

· A course application

· Details about the interview

· Fact-finding discussion with someone employed in the career area of interest

Learner will create a CV tailored to the interview

Learner will evaluate their pre interview preparation.


	15
	

	Interview 

Learners will participate in a simulated formal interview for a specific job or 

course related to their career area of choice. 

Learners will be expected to :
Research and prepare for the interview

Present positive attitude and appearance

Demonstrate an ability to use appropriate communication and interpersonal skills

Demonstrate a knowledge of the specific job/course and career area

Highlight their own experiences and transferable skills relevant to the particular job/course.

	15
	

	Evaluation

Learner will evaluate their interview performance and highlight areas for

improvement.  

	10
	

	Total Mark
	40
	


NO ROUNDING OF MARKS

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 marks awarded here have been transcribed to the Summary Results Sheet.

External Authenticator's Signature: ............................................................   Date: ..............................
Doc No: 4N1109-03
Effective Date: 1st September 2024
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