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Terms of Reference
A brief summary of who requested the report and when, the purpose of the report, who compiled the report, brief outline of the areas addressed and investigated.
This should be written as a series of paragraphs and not bullet points.
Procedure
State the procedures YOU have used to compile the report eg. Questionnaires, interviews, books, websites, journals.
Introduction
A brief explanation what professional career development is and why it is important; also discussing the importance of employability skills.
Findings
This is the main body of the report which is a detailed and comprehensive account of the areas you have researched and investigated; usually split into sections and sub sections which directly relate to the assignment brief. 
You need to reference the academic research you have accessed to underpin your findings.
Your report should include the following key areas:
Your reflections on completing Weeks 1 – 6 lectures, including:
What did you learn?
What challenges did you face? What learning and development strategies can you employ to overcome them?
How can you apply this learning to your personal professional career development journey?
What follow-up research/work did you undertake?
What SMART goals have you identified for yourself?
What is YOUR SWOT analysis and how can this help you achieve your professional career development goals?
Share, discuss and analyse the outcomes of 2 learning style questionnaires you completed.
Identify what employability skills are relevant to your SMART and how you are going to acquire these (linking to your learning styles).
Prepare a PDP to achieve at least 2 learning objectives for yourself (thinking of the employability skills you require) linking  to your learning styles.
Conclusion (average of 10% of word count)
Usually written in paragraphs or sections.
You are summarising the information from your findings – do not introduce anything new in this section. Include the main points and link these to the terms of reference.
Recommendations (If appropriate)
Should state required/advised actions based from your main findings. Usually presented in a series of short paragraphs.
References/Bibliography
Appendices
Include related support information eg. Charts, questionnaires etc.
Acknowledgements
An opportunity to show your appreciation for any assistance you had completing the report eg. Interviewees, librarians etc.

4

image1.png




image2.png




