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	Scheme of Work
January - 2023 Term (16 January 2023- 01 April 2023)


	Course: Certificate of Higher Education in Skills for the Workplace
	Module: Professional and Career Development (BMSW 4005)
Aims: 
• To introduce the student to strategies for personal reflection and career development planning
• To gain confidence and competence as effective employees

	Module Coordinator: Olubukola Adegbite
	Days: Monday - Friday

	Core Materials: 
Slides, Class Activities, Text books, Videos which are adapted to on-line delivery
	Timing and duration: 
Approximately 4 learning hours for 10 Weeks




	Week
	Topic
	Areas to be covered
	Learning Objectives
	Essential Skills 
	Resources
	Assignment/
Homework

	1
Week starting
16thJan

	Induction to the module and Personal Development Plans
	Introduction Overview of the module including the aims, learning outcomes and importance
· Brief guide on key topics to be covered (SOW)
· Explanation of the teaching and learning strategies
· Brief explanation of the assessment methods
Personal Development Plans (PDPs)
· What are PDPs?
· Why do you need a PDP?
· What is included in a PDP?
· How to prepare a PDP?
	
Be familiar with the key module information

Be able to prepare a personal development plan
	
Visual
Audio
Reading
Kinaesthetic

	
Lecture notes
Videos
Moodle Quiz
Career service website
	
Create the ‘learning log’ on Moodle and enter a post for 250 words.


	2
Week starting
23rd Jan

	Self-Awareness
	· What is self-awareness?
· Why is Self-awareness important in career development process?
· Explore how to improve self-awareness
· Investigate some tools available for improving self-awareness


	Improve Self-awareness using variety of tools
	Visual
Audio
Reading
Kinaesthetic
	Lecture notes
Videos
Links to self-evaluation tools

	Post the results of the personality test in the Learning log.
Entre a post in the learning log about the ‘learning style’


	3
Week starting
30th Jan

	Exploring employment opportunities
	Key points to consider when exploring employment opportunities;
· Knowing the ‘self’
· Keeping options open
· Research
· Emerging trends


Where to find job opportunities?
Trends in future employment
Provide case student handout for Open book assessment
	
Be able to identify appropriate career opportunities
	Visual
Audio
Reading
Kinaesthetic
	Lecture notes
Videos
Moodle quizzes
	Identify an appropriate job opportunity.
Collect the job advert / job description, and person specification

Revise on case study 

	4
 Week starting
6th Feb
	Open Book Assessment
	To read the case study and respond to the question provided within 2 hours and submit 500 words via Turnitin
	
	
	
	

	5
Week starting
13th Feb


	


Overview of the Selection process
	
What is recruitment and selection?
The recruitment and selection process
Implications of the Recruitment and selection process to a job seeker
	



Appreciate the impact of the recruitment and selection process on career development
	



Visual
Audio
Reading
Kinaesthetic
	



Lecture notes
Videos
Moodle quizzes
	Additional readings from the recommended text books
Enter log entry in the learning log in relations to the importance of knowing about the Recruitment process for a job seeker

	6
Week starting
20th Feb

	CV’s and Interviews
	Creating successful applications
· The concept of personal branding
Cover Letters and CV’s
Succeeding at interviews

	Be aware of key mistakes to avoid in preparing cover letters and CV’s
Improve the chance of succeeding at an interview
	Visual
Audio
Reading
Kinaesthetic
	Lecture notes
Videos
Moodle quizzes
	Additional readings from the recommended text books
Post an updated CV in the learning log

	7
Week starting
27th Feb

	Mock Interviews
	Simulation of an ‘interview experience’ for students based on their chosen job opportunity
	To gain confidence and competence as potential employees
	Visual
Audio
Reading
Kinaesthetic
	Job Description
Person Specification
CV / Application
	Skype interview

	
8
Week starting
6th Mar

	What is career development
	What is career development?
How to develop a career?
· Career development process
	Be able to identify the key steps to take in developing the own career.
	Visual
Audio
Reading
Kinaesthetic
	Lecture notes
Videos
Moodle quizzes
	Additional reading from the course text book (Chapter 14)

	     9
Week starting
13th Mar

	Employment legislations
	How is employment law set?
Regulations that affects various stages of employment
	Be able to explain the purpose of key employment legislations
	Visual
Audio
Reading
Kinaesthetic
	Lecture notes
Videos
Moodle quizzes
	Additional reading on materials provided on Moodle
Moodle quiz based on additional reading

	10
Week starting
20th Mar
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	Alternatives after graduation


Revision and Coursework discussion
	Explore opportunities available after graduation
· Self-Employment
· Further Study (Including option provided by UWTSD)
· Employment
· Gap year

Visit from Richard and Natalia to discuss on the opt 



Revision of key concepts and support with queries related to course work 
	Be aware of the option available after graduation





Be able to complete the required course work
	Visual
Audio
Reading
Kinaesthetic



Visual
Audio
Reading
Kinaesthetic
	Lecture notes
Videos
Moodle quizzes





Assignment Brief
	Attending a skype session with the centre manager/admission officer to discover the possible options on further study.




Submission of course work
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