GANTT CHART GUIDANCE
Step-by-Step Guide
1. Define Your Goal:
Identify the job role you want to achieve, like becoming a Health Manager, Social Worker, or Occupational Therapist.
2. List Key Tasks:
Break down your journey into major tasks. For example:
· Complete Level 5 Coursework
· Complete Level 6 Coursework
· Gain Relevant Work Experience
· Develop CV and Cover Letter
· Apply for Jobs and Prepare for Interviews
3. Set Timeframes for Each Task:
Assign realistic start and end dates for each task, thinking about when each part of your course or experience is expected to be completed.
4. Identify Dependencies:
Determine if some tasks need to be completed before others can start. For example, you may need to finish Level 6 coursework before starting specific work placements.
5. Organise Tasks on the Gantt Chart:
Place tasks in chronological order, using horizontal bars to show each task's duration.
Display any overlaps (such as coursework and workshops) to show how you’ll work on multiple goals simultaneously.
6. Mark Milestones:
Add key points like “Start Job Applications” or “Complete Level 6 Coursework” as milestones.
Visualization
A Gantt chart visually represents these steps as a timeline, making it easier to track progress toward your employment goal.

Here’s a simple Gantt chart template that Level 5 Health and Social Care students can use to plan their tasks towards achieving their employment goals. You can fill in your own dates and specific tasks based on your individual goals.

Gantt Chart Template for Employment Goals
	Task
	Start Date
	End Date
	Duration
	Dependencies (if any)

	Complete Level 5
	(e.g. Jan 2024)
	(e.g. Dec 2024)
	12 months
	None

	Attend Relevant Workshops
	(e.g. Apr 2024)
	(e.g. Nov 2025)
	20 months
	None

	Complete Level 6 Coursework
	(e.g. Jan 2025)
	(e.g. Dec 2025)
	12 months
	Level 5 Coursework Passed

	Gain Work Experience (e.g., 6 months)
	(e.g. Jul 2025)
	(e.g. Dec 2025)
	6 months
	Level 6 Coursework

	Develop Professional CV & Cover Letter
	
(e.g. Nov 2025)
	
(e.g. Dec 2025)
	
1 month
	Completion of Work Experience

	Apply for Jobs
	(e.g. Jan 2026)
	(e.g. Feb 2026)
	2 months
	CV & Cover Letter Complete

	Prepare for Interviews
	(e.g. Feb 2026)
	(e.g. March 2026)
	1 month
	Job Applications Submitted

	Secure and Start Role
	(e.g. Apr 2026)
	(e.g. Apr 2026)
	1 day
	Successful Interviews




How to Use This Template
1. Enter Dates:
Fill in specific start and end dates for each task based on your course schedule and personal timeline.
2. Customise Tasks:
Adjust or add tasks depending on your specific goal. For example, if your goal is to become a Social Worker, you might add tasks like "Apply for HCPC Registration."
3. Track Dependencies:
Be mindful of dependencies to keep your timeline realistic. Dependencies indicate tasks that must be completed before moving on to the next.
4. Create Visual Bars for Gantt Chart:
Transfer this information into a Gantt chart tool (like Excel, Google Sheets, or online project management software), where each task is represented by a horizontal bar. The length of each bar represents the time required for each task.

