Professional Career Development Assessment C1

REPORT FORMAT SAMPLE

1. Cover page  - name, student number, word count, date etc
2. Executive Summary - this  is typically half a page in length which is a summary of the purpose of the report and your report findings – it is not included in the word count.
3. Terms  of Reference – brief statement stating who has requested the report, for what purpose and when the report was requested. 
4. Procedure – brief statement stating how you compiled your information for the  report eg. Reflective journals, academic books,  journals, websites, interviews etc.
5. Contents Page -  Insert section headings and page numbers.
6. Introduction 

(Include academic references which are Harvard referenced to underpin your views and reflections throughout your entire report)

Provide a brief introduction, for example, explain why professional career development is important for career success.

Write a few paragraphs which outlines your understanding of the skills and knowledge which contribute toward working effectively and being employment ready – highlighting your understanding of the personal and professional development process.

State that the aim of your report is to reflect and review your learning journey through personal development whilst identifying what and how you will develop these.

7. [bookmark: _GoBack]Findings – your individual reflections (focussing on Weeks 1 – 5)

7.1	What did I learn?
7.2	What challenges did I face and what learning and development strategies did I employ to overcome them?
7.3	How can I apply this learning to my career development journey?
7.4	What follow-up research did I undertake?
7.5	Identify a SMART goal for yourself.
7.6	Compile YOUR SWOT analysis and other models and state how these helped you arrived at your SMART goal.
7.7	Analyse 2 learning styles you have completed – share a critical analysis of your results, did you agree with them or were you surprised – if so, why? How can you APPLY this learning?
7.8	Identify what employability skills are relevant to achieve your SMART goal and how you will acquire these.
7.9 	Prepare a Personal Development Plan with at least 2 learning objectives (see lecture notes for samples). Link your objectives to employability skills



8. Conclusions 
Write a few paragraphs summarising what you have learnt and why it is important.
9. References/Bibliography (not included in your word count)
10. Appendices (not  included in your word count)




