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4. Introduction

State why professional career development is important for career success.

Write a paragraph which outlines your understanding of the skills and knowledge which contribute toward working effectively and being employment ready.

State that the aim of your report is to show how you have developed the above skills and knowledge which contribute toward working effectively and being employment ready.
Write briefly about your understanding of the recruitment process and what steps are necessary to recruit for a particular position.

5. Findings

Part oneReflect on your learning journey (1st person format)


Focus on what has been learnt in class about developing yourself guidelines:

· You need to demonstrate your knowledge and understanding of the process. 

· You need to support your writing with suitable academic research, extracts, theories and models.   

· Reference your sources using the Harvard system.

Identify development needs:


· At least 2 learning styles questionnaires applied to you 

· A personal SWOT and a GO MAD for you


This shows you have identified where you are starting out from – self-awareness!

Identify any barriers to your learning and development and how you would overcome them!  What support is available (Study Skills etc)


This demonstrates awareness and planning.
Write about how you would develop and address the development needs?

· What learning & development options and interventions are available? (consider learning preferences here – Honey & Mumford, VARK)

· What support mechanisms (for example mentors, family, friends, financial, professional training, universities etc. etc.) are available to you?

· Prepare a Personal Development Plan to achieve at least one key learning objective for yourself 

· How would you monitor development (timed progress reviews) – for yourself?


State how you would develop yourself, in your chosen professional role.  
Part two 
This section of your report will focus on how you would go about, recruiting and selecting for a job - (third person format)
· You need to demonstrate your knowledge and understanding of the process

· Support your work with suitable academic research, extracts, theories and models.   

· Reference your sources using the Harvard system.

To do this, you will need to: -
· Identify a suitable job and explain what is involved in deciding this

· Recruit for the job by preparing a recruitment process and devise Job description, Person Specification, an Application Form and what to look for in a covering letter and a CV
This is you demonstrating your understanding of the key points in the recruitment process by explaining them AND THEN using them to employ a suitable candidate for a job.
Finally, you need to think about what the interview stage and other assessment methods that you might apply: 

· Reflecting upon interview best practice

· Identifying appropriate interview questions, highlight what you would be looking in terms of personal brand.

This is you, preparing professionally for a significant career step; so demonstrate your skills, knowledge and behaviours!


6. Conclusions and Recommendations

Write a paragraph about what you have learnt and why it is important.
7. Appendices
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