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My career action plan (LEARN LOCAL & VET) ESL
Name:











Date:

My Personal Profile

Personal characteristics

	My current skills and abilities e.g. effectively use word processing 


	

	My values: e.g. help people in need

	

	My interests:


	

	My proudest achievement:


	

	Self-assessment tests and results:
	


Educational background:

	Current subjects:


	

	Other study results: e.g. Completed certificates/statements of attainment

	

	I like to learn by: e.g. listening 


	


Employment/volunteer achievements:

	Employer name
	Types of tasks undertaken

	
	

	
	

	
	


Community activities

	Organisation
	Types of tasks/activities undertaken

	
	

	
	


My Future

My Career choices:

1st choice: _______________________________________________________________________

2nd choice: _______________________________________________________________________

1st choice

	Courses of study/training:



	

	Providers of further education/training:

	

	Course Requirements/Prerequisites:
	

	Providers of employment: e.g. local cafe
	

	Skills needed: e.g. use dishwasher

	

	Other possible pathway options:

e.g. part-time work


	

	Occupational outlook: What is the employment future? e.g. good, average or below average

	

	Important dates: e.g. open days
	


2nd choice

	Courses of study/training:



	

	Providers of further education/training:
	

	Course Requirements/Prerequisites:
	

	Providers of employment: e.g. local cafe
	

	Skills needed: e.g. use dishwasher

	

	Other possible pathway options:

e.g. part-time work
	

	Occupational outlook: What is the employment future? e.g. good, average or below average
	

	Important dates: e.g. open days
	


My Future Plans
Areas I need to develop to achieve my career goal:


	Personal/life skills: e.g. be on time
	
	I will achieve these goals by:

	Educational skills: e.g. improve basic maths skills
	
	


Resources I need to help me:


	Sources of information: e.g. myfuture website
	

	Who can help me: e.g. family, teachers, career counsellor, friends…
	


I have a career portfolio or e-portfolio containing:

Résumé





(
A sample cover letter




(







VASS Student Number 



(
Copies of certificates, awards and reports

(
Statement of Results




(
Contact details for three referees


(
References from activities and projects

(
List of networks for future employment 

(
Copies of my VTAC and/or SEAS Application

(
Contact details for education support

(
Contact details for training/employment support
(
Information on financial support


(
Centrelink Information/Jobseeker Number 

(
My Employability Skills and Attributes
· Tick ( your Top 3 attributes and Top 3 skills

· Put a cross by 2 attributes and 2 skills you believe you need to improve

	Attributes
	Top 3
	Skills
	Top 3

	Loyal
	
	Listen and understand
	

	Committed
	
	Speak clearly
	

	Sensible
	
	Read independently
	

	Positive
	
	Speak or write in languages other than English
	

	Deal with pressure
	
	Use maths skills
	

	Honest
	
	Work as an individual 
	

	Motivated
	
	Work as a member of a team
	

	Enthusiastic
	
	Use  a range of strategies to solve problems 
	

	A sense of humour
	
	Use math for budgeting and financial management
	

	Adaptable
	
	Managing time and meet deadlines
	

	Reliable
	
	A range of basic IT skills
	

	Well presented
	
	Enthusiasm for ongoing learning
	

	
	
	Adapt to new situations
	

	
	
	Communicate own ideas and visions
	

	
	
	Willing to learn new IT skills
	


My Review 
                                   Date:

Use the space below to record your thoughts and feelings about your progress towards your plan. You can make changes to your plan here as you get clearer about your ideas. Think about these questions:
	Which personal goals have l achieved?



	

	Which educational goals have l achieved?



	

	Which personal goals do l need to work on? 

What new goals do I want to achieve?

	

	Which educational goals do l need to work on? 

What new goals do I want to achieve? 
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