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NAME:
_____________________________________
DATE: _________________

My Career Action Plan will help me plan how I can:

- use the support of friends and family to maintain a positive self concept

- prepare myself to be adaptable when studying and training to get into the work sector

- use career information when making my career plans 

- focus on my English vocabulary and strengthen my reading, writing, speaking and listening skills.

	Which subjects am l studying?
	What extra activities am l involved in?

	
	At School 

Include any work experience 
	Outside school 

Include any volunteer, paid  or unpaid work 

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


My 2 important beliefs/values:
My best subject/s:

My proudest achievement:
My 2 favourite leisure activities:

My possible career choices:

My 2 referees:
Where am I now?

What did I achieve last year at school?    


What did I achieve last      

                                                                                                                            year out of school?





	
	
	

	
	
	

	
	
	

	
	
	


My Employability Skills and Attributes.

 Number your Top 3

	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
	


Homework task

Making an entry into the world of work is a challenge.  Discussions, advice and receiving any kind of support from friends, family and teachers is very important at this stage.

Use newspapers like The Age ‘My Career’ section or online jobsearch.gov.au - Choose an advertisement that you are interested in.
  -Write down the information that you will need regarding the job

	What the job is
	

	The training, qualifications and experience needed
	

	Where the location of the job is
	

	Is it a casual, part time or full time job
	

	What is the salary?
	

	What the working hours are
	

	How to apply for the position and who to send the application to
	

	Any other information
	


Whose help am I going to need for this homework task?

	IN SCHOOL
	OUT OF SCHOOL

	
	

	
	


My future plans







What are my goals for this year? 


What is my target date for each goal?

	
	
	

	
	
	


Who can help me with my goals? 
	

	


MY REVIEW







DATE: 
I have commenced a career portfolio containing:

Résumé






(
Copies of certificates, awards and reports


(
Contact details for two referees



(
A sample cover letter




(
References from activities and projects


(
Employability Skills checklist 



(
Write down in the space below:
	Goals I was able to reach:



	Goals I still need to work on:



	What new goals do I want to achieve?


	What my parents/carers think:
Signature and date:


(HINT – Remember small achievements can help goals grow.





(HINT – Be positive. Give yourself a pat on the back for achieving even parts of a goal or for achievements that were not planned.














(HINT – You may want to have short, medium and long-term goals. Set realistic target dates. Make sure you give enough time to change your mind.





(HINT – Your goals can be success in a subject, being in a sports team or talking less in class. Make sure you can Measure, Achieve, Time, and Review your goals.














(HINT – Use your family, friends, community members, teachers and people you trust to support you.
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