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Professional Portfolio

Name: ____________________________


Date: ________________

	Section A: Career Action Plan
A Career Action Plan helps you to focus on your goals and plans for the future. It helps you to work out how you are going to achieve what you want relating to study, work and life. A Career Action Plan lets you work out your career capabilities and how they relate to your preferred career option.



	Part 1: My profile


Summarise your self-assessment
If you have completed the quizzes in Module 1 you can return to them to help with this section. These sections of your action plan mirror the questions asked in these quizzes and in Assignment 1.
	My  greatest strength and biggest weakness

	· Strength: Organisation Skills

· Weakness: I sometimes lack confidence; I could use more experience in Construction Management
 

	What I value in the workplace
	
· Accountability
· Honesty

	What I am passionate about

	
· Construction Industry
· Building and accomplishing projects
· Working for a great team/company


	My top three work/life priorities
	
· Keeping myself honest
· Staying upto date 

	The top three employability skills I bring to the workplace

	



	Part 2: My future


Summarise your research into your ideal job
The information in this section of your plan is a summary of the research you compiled in Assignment 2: Research report
	
Ideal Job profile
	Brief summary of your ideal job. What is the job? What does a person in this role do? What are the prospects in your ideal job- salary, working hours, career development?  What is the future of this industry and occupation- labour market trends, employment opportunities, growth potential























	Key attributes
(e.g. personal characteristics such as personal presentation and motivation)
	

	Key skills
(e.g. technical, academic and employability skills)
	





	Part 3: My Plan


Goals are things that you want to achieve in the future. They are things that will help you to be prepared and ready for change at university or in your life. It is important that you think about goals early because then you can work out how to achieve them. Thinking about goals means that you will be prepared to study the subjects you like, do the types of occupations you prefer, and keep your future options open. If you meet a goal throughout the year, set another new one for yourself – maybe a more challenging one.

1. My Career SWOT
Reflect at where you are currently in your career and brainstorm the strengths, weaknesses opportunities and threats in your position.

	Strengths
	Weaknesses

	


	

	Opportunities
	Threats

	



	



2. My SMART goals
Create one goal each for 6 months, 12 months and 5 years


Current goal: 
Complete each   













































































































































































































For the time period: 6 months – Gain some experience in the construction industry.

	Objectives
	Support/Resources required
	Potential barriers/difficulties
	Problem solving strategies
	Review date

	
	
	
	
	




Current goal: _______________________________________________________________________________________________
For the time period: 12 months 

	Objectives
	Support/Resources required
	Potential barriers/difficulties
	Problem solving strategies
	Review date

	
	
	
	
	



Current goal: _______________________________________________________________________________________________
For the time period: 5 years 

	Objectives
	Support/Resources required
	Potential barriers/difficulties
	Problem solving strategies
	Review date

	
	
	
	
	




Resources I need to help me achieve these goals

	Sources of information
(e.g. myfuture, Job Guide, career websites)
	

	Who can help me
(e.g. friends, family, careers practitioners etc.)
	





3. My skill development plan

Review the level of skills, attributes and qualifications you need for your ideal job against your current levels. Identify where you may need further development and outline a basic plan for how you will achieve this and by when.

Areas I need to develop to achieve my ideal job

	Attribute to develop
(i.e. personal characteristics such as personal presentation and motivation that are highly prized in your ideal job)

	How?
	By when

	
	
	

	
	
	

	
	
	



	Job specific skills to develop
(technical., academic and employability skills specific to your ideal job) 
	How?
	By when

	
	
	

	
	
	

	
	
	



	Qualifications I need
	How?
	By when

	
	
	

	
	
	

	
	
	






Section B: Career Toolkit

Name: ____________________________              Date: ________________
	Part 4: Sample job advertisement

	Copy and paste into this box the job advertisement that you will be targeting this career toolkit to.


















	Part 5: Sample cover letter

	Write a 300 word cover letter in response to the job advertisement in Section A. Write your cover letter as if you have achieved the goals you set for yourself in Assignment 3 Part 2.


















   


	Part 6: LinkedIn profile

	Your Name: LinkedIn Profile
This template helps you complete a LinkedIn profile (www.linkedin.com) by presenting your CV information in the format of a LinkedIn profile. You do not need to create a LinkedIn profile or include a link to your profile for this assignment.

BASIC INFORMATION
Name: 
Address: 
Professional headline: 
Your headline gives you a way to sum up your professional “identity” in a short phrase. When you create your account, LinkedIn provides a headline for you, but your own headline will be much more effective.
Industry: 
Select an industry that most closely matches your experience or the industry you’d like to work in.

SUMMARY
Professional Experience & Goals: 
This should give a brief description of what you have done, what you are doing, and the kinds of things you are interested in.
EXPERIENCE
Summarise your three most recent positions
INTERESTS
This field should include a few particular things that you are interested in professionally or personally.
RECOMMENDATIONS
Identify two people in your network that you would approach to write recommendations for you and why you chose them.






	Part 7: Sample interview responses

	Question 1 : _______________________________________________________
Response:







Question 2:
_______________________________________________________
Response













	Part 8: Elevator pitch

	Write an 80-150 word ‘elevator’ pitch that is targeted to the job advertisement in Section A.

Include the link to your 60 second video of you delivering your elevator pitch here.


Part 1: My profile 


	Part 9: Reflection

	





	Part 10: Reference list
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