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Introduction to CEIAG

Welcome to Your CEIAG Workbook for Apprentices
Congratulations on taking the first step towards a
successful and fulfilling career! This CEIAG (Careers
Education, Information, Advice, and Guidance) workbook is
designed to support you throughout your apprenticeship
journey, providing you with the tools, knowledge, and
resources you need to make informed career decisions
and achieve your professional goals.

Purpose of this Workbook
The primary aim of this workbook is to
empower you with the necessary guidance
and skills to navigate your career path
effectively. Whether you are just starting
your apprenticeship or are nearing
completion, this workbook will serve as a
comprehensive guide, helping you to:

Identify and Develop Your Skills:
Understand your strengths, interests,
and areas for growth.
Explore Career Opportunities: Gain
insights into various industries and job
roles, and discover the career paths
that align with your aspirations.
Prepare for the Job Market: Learn how
to create an impressive CV, write
compelling cover letters, and succeed
in job interviews.
Enhance Your Professional Skills:
Develop key workplace skills such as
communication, teamwork, and
professionalism.
Maintain Wellbeing: Access resources
and advice on maintaining a healthy
work-life balance and mental
wellbeing.

How to Use This Workbook
This workbook is structured into several
key sections, each focusing on a different
aspect of career development. You can
work through the sections in order or jump
to the topics most relevant to you at any
given time. The sections include:

Self-Assessment and Reflection: Tools
and exercises to help you understand your
skills, interests, and career goals.
Career Exploration: Information on
different industries, job roles, and the
current job market.
Education and Training Pathways:
Guidance on further education and
professional development opportunities.
Job Search Skills: Practical advice on
finding job opportunities, applying for
jobs, and succeeding in interviews.
Workplace Skills: Tips on developing
essential skills for the workplace, including
communication and teamwork.
Wellbeing and Support: Resources to help
you maintain your mental health and
wellbeing.
Progress Tracking and Evaluation: Tools to
track your progress and evaluate your
development throughout your
apprenticeship.



Self-Assessment and
Reflection



Self-Assessment and Reflection

Understanding Yourself
Before you can make informed decisions about your
career, it's essential to understand yourself better. This
section is designed to help you identify your skills,
strengths, interests, and values. Reflecting on these
areas will provide a solid foundation for your career
planning and development.

Skills and Strengths Assessment

Activity 1: Skills Inventory
List your skills in the following categories. Be honest and thorough – this
inventory will help you recognise your strengths and areas for
development.

Technical Skills: These are job-specific skills. Examples include
coding, carpentry, nursing procedures, etc.

Soft Skills: These are interpersonal and communication skills.
Examples include teamwork, problem-solving, and time management.



Self-Assessment and Reflection

Skills and Strengths Assessment

Activity 2: Strengths Reflection
Think about your recent experiences at work, school, or in your personal
life. Identify three situations where you demonstrated your strengths.

Situation:1.
Strengths Used:
Outcome:

Situation:2.
Strengths Used:
Outcome:

Situation:3.
Strengths Used:
Outcome:



Self-Assessment and Reflection

Personal Interests and Values

Activity 3: Interests Checklist
Tick the activities that you enjoy or are interested in. Feel free to add any
that are not listed.

Working with people
Solving problems
Creative activities (e.g., drawing, writing)
Working with technology
Organising and planning
Working outdoors
Learning new things
Helping others

Activity 4: Values Clarification
Identify the top five values that are most important to you in your
career. Rank them from 1 (most important) to 5.

Achievement
Creativity
Independence
Security
Variety
Helping others
Recognition
Collaboration
Leadership
Professional growth



Goal Setting

Setting goals is a crucial part of career development. Goals help
you focus, stay motivated, and measure your progress.

Activity 5: Setting SMART Goals
Write down two short-term goals (achievable within the next 6 months)
and two long-term goals (achievable within the next 1-5 years). Ensure
they are SMART goals.

Short-Term Goal 1:
Specific:
Measurable:
Achievable:
Relevant:
Time-bound:

Short-Term Goal 2:
Specific:
Measurable:
Achievable:
Relevant:
Time-bound:

Long-Term Goal 1:
Specific:
Measurable:
Achievable:
Relevant:
Time-bound:

Long-Term Goal 2:
Specific:
Measurable:
Achievable:
Relevant:
Time-bound:



Reflection

Take some time to reflect on what you have learned about
yourself through these activities. Write a short paragraph
summarising your key insights.



Self-Assessment and Reflection

By completing this section, you should have a clearer
understanding of your skills, interests, values, and goals. This
self-awareness is a critical step in making informed decisions
about your career path and development.
Next, we will explore the various career opportunities available
to you and how they align with your self-assessment and
reflection insights.



Career Exploration



Career Exploration

Discovering Your Career Path
Understanding the landscape of careers and the
opportunities available is essential in making informed
decisions about your future. This section will provide
you with insights into various industries, job roles, and
the labour market, helping you explore and identify
potential career paths.

Industry Overview

Activity 1: Research Different Industries
Choose three industries that interest you and research the
following aspects for each:

Industry Name:1.

Overview: Brief description of the industry.

Key Trends: Current trends and future outlook.

Major Employers: List of major companies or

organisations in this industry.

Required Skills and Qualifications: Common skills and

qualifications needed.

Job Roles: Examples of common job roles within the

industry.



Career Exploration

2. Industry Name:
Overview:a.
Key Trends:b.
Major Employers:c.
Required Skills and Qualifications:d.
Job Roles:e.

3. Industry Name:
Overview:a.
Key Trends:b.
Major Employers:c.
Required Skills and Qualifications:d.
Job Roles:e.

Job Roles and Responsibilities

Activity 2: Explore Job Roles
Select three job roles that interest you and research the
following details for each:

1.
Job Role:
Description: Brief description of the role.
Responsibilities: Key responsibilities and tasks.
Required Skills and Qualifications: Necessary skills and
qualifications.
Work Environment: Typical work environment and
conditions.
Career Progression: Potential career progression and
advancement opportunities.



Career Exploration

Explore Job Roles
2. 

Job Role:
Description: Brief description of the role.
Responsibilities: Key responsibilities and tasks.
Required Skills and Qualifications: Necessary skills and
qualifications.
Work Environment: Typical work environment and
conditions.
Career Progression: Potential career progression and
advancement opportunities.

3. 
Job Role:
Description: Brief description of the role.
Responsibilities: Key responsibilities and tasks.
Required Skills and Qualifications: Necessary skills and
qualifications.
Work Environment: Typical work environment and
conditions.
Career Progression: Potential career progression and
advancement opportunities.



Career Exploration

Labour Market Information (LMI)

Activity 3: Understand Labour Market Trends
Research the labour market for your chosen industry or job
roles. Answer the following questions:

Current Demand: What is the current demand for
professionals in this industry or job role?

Future Outlook: What is the projected future demand?
Are there any expected changes in the next 5-10 years?

Regional Variations: Are there regional differences in
demand or opportunities? If so, where are the hotspots?

Salary Expectations: What are the typical salary ranges
for entry-level, mid-level, and senior positions?



Career Exploration

Informational Interviews and Networking
Activity 4: Conduct Informational Interviews
Identify professionals in your chosen industries or job roles
and arrange informational interviews. Use the following
template to guide your conversation:

Professional's Name:1.

Job Title:2.

Company/Organisation:3.

Questions to Ask:4.

Can you describe a typical day in your role?

What skills and qualifications are most important for

your job?

How did you get started in this career?

What do you enjoy most about your job?

What are the biggest challenges you face?

What advice would you give to someone considering

this career?



Career Exploration

Activity 5: Build Your Network

Make a list of professional associations, industry groups,
and networking opportunities relevant to your chosen
career path. Consider joining these groups to expand your
network and learn more about your field.

Association/Group Name:1.

Purpose:

Membership Benefits:

How to Join:

Association/Group Name:2.

Purpose:

Membership Benefits:

How to Join:



Career Exploration

By completing this section, you should have a deeper
understanding of the industries, job roles, and labour
market trends that align with your interests and skills. This
knowledge will help you make more informed decisions
about your career path and identify opportunities that are
right for you.
Next, we will explore the educational and training pathways
that can help you achieve your career goals.



Education and Training
Pathways



Education and Training Pathways

Advancing Your Knowledge and Skills
Education and training are critical components of career development.
This section provides an overview of various educational and training
opportunities, helping you understand the pathways available to further
your skills and qualifications.

Qualifications and Certifications
Activity 1: Understand Different Qualifications
Research the different types of qualifications relevant to your chosen
career path. Fill in the details for each qualification level:

Qualification Level:1.

Examples: (e.g., GCSEs, A-levels, NVQs, BTECs, apprenticeships)

Typical Duration:

Entry Requirements:

Progression Opportunities:



Education and Training Pathways

Qualification Level:
Examples:
Typical Duration:
Entry Requirements:
Progression Opportunities:

Qualification Level:
Examples:
Typical Duration:
Entry Requirements:
Progression Opportunities:



Education and Training Pathways

Further Education and Training Opportunities

Activity 3: Explore Further Education Options
Research further education opportunities relevant to your career goals.
Fill in the details for each option:

Course/Programme Name:1.

Institution:

Duration:

Entry Requirements:

Course Content:

Career Benefits:



Education and Training Pathways

2. Course/Programme Name:

Institution:

Duration:

Entry Requirements:

Course Content:

Career Benefits:

3. Course/Programme Name:

Institution:

Duration:

Entry Requirements:

Course Content:

Career Benefits:



Education and Training Pathways

Apprenticeship Frameworks and Standards

Activity 4: Understand Apprenticeship Frameworks

Research the apprenticeship frameworks and standards in your

chosen field. Fill in the details for each framework:

Framework/Standard Name:

Level: (e.g., intermediate, advanced, higher, degree)

Duration:

Content and Structure:

Assessment Methods:

Progression Opportunities:

Framework/Standard Name:



Education and Training Pathways

Level:

Duration:

Content and Structure:

Assessment Methods:

Progression Opportunities:

Framework/Standard Name:

Level:

Duration:

Content and Structure:

Assessment Methods:

Progression Opportunities:



Education and Training Pathways

Professional Development

Activity 5: Create a Professional Development Plan

Develop a plan to guide your ongoing professional

development. Consider the following elements:

Short-Term Goals: (next 6-12 months)1.

Goal:

Actions:

Resources Needed:

Timeline:

Medium-Term Goals: (next 1-3 years)2.

Goal:

Actions:

Resources Needed:

Timeline:

3.



Education and Training Pathways

Long-Term Goals: (next 3-5 years)1.

Goal:2.

Actions:3.

Resources Needed:4.

Timeline:5.



Education and Training Pathways

Activity 6: Identify Professional Development Resources1.

List resources and opportunities for professional

development, such as workshops, seminars, online courses,

and conferences. Fill in the details for each:

2.

Resource/Opportunity Name:

Provider:

Format: (e.g., online, in-person)

Cost:

Benefits:

Resource/Opportunity Name:

Provider:

Format:

Cost:

Benefits:



Education and Training Pathways

Resource/Opportunity Name:

Provider:

Format:

Cost:

Benefits:



Education and Training Pathways

Reflection

Activity 7: Education and Training Reflection

Reflect on what you have learned about education and training

pathways. Write a short paragraph summarising the key insights

and how they influence your career planning.
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Job Search Skills

Navigating the Job Market

Successfully finding and securing a job requires a combination of

knowledge, preparation, and skill. This section will guide you

through the essential job search skills, from writing an effective

CV to acing job interviews.



Job Search Skills

CV and Cover Letter Writing

Activity 1: Crafting Your CV

A well-structured CV is crucial for making a good first impression

on potential employers. Follow these steps to create an effective

CV:

Personal Details

Full Name

Contact Information (phone number, email address)

LinkedIn Profile (optional)



Job Search Skills

CV and Cover Letter Writing

Professional Summary

Write a brief summary highlighting your key skills, experiences,

and career aspirations.

Work Experience

List your work experiences in reverse chronological order.

Include job title, company name, location, and dates of

employment.

Describe your responsibilities and achievements in bullet points.



Job Search Skills

CV and Cover Letter Writing

Education

List your educational qualifications in reverse chronological

order.

Include the name of the institution, degree/certificate obtained,

and dates attended.

Skills

Highlight relevant technical and soft skills.



Job Search Skills

CV and Cover Letter Writing

Certifications and Training

Include any relevant certifications and training courses you have

completed.

References

Provide references or state that they are available upon request.

Activity 2: Tailoring Your CV

Adapt your CV to match the requirements of the job you are

applying for. Highlight specific experiences and skills that are

relevant to the job description.



Job Search Skills

CV and Cover Letter Writing

Activity 3: Writing a Cover Letter

A compelling cover letter can help you stand out from other

applicants. Follow this structure to write an effective cover

letter:

Header

Your contact information

Date

Employer’s contact information



Job Search Skills

CV and Cover Letter Writing

Introduction

Address the hiring manager by name, if possible.

State the position you are applying for and where you found the

job listing.

Briefly mention why you are interested in the role.

Body

Highlight your relevant skills and experiences.

Provide specific examples to demonstrate your achievements.

Explain why you are a good fit for the company and the role.

Conclusion



Job Search Skills

CV and Cover Letter Writing

Reiterate your enthusiasm for the role.

Thank the hiring manager for considering your application.

Include a call to action (e.g., looking forward to discussing your

application further).

Signature

End with a professional closing (e.g., Sincerely, Your Name).



Job Search Skills

Interview Preparation

Activity 4: Common Interview Questions

Prepare answers for common interview questions:

Tell me about yourself.

Provide a brief summary of your background, focusing on your

professional experiences and skills.



Job Search Skills

Interview Preparation

Why do you want to work here?

Research the company and explain why you are interested in the

role and the organisation.

What are your strengths and weaknesses?

Highlight your key strengths and provide examples.

Discuss a weakness and how you are working to improve it.

Describe a challenging situation and how you handled it.

Use the STAR method (Situation, Task, Action, Result) to

structure your answer.



Job Search Skills

Interview Preparation

Where do you see yourself in five years?

Discuss your career goals and how the role aligns with your

aspirations.

Activity 5: Mock Interviews

Practice mock interviews with a friend, family member, or

mentor. Request feedback on your answers, body language, and

overall performance.



Job Search Skills

Job Search Strategies

Activity 6: Identifying Job Opportunities

Explore various channels to find job opportunities:

Online Job Boards

List of popular job boards (e.g., Indeed, Monster, Glassdoor).

Tips for using job boards effectively (e.g., setting up job alerts,

using keywords).

Company Websites

Research companies you are interested in and check their

careers pages for openings.

Networking

Attend industry events, job fairs, and professional meetups.

Leverage your professional network and seek referrals.



Job Search Skills

Job Search Strategies

Social Media

Use LinkedIn to connect with industry professionals and follow

companies.

Share your career interests and achievements on social media.



Job Search Skills

Job Search Strategies

Activity 7: Organising Your Job Search

Keep track of your job applications with a job search log. Include

the following information for each application:

Company Name:1.

Job Title:2.

Date Applied:3.

Application Status: (e.g., pending, interview scheduled,

rejected)

4.

Next Steps: (e.g., follow-up email, preparation for interview)5.



Job Search Skills

Job Search Strategies

Activity 7: Organising Your Job Search

Keep track of your job applications with a job search log. Include

the following information for each application:

Company Name:1.

Job Title:2.

Date Applied:3.

Application Status: (e.g., pending, interview scheduled,

rejected)

4.

Next Steps: (e.g., follow-up email, preparation for interview)5.



Job Search Skills

Networking and Professional Presence

Activity 8: Building Your LinkedIn Profile

Create or update your LinkedIn profile to reflect your

professional experiences and career goals. Ensure your profile

includes:

Professional Photo

Compelling Headline

Summary Section

Detailed Work Experience

Skills and Endorsements

Recommendations



Job Search Skills

Networking and Professional Presence

Activity 9: Networking Strategies

Develop a networking plan. Consider the following steps:

Attend Events

Make a list of industry events, conferences, and job fairs to

attend.

Join Professional Groups

Identify relevant professional associations and online groups.

Follow Up

Send follow-up emails or messages to new contacts, expressing

your interest in staying connected.



Job Search Skills

Reflection

Activity 10: Job Search Skills Reflection
Reflect on your job search process. Write a short paragraph
summarising the key insights and how they influence your
approach to finding and securing a job.



Workplace Skills



Workplace Skills

Thriving in the Workplace

Having a strong set of workplace skills is essential for succeeding
and thriving in your career. This section will help you develop
and enhance key skills such as communication, teamwork, and
professionalism, which are crucial for any job role.

1. Communication Skills
Effective communication is vital in the workplace. It involves not
only expressing your ideas clearly but also listening to others.
Activity 1: Verbal Communication

Role-Playing Exercises1.
Pair up with a friend or colleague and practice different
workplace scenarios (e.g., giving a presentation,
participating in a meeting, handling a difficult
conversation).
Focus on clarity, tone, and body language.

Active Listening2.
Practice active listening techniques such as nodding,
summarising what the speaker has said, and asking
clarifying questions.
Engage in conversations where you focus entirely on
listening without planning your response.



Workplace Skills

Thriving in the Workplace

Having a strong set of workplace skills is essential for succeeding
and thriving in your career. This section will help you develop
and enhance key skills such as communication, teamwork, and
professionalism, which are crucial for any job role.

1. Communication Skills
Effective communication is vital in the workplace. It involves not
only expressing your ideas clearly but also listening to others.
Activity 1: Verbal Communication

Role-Playing Exercises1.
Pair up with a friend or colleague and practice different
workplace scenarios (e.g., giving a presentation,
participating in a meeting, handling a difficult
conversation).
Focus on clarity, tone, and body language.

Active Listening2.
Practice active listening techniques such as nodding,
summarising what the speaker has said, and asking
clarifying questions.
Engage in conversations where you focus entirely on
listening without planning your response.



Workplace Skills

Thriving in the Workplace

Activity 2: Written Communication
Email Etiquette1.

Write a professional email to a hypothetical manager
requesting time off. Pay attention to the subject line,
greeting, body of the email, and closing.
Review and edit the email for clarity, tone, and
grammatical accuracy.

Report Writing2.
Draft a brief report on a topic relevant to your
apprenticeship. Include an introduction, main points, and
a conclusion.
Share the report with a mentor or peer for feedback.



Workplace Skills

Thriving in the Workplace

2. Teamwork and Collaboration
Working effectively with others is a cornerstone of a successful
career. Teamwork involves cooperation, mutual respect, and
shared goals.

Activity 3: Team Projects
Group Task1.

Participate in a group task or project, either at work or in a
volunteer setting.
Reflect on your role in the team, how you contributed,
and what you learned from the experience.

Conflict Resolution2.
Discuss a past experience where you encountered
conflict in a team setting.
Identify the steps you took to resolve the conflict and
what you might do differently in the future.



Workplace Skills

Thriving in the Workplace

3. Time Management and Organisation
Managing your time effectively ensures that you meet deadlines
and maintain a healthy work-life balance.
Activity 5: Time Management Techniques

Prioritisation1.
List your tasks for the week and categorise them into
urgent, important, and non-urgent.
Create a daily schedule prioritising tasks based on their
importance and deadlines.

Using Tools2.
Explore tools such as calendars, to-do lists, and project
management software (e.g., Trello, Asana).
Implement one or more tools to organise your tasks and
track your progress



Workplace Skills

Thriving in the Workplace

4. Professionalism and Work Ethic
Demonstrating professionalism and a strong work ethic is crucial
for career advancement.

Activity 7: Professional Behaviour
Workplace Etiquette1.

List examples of professional behaviour in the workplace
(e.g., punctuality, dress code adherence, respectful
communication).
Reflect on areas where you can improve your
professionalism.

2. Feedback Reception
Practice receiving constructive feedback with an open mind.
Role-play a scenario where you receive feedback from a
supervisor and respond professionally.



Workplace Skills

Thriving in the Workplace

Activity 8: Developing a Strong Work Ethic

Self-Discipline

Set specific goals to enhance your self-discipline (e.g., arriving on
time, completing tasks ahead of deadlines).
Track your progress and reflect on improvements.
Responsibility and Accountability

Reflect on a time when you took responsibility for a mistake at
work.
Discuss how you handled the situation and what you learned
about accountability.



Workplace Skills

Adaptability and Problem-Solving

Being adaptable and having strong problem-solving skills are
essential in a dynamic workplace.

Activity 9: Adaptability
Embracing Change1.

Reflect on a recent change at work or in your life. How did
you adapt to it?
Identify strategies to improve your adaptability (e.g.,
staying positive, seeking support).

Learning New Skills2.
Choose a new skill relevant to your job and set a goal to
learn it within a specified timeframe.
Document your learning process and the challenges you
encounter.



Workplace Skills

Adaptability and Problem-Solving

Activity 10: Problem-Solving
Problem-Solving Exercises1.

Engage in exercises or puzzles that challenge your
problem-solving abilities.
Reflect on your approach to solving these problems and
how you can apply similar strategies at work.

Identify a current issue at your workplace.

Develop a step-by-step plan to address and resolve the problem,

including identifying the root cause, generating possible

solutions, and implementing the best solution.

Reflect on the outcome and what you learned from the

experience.



Workplace Skills

Leadership and Initiative

Demonstrating leadership and taking initiative are valuable skills
that can enhance your career prospects.

Activity 11: Leadership Skills

Leadership Qualities

Reflect on the qualities that make a good leader (e.g.,
communication, empathy, decisiveness).
Identify situations where you can exhibit these qualities in your
current role.
Leadership Role-Play

Role-play a scenario where you lead a team meeting or project.

Seek feedback from colleagues or mentors on your leadership

style and areas for improvement.



Workplace Skills

Leadership and Initiative

Activity 12: Taking Initiative
Proactive Behaviour1.

Identify tasks or projects at work that you can take
ownership of without being asked.
Set a goal to complete these tasks and document your
progress.

Innovation and Improvement2.
Think of a process or system at work that could be
improved.
Develop a proposal for the improvement, including
potential benefits and implementation steps.
Present your proposal to your supervisor or team.



Workplace Skills

Reflection

Activity 13: Workplace Skills Reflection
Reflect on the skills you have developed in this section. Write a
short paragraph summarising the key insights and how they will
help you succeed and thrive in your workplace.



Workplace Skills

By completing this section, you should have a well-rounded set
of workplace skills that will enable you to excel in your role and
advance in your career. These skills are essential for effective
communication, teamwork, time management, professionalism,
adaptability, and leadership, all of which contribute to a
successful and fulfilling career.
Next, we will explore the final section, which focuses on setting
long-term career goals and developing a personal career
development plan.



Career Development Plan



Career Development Plan

Setting Long-Term Career Goals
Creating a career development plan helps you set clear,
achievable goals and outlines the steps you need to take to
reach them. This final section will guide you through the process
of setting long-term career goals and developing a personalised
career development plan.

Self-Assessment and Goal Setting
Understanding your strengths, interests, and values is the first
step in setting meaningful career goals.
Activity 1: Self-Assessment

Strengths and Weaknesses1.
List your top five strengths and provide examples of how
you have demonstrated each in your work or studies.
Identify three areas for improvement and describe
actions you can take to develop these areas.

Interests and Values2.
Reflect on what you enjoy most about your current role
or studies. What activities make you feel engaged and
satisfied?
List your core values (e.g., creativity, teamwork, helping
others) and explain how these values influence your
career choices.



Career Development Plan

Self-Assessment and Goal Setting
Activity 2: Setting SMART Goals
Setting SMART goals (Specific, Measurable, Achievable, Relevant,
Time-bound) ensures that your career objectives are clear and
attainable.

Short-Term Goal (next 6-12 months)1.
Specific:
Measurable:
Achievable:
Relevant:
Time-bound:

Medium-Term Goal (next 1-3 years)2.
Specific:
Measurable:
Achievable:
Relevant:
Time-bound:

Long-Term Goal (next 3-5 years)3.
Specific:
Measurable:
Achievable:
Relevant:
Time-bound:



Career Development Plan

Action Plan Development
An action plan outlines the specific steps you need to take to
achieve your career goals.
Activity 3: Creating an Action Plan

Action Steps1.

Break down each of your SMART goals into smaller,

actionable steps.

For each step, identify resources, support, and potential

obstacles.

Timeline2.

Create a timeline for completing each action step.

Consider setting milestones to track your progress.

Resources and Support3.

List the resources you need to achieve your goals (e.g.,

courses, mentorship, networking opportunities).

Identify people who can support you in your journey (e.g.,

mentors, colleagues, career counsellors).



Career Development Plan

Template for Action Plan
Goal:1.

Action Step 1:

Resources Needed:

Support Needed:

Potential Obstacles:

Timeline:

Action Step 2:

Resources Needed:

Support Needed:

Potential Obstacles:

Timeline:

Action Step 3:

Resources Needed:

Support Needed:

Potential Obstacles:

Timeline:



Career Development Plan

Template for Action Plan

2. Goal:

Action Step 1:

Resources Needed:

Support Needed:

Potential Obstacles:

Timeline:

Action Step 2:

Resources Needed:

Support Needed:

Potential Obstacles:

Timeline:

Action Step 3:

Resources Needed:

Support Needed:

Potential Obstacles:

Timeline:



Career Development Plan

Monitoring and Reviewing Progress
Regularly reviewing your progress helps you stay on track and
make necessary adjustments to your plan.
Activity 4: Progress Reviews

Monthly Check-Ins1.
Schedule monthly check-ins with yourself or a mentor to
review your progress.
Reflect on what you have accomplished, what challenges
you faced, and what adjustments are needed.

Quarterly Reviews2.
Conduct more in-depth reviews every three months.
Update your action plan based on your progress and any
changes in your goals or circumstances.

Annual Review3.
At the end of each year, evaluate your overall progress
toward your medium- and long-term goals.
Celebrate your achievements and set new goals for the
upcoming year.

Review Template
Review Date:1.
Goals Reviewed:2.

Progress:
Challenges:
Adjustments Needed:

Next Steps:3.
New Goals (if any):4.



Career Development Plan

Reflection
Activity 7: Career Development Reflection

Reflect on the process of creating your career development
plan. Write a short paragraph summarising the key insights and
how this plan will help you achieve your long-term career goals.



Career Development Plan

By completing this section, you will have a comprehensive
career development plan tailored to your aspirations. This plan
will serve as a roadmap, guiding you through the steps needed to
achieve your career goals and ensuring you stay on track for
long-term success.



CEIAG

Congratulations on completing the CEIAG workbook! With the
knowledge and skills you have gained, you are well-prepared to
navigate your career journey with confidence and purpose. Good
luck!
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