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Introduction


This workbook has been developed so that you are able to collect and present evidence that demonstrates your knowledge and skills in relation to finding the right job.

There are different sections that make up this workbook in order to make sure you are able to complete all of the tasks necessary, but you will be provided with support as you move along by your Assessor.

Further learning materials and support is available through your studying membership of the Institute of Enterprise and Entrepreneurs. If you haven’t yet received your login, please speak to your Assessor who will be happy to sort this out for you.

This unit contains three learning outcomes and will support you to be able to:

· Understand where to find and search for employment
· Understand how to apply for employment opportunities
· Understand how to prepare for an interview

The evidence within this workbook will be assessed by,

Assessor Name: 

and will be quality assured by,

Internal Quality Assurer Name: Copyright © 2020 SFEDI Enterprises Ltd    

All rights reserved. This book or any portion thereof may not be reproduced or used in any manner whatsoever without the express written permission of the publisher (address below).    

Approved SFEDI Awards centres and learners undertaking a SFEDI Awards qualification may photocopy this document free of charge and/or include a PDF version on its intranet where it is only done so for the purposes of the approved delivery of this qualification.    

SFEDI Enterprises Ltd t/a SFEDI Awards  
19 Victoria Rd
Darlington
DL1 5SF
www.sfedigroup.com    

Every effort has been made to ensure that the information contained in this publication is true and accurate at the time of publication. However, SFEDI Enterprises t/a SFEDI Awards strives to continually develop and improve our qualifications and, as such, there may be occasions where changes are required. SFEDI Enterprises t/a SFEDI Awards does not accept liability for any loss or damage arising from the use of the information contained within this publication.
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Your Assessor will support you to plan how best to demonstrate your knowledge and skills which may be through the completion of the activities within this workbook or may include additional tasks best suited to you.

If any additional tasks are to be completed these will be listed in the table below with target dates for which you should try your best to complete each task listed.


	Task
	Target Date
	Re-planned Target Date

	Completion of the activities included within this workbook
	
	

	
	
	

	
	
	

	
	
	








By signing below, you agree to completing the work as detailed above and working with your Assessor to achieve this by the deadlines indicated.



Learner Name: 

Signature: 

Date: 



Assessor Name: 

Signature: 

Date: 
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How to Find a Job / Progression Opportunity

Finding a new job can be a daunting experience. Where do you go to find one? What job do you want to do? Do you have the skills to do that job? What would you wear to the interview? We all have those thoughts when applying for a new job, so you are not alone. But stay calm, do some research and prepare yourself before jumping into the application process. 

In the 21st Century, we have lots of options when it comes to applying for a job. But what are they? 

· Local Job Centre
In most towns and cities, you will be able to find a Job Centre. These buildings often host workshops or events that give people new skills, or career advice. Head over to your local Job Centre and ask them for career advice and if there are any skills workshops or courses coming up soon and go from there. It may just be that you need to skill up before you get hired, and Job Centres can help you find some courses to take. They are free and only require an appointment, in most cases. 

· Online agencies
Some job seekers turn to online agencies. Companies will pay agencies to advertise jobs for them. These agencies will reach out to their network and sign people up for interviews. This way, the job seeker does little work and gets to hand in their CV for a job. This is a great option to use alongside some others but shouldn’t be your only way of finding a job. Sometimes there can be a long gap between job opportunities through agencies, and some agencies will sign a lot of people up for a job in the hopes they will find the successful applicant. 

· Online job advertisements
One of the simplest ways, nowadays, is by searching online for job vacancies. If you don’t have a computer or smartphone, you can access the internet through your local library or Job Centre. Both will supply you with additional support to get your job application in, access the internet and print off any relevant documents you may need to take with you. 

· Going in store to ask
Some companies will have vacancies posted on the door to their business. Head to a business you may want to apply for and see if they have any job opportunities. They may have an advert posted in the front window. If they don’t, you could always ask. 
“Hello, do you know if there are any vacancies that need to be filled?” 
If you ask the question, you will get an answer. They may have just had an opportunity come up, they may have a list for future opportunities or if you are really lucky, they may need someone to start tomorrow. If you ask, you may have cut in front of the queue and beat the other competition. 

· Job opportunities posted on social media
Today, you can’t scroll too far through your social media home page without coming across an available job role. Some companies take to social media to hire their new staff. As a free platform, social media is a great way for companies to advertise their available positions without putting funding into advertising. There are groups on Facebook called “[insert town name] jobs”. You could head to LinkedIn and see if there are any jobs available there. Set up a really good profile first and then see who is hiring. When people come across your profile, they may even recommend you for a job. So head to your favourite social media account and see if there are any jobs available. 



Activity One


Using the box below, list the traditional ways that you would expect to be able to find a job or progression opportunity.

I can find a job or progression opportunity by:
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Networking

Another way to find out about job opportunities is through your network. Even without focusing on developing your network, you will have a network of people to talk to and get information from. This network could be made up of friends, family members, old teachers that you may have kept in touch with etc. These people could recommend job opportunities that they have heard about, suggest that you apply for career progression opportunities or sign post you to new opportunities that you may not have thought about. 

Your network would be able to sign post you towards opportunities, using their knowledge about you as a person to signpost you to a specific area, or set of opportunities. By using your network, you are able to get specific advice when it comes to jobs. Plus, some employers may use specific methods of advertising jobs, and perhaps you don't have access to certain platforms. You can, instead, use your network as a wider net to catch all of those opportunities. 

There may also be people in your network that are going to events, careers festivals or are heavily engaged in their communities who may be able to make you aware of these events. You can then go along to them and find out more information about some opportunities that way. 

When you attend these events, it is important that you don’t just speak to employers, but you should also talk to potential employees and the event organisers. The employers will be great to network with because they can sign post their opportunities with you. Acting as a mini interview, this will be a great opportunity to get your name out there, and put those communication skills to use. 

Networking with the other potential employees will allow you to develop a wider network. Plus these people are like minded. They are seeking employment or a development opportunity. By talking to them, you may be able to find out if they are moving from one company, where they came from and what role it was for. You can make a note of this and see if that company is advertising the position. 

By networking with the people planning the events, you will be able to find out about more events in the future. These events may take place at a different location, there may be a different focus, a specific area of employment or they could show you to a completely new set of events that may be happening in their network. 
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Activity Two


Networking is an important skill, not just once you have a job or run your own business but also in finding that opportunity. 

Using the box below, explain the importance of networking to finding job and progression opportunities and the abilities, behaviours, knowledge and skills you would need in order to network effectively.

	


















Activity Three


As we have already mentioned, it is important to know where to go for career support, job opportunities and workshops to improve your employability. Do you know where to go for your specific needs? 

The Job Centre

You will be able to find a Job Centre within your town or city. This company hosts workshops and events that will be able to develop your skills, teach you new skills, or provide you with career advice. If you are looking to apply for jobs, this service will be able to give you support in doing so. They may also allow you to use their computers or internet service in order to do so, or signpost you to areas within your town where they have WIFI and access to computers. 

Local Council

Your local council may be able to help you with any benefits that you may be eligible for. While this isn’t finding a job, it may give you that income you need to invest in some interview clothes, a laptop or a phone to use to apply for jobs. 
The council may also have opportunities for you to apply for, within their offices or working in engagement. By going in and asking for application forms, or to find out more about those opportunities, you are already networking and may have a better shot at the interview process. 

Your local council should also be able to tell you if they know of any courses that are running in the local area. They will be able to help you sign up to these, tell you if there are any fees involved, or they may even run these sessions. It is worth getting in touch with your local council to see if there are any opportunities you can take advantage of. 

Online job search

There are lots of ways to find jobs online. Using sites like indeed, or even just google. You can find lots of job opportunities to apply for. You can specify your area of interest, the skills you may have and the opportunities you want to go for. You can also search by putting in your address or search in a specific area. This way you are in control of your job search and you will be able to specify down to the last detail. Google is a great place to start, and then you can try looking at other options such as online agencies etc. 

Local college or university

Your local college is also a great place to start when thinking about developing your skills. Your local college may be able to provide you with free courses, development workshops and sometimes they may be able to help identify the skills you need for a certain role. Some colleges offer career guidance to their students. If you are a student, and your college offers this, do take advantage of it. 

There are some universities or colleges that offer this service to people who aren't students, but this is dependent on the university or college. So it is worth looking into whether the colleges and universities offer this in your area. They may be advertised as a career fair, they may be advertised as employability workshops. 



Apprenticeship

Many colleges will offer apprenticeships as a way to gain qualifications and work experience. You will get paid while also working and completing your studies. This is a great way to learn some soft skills, sector specific skills and employability skills. You also get to learn how to function within that field of work and what is expected of you within that job. 

Using the table below, list the different local, regional and national training and support programmes available to you and how each can support you in finding and applying for a job or progression opportunity.

	Name of the training or support programme
	Training (T), Support (S)
	How can it support me to find and apply for a job or progression opportunity?

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	













Becoming Employable

So you have searched for a job, you have gained some skills, took part in some training and got the support you need to apply for a job. You have found a job you want, you now just need to get it. So how do you do that? 

Firstly, make sure you know the job title you have applied for. It is really important you know what you have applied for and the job role that comes with that job. Even if it is a progression opportunity, make sure you know what the criteria for the job is and make sure you know what you have to do to fulfil the role. 

Then you may need to do a little bit of research. Again, even if you are progressing within the same company, it is important you know a little bit of information about the role you are progressing into and how that affects other areas of the business. For example, if you are moving from social media content creation to social media management. You will no longer be working on projects alone, you will be delegating tasks, offering support, engaging with your team and getting them talking etc. You may also then have to attend management meetings which means you will have to learn about management, leadership, how to write reports perhaps. It is just worth doing a little bit of research before you apply, just to make sure you know what you are applying for. It may also help you to research the company by asking around. If you are applying for a job within management, ask another area’s manager how they find the job, what they do, how they do it and what a typical day may look like. Not only does this show that you are taking the opportunity seriously, but it also gets your name out there and they may be able to pass on a good word to the hiring team. 

So you have done some research about the job you are applying for. Now you need to study the job role. Find out those keywords, find some of the traits they are looking for, find some of the key responsibilities they may need covering. Below is a job description for a made-up role. Look through and see if you can find the key words / behaviours / traits and knowledge you need.


Customer Service Assistant:

We are looking for an enthusiastic and professional customer service assistant to work in a home decor shop on our shop floor. Within this role, the successful candidate will be: Helping customers, handling customer complaints, asking customers for their feedback, suggesting products to our customers and assisting our customers from greeting through to the check out process. We are looking for someone who is friendly, approachable, enthusiastic and yet professional and polite. We at Decorate Good Times, are looking for two candidates who will be able to work under pressure, in a fast paced work environment. We are ideally looking for candidates with sales experience, although this is not necessary it is preferred, and we would love to hear from people with customer service backgrounds, essential. It is also essential to have 5 GCSEs above grade C including Maths and English. For more information about the role do get in touch on our mobile number. For an informal chat or to find out about the business, please contact roger on (mobile number). 

Did you spot the ability, behaviour, skills and knowledge needed to apply for this role? 

Some other terms a company may use could include: 

Business minded, Driven, sales, communication skills, effective, efficient, time conscious, cool headed, calm, professional, determined, safety conscious, conscientious and many many more. It’s a good exercise when applying for jobs, to see if you can spot those keywords. They really do help with the application process. 

So, to recap, you’ve found the job, read the description and identified the keywords. Now you need to see how likely it is that you are right for the job. There is nothing wrong with saying you're the perfect match, just as there is nothing wrong with saying that you aren’t the right applicant for the job. 

As long as you can explain why you feel like you are or are not the perfect applicant, the exercise is a really valuable way to explore your employment routes and analyse your own behaviours. 

Once you have found out if you are the right applicant or not, you may need to find areas for development. Even if you are the perfect applicant, you will still have areas that you need to develop. For example, you may need to spend some time researching the business you are applying for, perhaps you need to develop your patience or maybe you just need to improve your communication skills. 

If you need to research a business, it is clear that you need to research that business, make some notes and try to remember key information about the company. If you are trying to improve your level of patience, you could perhaps try to come up with meditative exercises or mood management techniques that will help you get through those stressful situations. So have a think about your own abilities and areas for development. Make a list and try to find a way to improve those areas. There is nothing wrong with admitting you have areas to develop. 

Before applying for the job and needing to attend an in person or online interview, you may need to think about how you introduce yourself to the team. This introduction could be used on the application form, cover letter or just in the email to apply for the job. It is worth coming up with a good, concise introduction. 

Below are two examples. One good and one not so good. 

Becky:

Hello, my name is Becky, I am applying for the senior marketing manager role. I have an extensive background in social media content creation as well as business market analysis. When it comes to work, I think a job well done is the only job worth doing. I am looking forward to learning more about the company. 
I am known among my current peers as professional but approachable, friendly and determined. I like working as part of a team, but I also enjoy the challenge of working on my own. I like to adapt my work style depending on who I am working with. 

Robert:

Hiya, my name is Robert and I am here for an interview. I can't remember what role it is, but I should have an appointment. Introduce myself? Erm, well I like to go out at the weekend, I am a young soul really. I love causing a bit of mischief and I don’t really believe in being told what to do. I have 3 cats and I live in a bungalow. It's nice. So yeah, that's me. 

Can you see the difference here? When you introduce yourself in a business situation, it is really important you remember where you are and why you are there. You will come across more professionally and you will be remembered if you have an amazing introduction. 

After you have written your introduction, get some friends or your family to look over it. They can then make comments on your introduction and suggest ways in which you can improve it. It is important, though, that you are happy with your introduction. It has to be a reflection of you, so make sure you know what it says, what it means and that it sounds like you. Once you have a final version of your introduction, it is time to fill in that application form and get it sent off. 



Activity Four


Now let’s look at your abilities, behaviours, knowledge and skills and how you can match them to that all important opportunity.

Select a job opportunity that you feel is something you are both interested in and that you have the abilities, behaviours, knowledge and skills to carry out.

Let’s look at it in more detail and how you match what they are looking for.

	Where did you find the job or progression opportunity?
	

	Job or Progression Title:
	

	Company Name:
	



Company profile:

(What do they do? Where are they based? How long have they been operating? How are they structured? What are their aims and objectives? What services and/or products do they provide? What types of customers do they have?)

	










What are the key words from the advert that describe the abilities, behaviours, knowledge and skills that the company is looking for? List them in the table below and rate your current performance against each (1 being you already have it, 2 being you partially have it and 3 being you do not have it at all).

	Ability
	Rating
	Behaviour
	Rating
	Knowledge
	Rating
	Skill
	Rating

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	




Based on what you know of the job or progression opportunity and how you match the stated requirements, rate your chance of a successful application (1 being confidence of success, 2 being partial confidence of success and 3 being no chance of success).

	Rating
	



Using the box below, justify why you believe your rating to be accurate and truthful.

	







Even if you have rated yourself as being confident of success there may still be areas you can identify that will increase your chances. Use the table below to plan the activities and record when you have completed them.

	Area for development
	Activity to be completed
	How will it help you?
	Deadline for completion
	Completed (Y/N)
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Now it’s time to make that application but before you do, it’s important to have a punchy introduction for your application form or introductory letter to get the employer to take notice of you. In the space below practice your opening statement so that it best demonstrates your positive points and how they match what the company is looking for.

Don’t forget to keep it short and to the point, you don’t want to lose their attention!

	



Now gather some feedback from others on your opening statement and make any changes that you need to, writing the final statement below.

	



It’s time to complete your application for the job or progression opportunity and submit it using the method as set out in the advert.
	



As the Assessor for: 


I confirm that I have witnessed them complete and submit the application as required by the tasks having prepared fully to promote themselves positively against the requirements of the opportunity.


Assessor Name:

Signature:

Date:
Interview Questions

So a final recap, you have thought about what opportunities you want to apply for, you have thought about the skills and behaviours needed for that role, you have thought about your introduction, you have applied for the job and now… you have got an interview! 

Congratulations, this is the first step in your career and hopefully you are successful. But how can you help yourself in the interview, before it gets to the big day? 
One way you can give yourself a head start is by thinking of some of the questions they may ask, and come up with an answer beforehand. Most interviews contain the same core questions. These can be:

Why do you think you are right for the job? 
Why do you want to work for our company?
Can you tell us a bit about yourself? 
Do you have any questions for us? 

While these questions may be asked in different ways, someone leading the interview will normally ask these questions. These are great indicators for someone leading an interview. It tells them if you are an effective and efficient communicator, if you are self aware and have a certain level of confidence, if you are able to come across professional and approachable and if you know what the business does. If you can answer these questions, you will automatically get a few bonus points stored away. So coming up with answers to these, before you are in the interview room, is a good way to get ahead and stay prepared. 

Whilst in the interview room, many of us panic or become anxious for many reasons. Whether it is opening the door, your seat making a weird sound, your hands being sweaty when shaking hands, stuttering or mumbling when answering questions or just feeling like you are under a lot of pressure. Coming up with coping mechanisms for these causes of stress can be a great way to be prepared. Whilst it isn’t great to go into a situation expecting the worst, being aware of your own behaviour is always a smart idea. 

Perhaps you stumble over your words or you need some thinking time when you are asked a question. Take a moment, if you have been offered a drink, take it. Have a drink when you have been asked a question. This may only give you 3 seconds to think, but those 3 seconds can be really valuable. 

Make sure all of your clothing is out, ironed and prepared the night before. Try it on and get comfortable in it. It may have been a while since you have worn that outfit and it may feel strange, so put it on and get used to how it feels and looks. 

Check that you know how to get to your interview, on time, and without looking too tired. Is there a bus stop near the office? Can you drive and park in the shop car park? Explore and research these things. 

When in the interview, breathing and giving yourself time is a great way to knock down those stressful barriers. An interview should be set up to give you an opportunity to showcase your skills, knowledge and abilities. If you feel like you are being pressured too much or you are being set up to fail, that is an issue with the interviewer and not yourself. 

Remember to take deep breaths and enjoy the experience. Yes it can be a bit stressful and you may feel anxious, but relax, take a breath and try to remember why you are there. You are the right person for the job and it is now your turn to show them why you think that. 

When you are in that room and letting them know why you are the right person for the job, it is important to think about how you say things and how you behave. Crossing your arms, rolling your eyes, sighing, tutting or acting disinterested in general will not get you the job. Have you ever experienced these things when someone is listening to you? Has someone ever tutted at you when you were telling a story? How did it make you feel? 

The person leading the interview will feel the same way, or perhaps hurt in a different way. So really think about what you are saying, how you are saying it and what your body language is telling them. 

Sit up right in the chair or stand facing the leader of the interview. Get involved in the conversation, have a chat with the team members, be engaged in the discussions, look around the room you are in and when you are being spoken to, give that person your attention. 

These small, everyday things can really make a difference in your application and interview process, and make you stand out compared to any other applicants. 


Once you have had your interview, it may be worth making some notes. How did that feel for you? How do you think you did? Did you tell them all of the key points or did you rush? Were you uncomfortable or was it just a bit unusual? Making a note of how you felt and what you think you did well, or not so well, is a great exercise to do at the end of an interview. Not only does it allow you to develop and grow from the experience, but it also allows you to close off that experience with a bit of reflection. Once you have reflected, that interview is done and you can wait for the result. 

So reflect, once you get home or to a coffee shop, on how you think the interview went. 

If you are unsuccessful in that interview, you can always ask for feedback and to discuss this with someone. Though this rarely results in a job offer, you will be able to get some great feedback on your behaviour and your answers to the questions. Some businesses will give you a lot of detail, others may give you a single statement. This is where your own feedback, on the day, comes in. 

Ultimately you are trying to get the job you are applying for. But you also have to be happy with how it goes, enjoy the experience and be yourself. If you are putting the job before your happiness, expression and comfort, then you may find yourself unhappy a couple of months into the job. So find that balance, enjoy the experience and hopefully, you find the right job!


Once you’ve made the application you need to get ready for the interview. The application is the foot in the door, but the interview is where you get to really shine above the rest and preparation is key.

Thinking about the opportunity you have applied for, what are the questions that you might be asked? There are some that will be asked regardless of the opportunity you apply for but there are some others that will be specific to that company or opportunity.
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Activity Five


Use the boxes below to think through the questions and possible responses you could give that best match your abilities, behaviours, knowledge and skills to the company and opportunity you have applied for.

Don’t forget to use real life examples to show that not only do you have what it takes but you can put it into practice.

	Question:
	

	Is it generic/company specific/opportunity specific?
	




Short answer:

	




Detailed answer:

	




	Question:
	

	Is it generic/company specific/opportunity specific?
	




Short answer:

	





Detailed answer:

	






	Question:
	

	Is it generic/company specific/opportunity specific?
	




Short answer:

	




Detailed answer:

	








Interviews can be stressful, after all you want to be successful so why wouldn’t they be? But it isn’t about whether it is stressful or not, it is about how you deal with that stress and turn it into something positive.

Using the table below, identify the situations that might occur during an interview that would increase the pressure on you.

Think through the coping mechanisms that you could use to turn the situation around and promote a positive light of how you can perform both under pressure and also to meet what the company is looking for.

	Cause of stress within the interview
	Coping mechanism

	
	

	
	

	
	

	
	

	
	

	
	




So now you know what you will be asked and how to deal with the interview environment but what about how you come across?

Ever cross your arms or rolled your eyes when you’re talking to someone? Has anyone ever done that to you? How did it make you feel? Did you think the other person was interested in you and what you had to say?

Showing interest in others is really important in making the right first impression and understanding what verbal and non-verbal techniques are, can show you care about what is being said and the person who is saying it.

Using the boxes below, highlight some of the verbal and non-verbal techniques you can use to make the right impression and explain how they can help you to come across in the right way.

	Verbal technique:
	




What effect can it have?

	




	Verbal technique:
	




What effect can it have?

	




	Non-verbal technique:
	




What effect can it have?

	




	Non-verbal technique:
	




What effect can it have?

	




The interview is over and you gave it your best shot but what next?

Whether you are successful or you just missed out it’s important to know what went well and what you could learn for next time. If you are successful you need to understand any points you can work on before starting to make sure you get on with the people in the best way from the start.

If you just missed out it’s important to get feedback so you know how to improve for next time. But how do you get that feedback?

Use the boxes below to explore how you could gather that all important feedback from the interview.

Feedback at the time of the interview:

	



Feedback after the interview:

	





Activity Mapping

Now you have completed the activities to demonstrate your knowledge and skills it is time for your Assessor to map your work against the standards listed below.

By doing this they will be making sure that the work you have provided by completing the activities meets the requirements for you to gain your certificate.

Your Assessor will provide you with feedback on how you have done and whether any more work may be required.

	Assessment Criterion – The Leaner can:
	Activity Number or Reference Number of Additional Activities:
	Assessor Signed Off (✓/✗):

	Identify traditional ways of finding opportunities for job changes/progression or employment
	
1
	

	Explain the importance of networking to finding opportunities for job changes/progression or employment
	
2
	

	Explain how local, regional and national training and support programmes can help find opportunities for job changes/progression or employment
	
3
	

	Identify an employment opportunity that matches own knowledge, skills and needs
	
4
	

	Complete a scan of current abilities against the needs of the opportunity and identify both strengths and areas for development
	
4
	

	Rate the chances of being successful within an application for the opportunity
	
4
	

	Identify actions to improve the chances of success in applying for the opportunity and carry them out
	
4
	

	Make the application for the employment opportunity using the prescribed method
	
4
	

	Identify potential questions that may be asked during the interview for the selected opportunity
	
5
	

	Prepare both short and detailed answers to the questions identified ensuring to use examples of own experiences to demonstrate own knowledge, skills and abilities to the interviewer
	
5
	

	Identify situations that might occur within an interview that would increase pressure on the interviewee
	
5
	

	Identify coping mechanisms to enable the interviewee to turn the situation around and promote a positive light of their knowledge, skills and abilities to the interviewer
	
5
	

	Identify positive verbal and non-verbal communication techniques and how they can support a successful interview
	
5
	

	Identify methods of gathering feedback both at the time of the interview and after the event whether this be positive or negative
	5
	



Assessor Feedback



	



Authenticity Declarations



Learner Declaration

By signing this declaration, you agree that the evidence provided within this workbook has been produced by you and meets the requirements of being authentic, sufficient, valid and current to the standards required.



Learner Signature:

Date:



Assessor Declaration

By signing this declaration, you agree that you have assessed all of the evidence produced within this workbook and have ensured that the work is that of the learner. You are also declaring that during the learning process you have ensured that the evidence is authentic, sufficient, valid and current to the standards required.



Assessor Signature: 

Date: 



IQA Signature (if applicable): 

Date: 



Additional Evidence Forms



Use these additional forms in order to record additional evidence for the activities within this workbook where additional space is required.

Ensure that each piece of evidence entered on these forms is clearly labelled with the corresponding activity number.



	



	





	



Useful Resources


Professional Career Progression - How To Get Ahead (pushfar.com)

Career progression | My World of Work

Career Progression Plan | Advancement | Career Consultants


SFEDI Enterprises Ltd t/a SFEDI Awards  
19 Victoria Rd
Darlington
DL1 5SF
www.sfedigroup.com    

customerservices@sfediawards.com
0845 224 5928
@sfediawards
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