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Preparing to achieve own job 
goals 

The aim of this unit is to develop the knowledge and 
understanding required to achieve goals related to 
employment. You will learn about short and long-term job 
goals and the types you could apply for such as career 
entry, or dream job.

You will cover specific qualities that are attractive to 
employers and will understand how these qualities can 
positively or negatively affect your employability. You 
will also be able to identify your own skills and areas for 
improvement and identify where your skills could transfer to 
the workplace. 
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On completion of this unit you will:

Learning outcomes Evidence requirements

Preparing to achieve own job 
goals 

1. Understand how to identify achievable job 
goals

2. Understand the key qualities required for 
employment from an employer perspective

3. Be able to identify own employability skills
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1. Knowledge outcomes                              
There must be evidence that you possess 
all the knowledge and understanding 
listed in the Knowledge section of this 
unit. This evidence may include projects, 
assignments, case studies, reflective 
accounts, oral/written questioning and/or 
other forms of evidence.

2. Tutor/Assessor guidance                          
You will be guided by your tutor/assessor 
on how to achieve learning outcomes in this 
unit. All outcomes must be achieved. 

3. External paper                                          
There is no external paper requirement for 
this unit.



Achieving knowledge outcomes

Developing knowledge

You will be guided by your tutor and assessor 
on the evidence that needs to be produced. 
Your knowledge and understanding will be 
assessed using the assessment methods listed 
below*: 

• Projects
• Observed work
• Witness statements
• Audio-visual media 
• Evidence of prior learning or attainment
• Written questions
• Oral questions
• Assignments
• Case studies
• Professional discussion

Where applicable your assessor will integrate 
knowledge outcomes into practical observations 
through professional discussion and/or oral 
questioning.

When a criterion has been orally questioned 
and achieved, your assessor will record this 
evidence in written form or by other appropriate 
means. There is no need for you to produce 
additional evidence as this criterion has already 
been achieved.

Some knowledge and understanding outcomes 
may require you to show that you know and 
understand how to do something. If you have 
practical evidence from your own work that 
meets knowledge criteria, then there is no 
requirement for you to be questioned again on 
the same topic. 

*This is not an exhaustive list.
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Knowledge

Learning outcome 1

Understand how to identify achievable job goals

You can: Portfolio reference 

a. Describe the benefits of being in work against not being in work

b. Describe the following job types: 
• survival 
• career entry 
• transitional 
• dream job

c. Identify realistic job goals within own local area

d. Identify a potential short-term and a long-term job goal
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Learning outcome 2 

Understand the key qualities required for employment from an 
employer perspective

You can: Portfolio reference

a. Describe what qualities are attractive to employers

b. Identify what qualities you already have and those to be developed 
to achieve own job goals

c. Describe why honesty, trustworthiness, commitment and 
adaptability are key qualities in a potential employee

d. Describe how to show honesty, trustworthiness, commitment and 
adaptability in own behaviour

e. Describe how own personal attitudes and values could positively 
and/or negatively affect own employability
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Learning outcome 3 

Be able to identify own employability skills

You can: Portfolio reference

a. Identify skills relevant to the workplace

b. Describe why these skills are important

c. Identify own skills and how these have been developed

d. Identify skills to be developed to help achieve own job goals

e. State which of these skills could be transferable to the workplace
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Learning outcome 1: Understand how to identify achievable job goals

Unit content

This section provides guidance on the recommended knowledge and skills required to enable you 
to achieve each of the learning outcomes in this unit. Your tutor/assessor will ensure you have the 
opportunity to cover all of the unit content.
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Benefits of being in work: Benefits 
(e.g. financial security, new experiences, 
develop new skills, meet new people, 
improve self-esteem, gain respect, develop 
confidence, enhance CV), balance sheet of 
being in work versus not being in work.

Job types: Survival (undertaken because 
you need to live), career entry (first 
step into a career pathway), transitional 
(undertaking a job to wait for a more 
suitable job, undertaking a job which gains 
experience for a preferred job), dream job 
(fulfilling job aspirations), characteristics of 
job types.

Realistic job goals: Based on work 
interests, suited to individual needs (e.g. 
own level of working knowledge and skills), 
based on accessibility.

Potential short and long-term job goals: 
Short-term (e.g. to find work, to enter a new 
career), long-term (e.g. to progress in a 
career, to achieve a dream job), producing 
SMART goals (specific, measurable, 
achievable, realistic, time-bound).

Learning outcome 2: Understand the key qualities required for employment 
from an employer perspective

Attractive qualities: Honest, trustworthy, 
initiative, enthusiasm, motivation, hard 
working, positive attitude, adaptable, 
committed, working with others.

Identifying own qualities: Qualities 
already possessed, qualities to be 
developed (e.g. general, job-related), 
undertaking an audit of personal qualities 
for selected job roles.

Why honesty, trustworthiness, 
commitment and adaptability are key 
qualities: Essential employee qualities, to 
develop an appropriate working ethos, to 
maintain a professional work ethic, to meet 
the needs of employers, applied to real 
working scenarios.

Examples of showing key qualities: 
Real examples showing honesty, 
trustworthiness, commitment and 
adaptability (e.g. at school or college, 
in daily life, in working situations), what 
happened, what was the outcome.

Effect of own personal attitudes on 
employability: Positive effects (e.g. 
showing enthusiasm could help to get 
a job, showing initiative could enhance 
career progression), negative effects (poor 
attitude is undesirable for employers), 
implications for future employability.



Learning outcome 3: Be able to identify own employability skills
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Skills relevant to the workplace: 
General, specialist, job and task-related, 
transferable.

Importance of having a range of skills: 
To improve employability, to increase job 
options, to be adaptable at work, to meet 
the needs of employers, applied to real 
working scenarios.

Identify own skills, skills already 
possessed and skills to be developed: 
General, specialist, job and task-related, 
transferable, undertake a personal skills 
audit for selected job goals.

Where current skills were developed: 
At school or college, in daily life, work 
experience.
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Notes 
Use this area for making notes and drawing diagrams


