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UV30623
Preparation for work

It is the aim of this unit to encourage you to look at your 
own skills and qualities in relation to those needed at work 
and to use this understanding to identify key personal 
information needed for an application.
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On completion of this unit you will:

Learning outcomes Evidence requirements

Preparation for work

1. Understand the skills and qualities needed 
for working life

2. Investigate personal career opportunities

1. Outcomes                                                   
All unit outcomes must be achieved 
and evidenced in your portfolio of 
evidence. Evidence may include practical 
observations (evidence of), witness 
testimonies/statements, 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.

3. External paper                                          
There is no external paper requirement for 
this unit.
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Understand the skills and qualities needed for working life

You can: Description of 
evidence

Portfolio             
reference

a. Describe some personal skills and 
qualities which employees need

b. Identify how your own skills and qualities 
compare with the skills and qualities 
employees need

c. Identify areas for development
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Outcome 2 
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Date achieved

Assessor initials

Learner signature

Investigate personal career opportunities

You can: Description of 
evidence

Portfolio             
reference

a. Find out about potential job roles which 
interest you

b. Identify a suitable potential job role

c. Prepare key personal information 
needed to apply for the job role



Outcome 1: Understand the skills and qualities needed for working life

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.

UV306236

Personal skills and qualities: Ways of 
finding out what employees need (e.g. 
job adverts, ask employers), describing 
personal skills (e.g. specific to a job, time 
management, communication), describing 
qualities (e.g. punctual, motivated, 
organised, hard working). 

Comparing own skills and qualities: A 
checklist of own skills and qualities against 
job requirements, identify gaps in skills 
and qualities against job descriptions and 
person specifications.

Areas for development: Ways to 
identify own skills and qualities, which 

need development (self analysis, use 
comparison checklist, use feedback from 
work experience or simulations), areas 
for development (e.g. job specific skills, 
communication skills, organisation).

Outcome 2: Investigate personal career opportunities

Potential job roles: Ways of finding out 
about potential job roles (e.g. looking at 
newspaper adverts, performing an internet 
search to find websites, talking to a careers 
advisor, asking employers, undertaking a 
work experience placement).

Identify a potential job role: Review 
the range of roles from own job research, 
select a suitable job role (e.g. level of 
personal interest, location, based on 
checklist of skills and qualities against 
requirements).

Preparing key personal information: 
Key personal information (personal details, 
education and qualifications, employment 
history, other achievements, interests and 
hobbies, references), prepare key personal 
information (e.g. paper application form, 
online application form, basic curriculum 
vitae, letter of application, portfolio of 
evidence for interview), preparing answers 
for basic interview questions, role play 
answering basic interview questions.


