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	You must be able to: 

	1 Know about own skills, abilities, experience, knowledge and personal qualities

	1.1 Describe how personal qualities, skills, abilities, experience and knowledge can help in achieving personal goals
	
	
	

	1.2 Describe in detail own:
(a) personal qualities
(b) skills
(c) experience
(d) knowledge
	
	
	

	1.3 Identify different types of information that can be used to evidence own:
(a) personal qualities
(b) skills
(c) experience
(d) knowledge
	
	
	

	1.4 Select information that can be used to establish current relevance, adequacy and/or validity of own:
(a) personal qualities
(b) skills
(c) experience
(d) knowledge
	
	
	

	2 Be able to build a portfolio of information to evidence achievements and qualities

	2.1 Identify personal, educational and career opportunities for which a portfolio can be used
	
	
	

	2.2 Assemble a portfolio to evidence own achievements and qualities
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	[bookmark: _GoBack]3 Be able to produce a Curriculum Vitae (CV)

	3.1 Identify the essential elements of a CV
	
	
	

	3.2 Produce a structured general CV which includes key information
	
	
	

	3.3 Modify own CV for a specific purpose
	
	
	

	4 Know how to plan to achieve personal goals

	4.1 Identify personal goals
	
	
	

	4.2 Explain personal goals
	
	
	

	4.3 Develop an action plan to show how own personal goals are going to be achieved
	
	
	



Learner declaration of authenticity:
I declare that the work presented for this unit is entirely my own work.


Learner signature:							Date:







Assessor sign off of completed unit:
I confirm that the learner has met the requirements for all assessment criteria demonstrating knowledge and skills for this unit. 


Assessor name:


Signature:								Date:










