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	Release
	Comments

	Release 1	
	New unitThis version first released with BSB Business Services Training Package Version 1.0.




[bookmark: O_708106]Application
This unit describes the skills and knowledge required to conduct career development sessions that promote well-considered career choices. It also covers applying appropriate career development theory; assisting individuals to make informed career choices; communicating professionally to promote career development outcomes; and using resources and technology to support career development sessions.
It applies to individuals seeking to conduct career development sessions in accordance with professional standards. Work is performed with significant autonomy in a range of sectors, including education and training, government agencies, corporate outplacement, and private practice. In this context, practitioners exercise high-level independent judgement and take full responsibility for the session outcomes and professional conduct.
Careers are unique to each person and vary with specific target audiences. Career development sessions may be provided in a variety of ways given different organisational contexts, individuals involved and delivery settings. The professional expertise of the provider and their use of effective interpersonal and communication skills are central to the success of a career development session.
The skills in this unit must be applied in accordance with Commonwealth and state/territory legislation, standards, and industry codes of practice.

No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_708109]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Apply appropriate career development theoryPrepare for career development session
	E5-1.31.1 Acquire, record and prepareObtain and analyse relevantparticipant career information prior to a career development session  to determine needs according to organisational procedures1.1 Research major career development theories and models1.3 Apply theory in an appropriate manner, both to individuals involved and in context for a career development session
1.4 Evaluate models appropriate for individual and group career development sessions
1.2 Select career development models and theories according to individual or group session requirements
1.51.3 Plan career development session by Aanalyseing diversity of individuals and target group, when planning a career development session
1.21.4 Establish service boundaries regarding Analyse differences between advice, and information provision andaccording to professional standards in relation to career development

	2. Conduct career development sessions
	2.1 Establish supportive environment using rapport-building and attending skills
2.1 Conduct career development counselling in a clear and unambiguous manner 
2.2 Facilitate the identification of individuals’ career development needs and aspirations holistically

2.22.3 CompleteFacilitate problem and goal clarification to satisfaction of all involved   for individuals to set personal goals and make informed choices
2.3 Utilise key skills to successfully complete career development sessions  
2.4 IdentifyFacilitate the development of strategies with individuals to address common patterns of thinking, feeling and behaviour limiting making or acting on well-considered choices, and devise counter strategies  
2.5 Effectively apply rapport building and attending skills  
2.6 Ensure participants set personal goals and make informed choices in career development session  
E5-5.32.5 AssistGuide individuals to use relevant career, labour market, education and training information, support resources and technology to facilitate long-term career management
2.72.6 Consistently apply effective responding skills when givingProvide feedback to individuals on progress during career counsellingdevelopment session 

	3. Assist individuals make informed career choicesFinalise career development session
	3.1 Assist individuals to identify career development needs  
3.2 Determine individual needs and aspirations holistically, in context of individuals’ lives  
3.33.1 Identify individual career development needs that fall outside scope of practice of career development service providerboundary  
3.43.2 Refer individuals to or inform them of, appropriate sources of further information or career development support services where required
E5-5.23.3 Prepare accuratesession records and reportsdocumentation in accordanceing to with professional conduct and, career development standards, and organisational requirements
E5-5.43.4 MonitorReview support resources and technology to ensure they supportagainst quality outcomesstandards for career development services

	4. Communicate professionally to promote career development outcomes
	4.1 Communicate accurate assessment of individual needs
4.2 Create cooperative and productive environment for conduct of career development session  
4.3 Create a climate of trust, comfort and safety for conduct of career development sessions  
4.4 Complete career development work in an ethical, cooperative and respectful manner within team and wider organisational context

	5. Use resources and technology to support career development sessions
	5.1 Acquire, record and prepare relevant information prior to a career development session 
5.2 Prepare accurate records and reports in accordance with professional conduct and career development standards   
5.3 Assist individuals to use relevant support resources and technology  
5.4 Monitor support resources and technology to ensure they support quality outcomes for career development services




[bookmark: O_708111]Foundation Skills
This section describes language, literacy, numeracy and employment skills incorporated in the performance criteria that are required for competent performance.
Foundation skills essential to performance are explicit in the performance criteria of this unit of competency.

[bookmark: O_708113]
[bookmark: O_708116]Performance Evidence
Evidence of the ability to:The candidate must show evidence of the ability to complete tasks outlined in elements and performance criteria of this unit, manage tasks and manage contingencies in the context of the job role. There must be evidence that the candidate has:
conducted at least 2 career development sessions, where the candidate has:
prepared and conducted at least 1 individual and 1 group of at least 3 individuals career development sessions
selected and applied at least 2 different career development models or theories tailored to the specific needs of the participants
facilitated the clarification of goals and the formulation of informed career choices for each participant.
developed at least 1 strategy for each participant to address a specific thinking or behavioural pattern that limits their career decision-making
guided participants in the use of at least 2 different types of career support resources or technology to support long-term career management
referred at least 1 participant to an external service for a need that falls outside the practitioner's scope of practice
completed session documentation for each occasion
conducted at least 1 review of the resources used to determine their effectiveness against quality outcomes

analyse, plan, implement and evaluate individual and target group career development needs, with an awareness of diversity and ethical requirements 
plan career development sessions according to career development theories and models and career development needs 
use effective communication skills to conduct career development sessions, and provide career counselling and information 
collect, assess and store information for use in a career development services setting.

Note: If a specific volume or frequency is not stated, then evidence must be provided at least once.
[bookmark: O_708117]Knowledge Evidence
To complete the unit requirements safely and effectively, the individual must:  The candidate must be able to demonstrate essential knowledge required to effectively complete tasks outlined in elements and performance criteria of this unit, manage tasks and manage contingencies in the context of the work role. This includes knowledge of:
explain the major career development theories and models
describe common patterns of thinking, feeling and behaviour and their impact on individual career choices
explain the key skills required to pland and deliver career development sessions
explain some ways to build rapport with individuals and groups
outline concepts and principles relating to service provision, including :
lifelong learning, 
holistic career development, 
career decision-making, 
career coaching, 
career maintenance, 
work satisfaction, 
employability, 
enterprising, 
positive uncertainty and planned happenstance
explain what professional conduct and career development standards are and their impact on career counselling
outline legislative and regulatory requirements relevant to career counselling
outline organisational policies and procedures relating to career counselling, including referrals and documentation
career development service boundaries
support resources and technologies for career development, such as digital and AI-enabled tools
quality outcomes in career development.

[bookmark: O_708118]Assessment Conditions
Assessment must be conducted in a safe environment where evidence gathered demonstrates consistent performance of typical activities experienced in the workforce learning and development field of work and include access to: 
office equipment and resources
relevant career development documentation and resources
case studies and, where available, real situations
interaction with others.

Assessors must satisfy NVR/AQTF assessor requirements.
Assessment of performance evidence may be in a workplace setting or an environment that accurately represents a real workplace. The following conditions must be met for this unit: 
use of suitable facilities, equipment and resources, including: 
client information
client assessment tools
organisation policies and procedures
modelling of industry operating conditions, including: 
scenarios that involve interactions with other people
scenarios that involve problem-solving such as managing complex career transitions or conflicting client priorities.

Assessors must satisfy the current Standards for Registered Training Organisations (RTOs) /AQTF mandatory competency requirements for assessors.

Unit Mapping Information
N/A

[bookmark: O_708120]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10
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