Describe key concepts of career planning
          Career planning is the continuous process of thinking about your interests, values, skills and preferences; exploring the life, work and learning options available to you ensuring that your work fits with your personal circumstances
The career planning process has four steps:
Step 1: 	knowing yourself Begin by thinking about where you are now, where you want to be and how you’re going to get there. Once you have thought about where you are at now and where you want to be, you can work on getting to know your skills, interests and values.  Begin by asking yourself the following questions:
What do I want out of a job or career?, What do I like to do? , What are my strengths? , What is important to me? .At the end of this step you will have a clearer idea of your work or learning goal and your individual preferences. You can use this information about yourself as your personal ‘wish list’ against which you can compare all the information you gather in 
Step 2: 	finding out This step is about exploring the occupations and learning areas that interest you. Once you have some idea of your occupational preferences you can research the specific skills and qualifications required for those occupations. Explore occupations that interest you and ask yourself how do my skills and interests match up with these occupations?
What options do I have to gain these skills or qualify for these occupations?  
What skills do I need? , Where is the work?At the end of this step you will have a list of preferred occupations and/or learning options.   
Step 3:	 making decisionsThis step involves comparing your options, narrowing down your choices and thinking about what suits you best at this point in time.   Ask yourself: How do they match with my skills, interests and values?What are the advantages and disadvantages of each option? 
At the end of this step you will have narrowed down your options and have more of an idea of what you need to do next to help you achieve your goals. 
Step 4:	 taking action. Here you plan the steps you need to take to put your plan into action. Use all you have learnt about your skills, interests and values together with the information you have gathered about the world of work to create your plan.  Begin by asking yourself:What actions/steps will help me achieve my work, training and career goals? At the end of this step you will have:
a plan to help you explore your options further (work experience, work shadowing or more research)or a plan which sets out the steps to help you achieve your next learning or work goal. 
Reference http://www.careercentre.dtwd.wa.gov.au/CareerPlanning/Pages/CareerPlanning-4StepPlanningProcess.aspx 
Guidelines in developing a resume
	Employers read resumes to determine experience and qualifications.  Your resume will get a very quick initial read, so it is imperative to convey the most important information first.  The following guidelines will help you develop a resume that projects a professional image. 
1.Select the best resume type
	There are several types of resumes used to apply for job openings. Depending on your personal circumstances, choose a chronological, functional, combination, or targeted resume. Taking the time to choose the best type of resume for your situation is well worth the effort.
 2. Make it legible
	The resume should be easy to read. Therefore, you should use a legible font and make sure the font is not too big or too small. Also be sure that there is enough white space on the page to make it easy to scan and use standard margins.
3. Be consistent
	Professional resumes need to have consistent formatting. For instance, if you use bullet points to describe your responsibilities and achievements at one position, be sure to use bullet points on all other positions as well. Also, you need to make certain that the bullet points are formatted the same way throughout.
4. Keep it focused
	It is important not to include extraneous information. Your resume should focus on the skills and attributes that qualify you for the job. The "meat" of your resume should be your education and experience.  Additional categories may include honors, activities, computer experience, military service, volunteer experiences, and scholarships or others.  Prioritize information according to its relevancy.  
5. Use resume examples and templates
	Using a resume example or template to help you write your resume. An example can help you decide what information to include and templates can help you format your resume. However, whenever you use a resume example or template, be sure to customize your resume, so it reflects your skills and abilities and the jobs that you are applying for.
6. Get creative
	If you are in a creative field, you might use a free resume website to build a creative resume that includes all the facets of a traditional resume, with add-ons like video, infographics, and links to your accomplishments. However, only do this if you are in a creative industry. Otherwise, stick to a traditional resume.
7. Carefully edit your resume
	Spelling and grammar errors can make an applicant seem inattentive to details. Review these proofing guidelines to ensure that your resume is consistent and error free.

8. Avoid vague language.  
	Words like numerous, various, or etc. do not convey a professional image.  Make your language concise and specific.
Reference 
1.Alison Doyle. (January 09, 2017).How to Create a Professional Resume. Retrieved from https://www.thebalance.com/how-to-create-a-professional-resume-2063237
2.GuidelinesForWritingAProfessionalResume.Retrievedfrom http://sislt.missouri.edu/wp-content/uploads/2016/10/
Creating a cover letter
	Cover Letter is an additional document attached with your resume to provide some information about your skills and experience. It helps the applicants to have more opportunity in getting a job.
4 steps of creating a good cover letter
1. Contact Information
	 Give you name with your contact information so they will know who is applying the job and also the hiring manager’s name and address of the company. Find out who you’re writing, it shows your effort.
2. Introduction
 	Find out to whom you’re writing. For the last resort, address the letter "To whom it may concern," But try to avoid this phrase. Begin by telling the employer the position you are applying for and how you learned about the opportunity. The rest of this paragraph should briefly present basic info about yourself, including: degree, area of study/expertise, and your career goals in terms of how they relate with the goals of the company.
3.Sell Yourself
	Describe how your previous job experiences, skills, and abilities will allow you to meet the company’s needs. Describe why you’d be a good fit for the job. Explain how you can fit into the company, and help push the company forward and achieve any goals you suspect they may have.
 4.Conclusion
	Wrap up and discuss how you will proceed with the application. End your cover letter with a respectful closing statement. "Best" or "Sincerely" are both good options.
Always remind that “No spelling or grammar errors! Spelling mistakes make an awful first impression”
 References
1.https://resumegenius.com/cover-letters-the-how-to-guide
2.http://www.wikihow.com/Write-a-Cover-Letter
Preparing for job interview
1.Be prepared.
	Research the firm or organization for which you are being interviewed and find out about the position for which you are applying. Use the internet, friends and relatives or contact the organization to get information about them and the position. Be prepared to talk about the organization and why you want to work there.
2.Dress for the job.
	Wear the most formal attire that you would likely need to wear in that position. Show the employer how you could represent their organization.
3.Be aware of your skills, abilities and experiences.
	Be able to talk about how you could contribute to the organization. Show that you believe you can do the job by referring to your skills, abilities and experience.
4.Be ready to ask relevant questions.
	The interview is not only for the employer. The interview is also for you to learn about the position and see if it really is for you. If you are properly prepared, you should generally know about the position and can ask questions relevant to you if your application is successful.
5.Take relevant material to the interview.
	For example, copies of your resume, certificates, references or names and contact details of referees.
6.Don’t be late for the interview.
	Plan your time to arrive early and compose yourself before the interview.
7.Don’t Panic.
	An employer will not be trying to trip you up during the interview.
8.Don’t lie about your skills and experience.
	It is important to be truthful and positive about your skills, abilities and experience but do not make things up. Show the interviewer who you really are.
9. Don't post too much on Facebook and other social networking sites.
	Employers now use social networking sites to gather information on prospective employees. Be careful what you post.
10. Don't be discouraged if you do not get the job.
	Remember that there are probably many applicants and only one will get the job. Try to get feedback about why you did not get the position. Learn from the experience and aim to be better at the next interview.
Reference 1.http://career-advice.careerone.com.au/job-interview-tips/interview-preparation/ten-tips-preparing-for-job-interview/article.aspx

Ideas about the future of jobs

	As we know that we are in the fourth industrial revolution, the things have been changed by globalization and technology revolution.  The research said that the jobs that will be more important in the future are the data analysts which will help the derive insight the data generated by technological disruptions. And the second job is the sales representative because as we know that in future every industry needs to use the commercializing which can target the new group of customer. On average, by 2020 Social skills will be in higher demand across industries than narrow technical skills, such as programming or equipment operation and control. In essence, technical skills will need to be supplemented with strong social and collaboration skills.
 The employment impact of disruptive change have been polarized between the people who foresee the limitless opportunity in newly emerging job  categories and the prospects that improve workers’ productivity and liberate them from the routine work, and the people who foresee the massive labor substitution and displacement of job. Which both discussions are possible, it is our action today that will determine the employment trend in the future. During the previous industrial revolution, it took a long time if we would like to build the training system and labor market institution needed to develop major new skill sets on a large scale. So if there is no change in the capital force, the number of the unemployment will be increase. Businesses and governments need targeted actions today to manage the near-term transition and build a workforce with future proof skills.They need to make a new approach to education, skills, and employment, and their approach to work with each other. Businesses need to focus on talent development and future workforce strategy to optimize social outcomes. Government will need to reconsider the fundamental education model today, labour market regulation as well as stabilize the economy.

	Idea on the future of job: According to the technological revolution,there must be many innovation and advance machine that can replace the blue collar job, so as a student today we should approach the skillful job which is irreplaceable by machine, complemented with social and collaboration skills. It is true that new machines will take over some human jobs but it also creates more job to us too! We just have to open to the development and get ready to learn new things.


Reference
http://www3.weforum.org/docs/WEF_Future_of_Jobs.pdf 

