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Learning outcomes  
 
By the end of this unit learners will be able to: 
 
·  Understand about progression and career 

pathways 
·  Access information from a range of sources 
·  Understand that in most occupations there 

are career pathways which offer an 
opportunity for progression 

 

Underpinning skills and knowledge  
 
Activities in this unit will contribute to the development of the following skills: 

·  Using the internet 
·  Discussion 
·  Writing into tables 
·  Reading from tables 
 

Learners will also be asked to draw upon their own experiences in the workplace.  
 

Work place context  
 
Progression at work is of value to both the 
employer and the employee. The employer 
benefits from a more loyal, motivated and 
better-qualified staff, whilst the employees 
achieve greater levels of skill and confidence 
and improved financial circumstances. 
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Learning activities  
 
1. Progressing at work 
2. Progression routes and career pathways  
3. Reflect on own learning 
4. Level 2 Assignment 
 

Resources  
 

·  Selection of job descriptions including learners’ own 
·  PAW4.1 Why progress at work?  
·  PAW4.2 Overcoming barriers 
·  PAW4.3 My barriers to progression 
·  PAW4.4 Sources of information 
·  PAW4.5 Qualifications 
·  PAW4.6 A progression route 
·  PAW4 Level 2 Assignment 
·  Learning Log 

 

Accreditation  
 
Course activities in this unit can provide Level 1 learners with evidence for GoaW 
Progressing at Work, Unit 4: Understanding progression opportunities. Entry Level 
learners will require support to achieve the unit and there are suggestions for support 
included in the teacher notes.  A Level 2 assignment is included for more confident 
learners.  
 
Encourage all learners to use the Learning Log to reflect on and record their learning. 
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ACTIVITY 1: Progressing at work  
 
 
Aims:  
 

·  Identify reasons for progressing at work. 
·  Investigate barriers to progressing at work. 
 

 
 
Activity:  
 

·  Briefly discuss the concept of progressing at work and what it can mean for an 
individual. 

·  In pairs, ask learners to list reasons why people might want to progress at work. List 
ideas on flip chart. Give real life examples. 

·  Discuss how the progression of an individual at work can benefit the workplace. Give 
real life examples. 

·  Ask learners to consider their own reasons for progressing at work and to complete 
Resource PAW4.1 Why progress at work? 

·  Introduce Resource PAW4.2 Overcoming barriers . In pairs, ask learners to offer 
solutions. Feedback to rest of group. Talk about issues raised and solutions. Discuss 
IAG. 

·  Ask learners to complete Resource PAW4.3 My barriers to progression with their 
solutions. Link this to IAG, if appropriate. 
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ACTIVITY 1: Progressing at work  
 
Teacher notes  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Notes 
Be aware that talking about barriers to progression may bring up some difficult issues for some 
learners and will need to be handled sensitively. It may be appropriate to challenge barriers that 
learners initially identify that are a ‘mind-set’ (e.g. ‘I’m no good at…so I can’t do…’) and offer 
strategies for overcoming these perceived barriers. 
 

 
Ensure that the following points are covered during  the activity:  
 

·  Benefits for the employee: more money, improved confidence, more job satisfaction, 
flexibility, choice. 

·  Benefits for the employer: a more skilled workforce increases the competitiveness of 
individual workplaces in national and international markets, a more motivated 
workforce, a more settled workforce.  

·  A variety of barriers prevent people getting jobs even when work is available that 
matches their skills and experience, e.g. location, family considerations, training and 
qualifications, confidence, poor skills such as time-keeping and talking to people, 
financial climate, perceived lack of opportunity. 

·  Barriers can be overcome by: using IAG services, taking on training, grant 
applications. 

 

SfL/Entry L evel support  
 

·  Support learner to complete tables by using a ruler or piece of card as a guide. 
·  Talk through the options. Write learner thoughts on sticky notes to be re-arranged 

and copied onto the sheet. 
 

Sugges tions for extension activities  
 

·  Ask learners to begin a list of ways in which individuals can progress in the 
workplace and explain to the rest of the group. This is continued in the next activity. 
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Literacy, Language and Numeracy  

 
There are opportunities to support and develop the following skills during Activity 1:   
 

 
Core Curriculum 

Ref 
Descriptor Functional Skills 

SLd/E3.1 Follow and understand the main points of 
discussions on different topics 

Entry Level Speaking and 
Listening  

SLd/E3.2 Make contributions that are relevant to the 
subject 

Entry Level Speaking and 
Listening 

Wt/E3.1 Plan and draft writing  Entry Level Writing  

SLd/L1.1 
Follow and contribute to discussions on a 
range of straightforward topics Level 1 Speaking and Listening 

SLc/L1.4 
Present information and ideas in a logical 
sequence and include detail and develop 
ideas where appropriate  

Level 1 Speaking and Listening 
 

Wt/L1.5 Use format and structure for different 
purposes 

Level 1 Writing 
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ACTIVITY 2: Progression routes and career pathways  
 
 
Aims: 
  

·  To investigate sources of information about progression routes and career pathways. 
·  To investigate personal progression opportunities. 
·  To discuss progression and training needs. 

 
 
 
Activity:  
 

·  Taking into account the previous activities, discuss with learners their thoughts to date 
on their progression needs. 

o Where are you now? 
o Where do you want to be? 
o What’s stopping you? Does the situation mean a change of direction for you? 
o How can you find out more? 
o Do you know what a typical career pathway might be for you? 
o Is there any company training open to you?  
o How do you get an NVQ? 
o What vocational qualifications could you work towards? 
o Where could you do the training? At work? At college? By distance learning? At a 

union learning centre? Online?  
·  Start to produce a factsheet using Resource PAW4.4 Sources of information . Give 

learners web addresses and some information about the possible sources of help. Add 
examples from learners’ own experience and previous resources. 

·  Discuss Resource PAW4.5 Qualifications in combination with the job descriptions of 
learners. Learners can add vocational and occupational qualifications from their own 
area of work. Explain equivalence. 

o Where do you fit on the table at the moment? 
o Where are you heading? 

·  Ask learners to investigate a progression route for themselves, starting from where they 
are now and using any sources of information available to them. This should include 
information from Direct.gov, Jobs4U, relevant Sector Skills Council information, 
learndirect, information from local colleges, information about company training 
opportunities, Connexions, Jobcentre Plus, workSMART, Unionlearn. They can record 
the information on Resource PAW4.6 A progression route . 

·  Conduct 1:1 discussions with each learner based on the results of their research. 
Encourage learners to set some SMART targets for themselves to implement their 
findings. 
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ACTIVITY 2: Progression routes and career pathways 
 
 
Teacher notes  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Notes 
Be sensitive to the real needs of the learners. Make sure targets are SMART ones. 

Ensure that  the following poi nts are covered during the activity:  
 

·  In most industries and workplaces there are defined career paths that can be 
followed. 

·  The individual circumstances of each person will make progression along a career 
route different to the next person’s. 

·  There is a lot of information available about career paths and progression. 
·  It might be necessary to ask for advice and guidance before making career 

decisions. 
 

SfL/Entry L evel support  
 

·  When using tables, provide learners with an L-shaped card to locate just the 
information they need, while covering extra information. 

·  Too much information is confusing. Present learners with just the information they 
need to investigate their progression route.  

·  When using websites, print off the page and encourage learners to cut out the 
irrelevant parts and concentrate on the relevant parts. 

·  Ask learners to highlight relevant information for future use. 
 

Suggestions for extension activities  
 
 More able learners may be able to support other learners to unravel the large amount of 
information that is available.  Learners can work in pairs where they share similar areas of 
interest or career aspirations.  
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Literacy, Language and Numeracy  

 
There are opportunities to support and develop the following skills during Activity 2:   
 

 
Core Curriculum 

Ref 
Descriptor Functional Skills 

Rt/E3.5 Understand and use organisational features 
to locate information  Entry Level Reading  

Rt/E3.6 Skim read title, headings and illustrations to 
decide if material is of interest  

Entry Level Reading 

Rt/E3.7 Scan texts to locate information 
Entry Level Reading 

Rt/E3.8 Obtain specific information through detailed 
reading  Entry Level Reading 

Wt/E3.1 Plan and draft writing  Entry Level Writing  

Rt/L1.4 
Use organisational and structural features 
to locate information e.g. contents, index, 
menus, subheadings, paragraphs 

Level 1 Reading 

Rt/L1.5 
Use different reading strategies to find and 
obtain information Level 1 Reading 

Wt/L1.5 
Use format and structure for different 
purposes Level 1 Writing 

 
 
Notes 
Many of the activities require learners to listen, discuss and feedback information. These 
activities provide opportunities to develop speaking and listening skills. 
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ACTIVITY 3:  Reflect on own learning  
 
 
Aims: 
  

·  To recap on aspects of progression routes and opportunities worked on in this unit. 
·  To confirm understanding of concepts discussed in the unit. 
·  To identify two personal targets for development. 

 
 
 
Activity:  
 

·  Ask learners to look back at the information recorded in the resources completed for this 
unit and identify both the positive outcomes and two areas for development. 

·  Use the Learning Log for learners to record their thoughts. 
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ACTIVITY 3: Reflect on own learning 
 
 
Teacher notes  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Notes 
Learners are asked to complete a Learning Log  at the end of each unit. If learners create a 
personal record, they should use this to record their thoughts. 

Ensure that  the following points are covered during the activi ty:  
 

·  Considering personal qualities and skills can help redefine a role during times of 
change at work. 

 

SfL/Entry L evel support  
 

·  Learners at this level are only required to identify one main learning outcome. Some 
learners may need support to complete the Learning Log .  

 

Suggestions for extension activities  
 

·  Ask learners to create a document that will record all their personal achievements 
and future targets using the SMART format. 
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Resource PAW4.1 Why progress at work? 
 

Reasons for progressing at work 
The difference progression will make to me 
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Resource PAW4.2 Overcoming barriers 
 
 
Gemma is a single mum with two 
children at school. 
She is afraid that if she gets a promotion 
to a higher grade she will have to work 
more hours and will have child-care 
problems. 
 
 
 
 
What are the barriers? 
What are the options? 
 

 
Colin has been working in his job for 
five years and has a lot of experience. 
People are always asking him for advice 
about what to do but he never applies 
for promotion.  
He has got no formal qualifications and 
does not want people to know that he 
has problems with reading and writing. 
 
 
What are the barriers? 
What are the options? 
 

 
Paul is afraid that his job is at risk 
because of the financial climate.  
He is just keeping his head down and 
doing his job.  
 
 
 
 
 
 
What are the barriers? 
What are the options? 
 

 
Janek had an accident last year that 
means he now has to use a wheelchair. 
His present office is on the ground floor 
and he can access everything easily.  
He is worried that if he applies for 
promotion his employer will not want to 
accommodate all his needs in another 
office. 
 
 
What are the barriers? 
What are the options? 
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Resource PAW4.3 My barriers to progression 
 
 

My barriers to progression at work 
 

Barrier 
 

How I can overcome the barrier 
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Resource PAW4.4 Sources of information 
 

Progressing at work  
Sources of information 

Type of 
information 

Contact details 

Qualifications 
explained 

http://www.direct.gov.uk/en/EducationAndLearning/QualificationsExplained
/index.htm 
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Resource PAW4.5 Qualifications 
 

Level of 
qualification 

Examples of 
qualifications 

Occupational 
qualifications 

Vocational 
qualifications 

Pre-entry level 
Entry level 
Introductory level 

Certificate of 
achievement 
National Tests in 
Literacy and 
Numeracy and ITC 

  

1. Foundation level GCSEs (Grades D-
G) 
National Tests in 
Literacy and 
Numeracy and ITC 

NVQ Level 1  

2. Intermediate 
level 

GCSEs (Grades A*-
C) 
National Tests in 
Literacy and 
Numeracy and ITC  

NVQ Level 2 BTEC First Diploma 

3. Advanced level A levels 
AS levels 
Access course 

NVQ Level 3 BTEC National 
Diploma 

4. Higher level NVQ Level 4 

5. Higher level 

Higher qualifications 
such as: 
Degree  
Professional 
Diploma 

NVQ Level 5 

BA 
BSc  
HND  
HNC  
Masters 
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Resource PAW4.6 A progression route 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

My next step  
 

·  The job I want 
 

·  The qualifications I need 
 

·  The experience I have to get 
 

·  Factors that may affect my progression 
 

Thinking ahead  
 

·  Where I want to end up 

Where I am now  
 

·  The job I have 
 

·  The qualifications I have 
 

·  The experience I have 
 

·  Factors that may affect my progression 
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PAW4 Level 2 Assignment 
 
In this task, you are going to research and record possible progression opportunities in your job 
or a related area of work. 
 
Career pathways  
 
Part 1 – Research 
 
Firstly, you will need to research information.  Here are two internet searches you could follow: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

1. Type www.connexions -direct.com/jobs4u  into a search engine. 
2. Click on A-Z search. 
3. Click on the appropriate letter to find your job. 
4. Search for the list of jobs you might progress to – usually near the end of the 

information. 
5. Go back to the A-Z search to find out more about those suggested jobs. 

 
NB - You will find a lot of information on this site about different jobs including: 
 
Tasks and duties                     Hours                   Salary range                Skills required        

1. Type www.sscalliance.org  into a search engine. 
2. Click on the Sector Skills Council that covers your job (see example below). 
3. Click on the appropriate website for that Council. 
4. Search for information on progression opportunities for appropriate jobs. There 

may be links for these under phrases such as ‘get into’ or ‘move on’.    
 
NB – Here is an example of how the information is set out in part 2 of the search: 
 
Creative & Cultural Skills  

Advertising, Crafts, Cultural Heritage, Design, Music, Performing, Literary and Visual Arts 

On the next page you will find 
suggestions for specific areas of 
research . 
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PAW4 Level 2 Assignment (continued)  
 

Areas of research 
 

Questions you might want to consider in your research: 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Career pathways 
 
Part 2 – Recording information   
 
Create a table of information to keep as a useful record for personal use.  
 
You could use some of the research areas above as the column headings for your record. 
 

 

 

What sort of jobs could I progress 
to?    

What are the positive points of 
the jobs that do appeal to me? 

Are there any jobs that 
definitely do not appeal to 
me? 

How and where can I complete 
any necessary training? 

 

 

 

Do I already possess some of the 
skills and qualifications required 
for these jobs? 

What further training will I need for 
these jobs? 
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Literacy, Language and Numeracy  

 
There are opportunities to support and develop the following skills during the Level 2 
Assignment:   
 

 
Core Curriculum 

Ref 
Descriptor Functional Skills 

Rt/L2.6          
Use organisational features and systems to 
locate texts and information 

Level 2 Reading 

Rt/L2.7 
Use different reading strategies to find and 
obtain information e.g. skimming, scanning, 
detailed reading 

Level 2 Reading 

Wt/L2.4 
Use format and structure to organise writing 
for different purposes 

Level 2 Writing 
 
 

DI/6 
Develop, present and communicate 
information (if the table is created on 
computer) 

Level 2 ICT 
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Learning Log   

 
 
 

 

 
 

Name: 
 
Date: 
Unit title:   
 
Positive outcomes from the 
training: 

Applying these positive outcomes in the future: 

 
 
 
 
 
 
 
 
 
 

 

In the future I would like to find out more about: 

 
Notes 
 
 
 
 
 
 

 
�  Think about what you have done today. 
�  What are the most important things you 

have found out – the positive outcomes? 
�  What difference can these positive 

outcomes make to you? 
�  What would you like to find out more 

about? 
�  Use the answers to these questions to 

complete the Learning Log below. 
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Links to other resources 
 
Qualifications 
explained 

 
http://www.direct.gov.uk/en/EducationAndLearning/QualificationsExplained/
index.htm 
 

Training and 
workplace 
learning 
 

http://www.direct.gov.uk/en/EducationAndLearning/AdultLearning/TrainingA
ndWorkplaceLearning/index.htm 
 

Sample 
progression route 
QCA 
 

http://www.aim4he.org/index.asp?m=36&t=Progression+Routes+and+Care
ers 
 

Career database 
 

http://www.connexions-direct.com/jobs4u/   

Alliance of  
Sector Skills 
Councils 
 

http://www.sscalliance.org  

Union learning 
fund 
 

http://www.unionlearningfund.org.uk/   

 


