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Advice & 
Guidance



Whether you're just starting to think about your
career or are ready to take the next big step, we're
here to help!
From personalised advice and upskilling
information and guidance to workshops and
events, we offer everything you need to explore
your options, develop your skills, and connect with
employers.
If you have already started your journey, we’ll guide
you along the way. Let’s build your future together!
The IPS Careers service can offer you guidance to
write or update your CV, cover letters, and personal
statements.
This can be to support your applications for higher
or further education, following on from the
completion of your current programme of study.
We can also support you with applications for new
positions of employment, allowing you to gain or
use improved skills and knowledge. 
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CAREERS
HELP

I’M FINISHING MY
APPRENTICESHIP

WHAT’S NEXT?

HOW DO I
PLAN FOR

THE FUTURE?

PERSONAL DEVELOPMENT

WHERE WILL MYAPPRENTICESHIPTAKE ME?

I NEED

CAREER

ADVICE

I NEED HELPWITH WRITING
A CV

WHAT CAN I DO IN

5 - 10 YEARS AFTER

ACHIEVING MY

APPRENTICESHIP?

Need career advice and making a plan for the
future?

PLEASE CONTACT ME AND BOOK A 1:1 CAREER
PATH INTERVIEW 
     MANDYRAI@IPS-INTERNATIONAL.COM
     07515 587170



Careers Fairs

Get Connected

Networking Events

Life In - Careers Talks

Want to work in a specific role, want to talk to someone with
real experience in a range of different roles in your chosen
sector, talk to our staff, have a look at our staff directory to link
with someone whose career path aligns with your chosen
career path.

A fantastic opportunity for you to meet with a variety of
organisations. Talk to your trainer to help you link with an
organisation whose values align with your own.
Join LinkedIn and start to build relationships with others in the
same sector, make links to senior members of staff at your
current company, or to other professional bodies that support
and inform your chosen sector. 

Meet employers through events, to help you network and
successfully build your career journey.
Discover more about what industry sectors, roles and support
are available to you and how you can get ahead.
Talk to our Business Engagement team for more information on
up and coming events.

Throughout your time with IPS, we will be able to signpost you to
careers fairs, providing you with chances to meet local
recruiters/employers and find out about the opportunities
available from a range of organisations.

OTHER RESOURCES



Planning your career is something you can start no matter
where you are in your life plan.
There is no one right way to choose your career and when
you’re busy at work or training, you find career planning is
something you can’t do continuously.
To help you begin and keep track of where you are with
your career planning, it is useful to create a map or timeline.
Think of it as your own research project, where you have an
idea of what you might enjoy and then you formulate a
series of actions to help you build information about each
option until you know enough to get a result. 
Here are some steps to get you started:
Write your plan down to make it real – remember it can be
as far in the future as you want, think about where you want
to be in a year, 5 years or even 10 years from now. You can
also change and adapt your plan as you get to know your
employer and/or sector more.
Use self-reflection to get you started - Reflection is a process
of examining ourselves, analysing what and why we did
things and identifying what we learnt.

Career Planning



 
Our career progress programme will help you to develop
your career management skills and knowledge across
various topics.
Through career-focused discussions with industry expert
trainers, in your review meetings, you will be guided to
complete the most relevant tasks to aid your development
in specific areas. Our support programme aims to ensure
all learners develop the skills and knowledge needed to
succeed in their careers.

Start with any ideas you have about what you’d like to do –
this might be what you think you are going to do once you
complete this programme of study, but what might your
future look like with your current employer, and what areas
of career progression are available to you.
Base your actions on questions you have about each idea –
for example talk to the HR department at what career
progressions might be available to you in the future.
Add check-in points into your plan so you keep the
momentum going – set yourself targets, think about how
you are going to get to your final career goal. 

Next steps:



Stay with the company you’re doing your apprenticeship with
The chances are, your company has employed you as a
permanent staff member, not just for the duration of the
apprenticeship, so staying where you are is an easy option for
now. However, if you are employed for the duration of the
apprenticeship you have the option to stay where you are or look
elsewhere.
The best starting point is to see if the company you’re currently
working for is recruiting? Have you asked whether they’d be
interested in keeping you on when your Apprenticeship ends? The
company have invested a lot of time in helping you gain the
experience and skills needed for you to learn the job, it’s more
than likely that if they have a position to fill they’d like to keep you
on.
If you’ve shown you’re a hard worker, determined and punctual
then you’ll have been an asset to the team – why would they not
want to keep someone like that on?

The end of your Apprenticeship is drawing closer which means
you’ll need to consider what you are going to do when it finishes.
The prospect can be a little bit daunting, but the good news is
there are lots of options open to you and it’s all about finding
what’s right for you.
Know your options:

HAS YOUR APPRENTICESHIP ENDED? -

What happens next?



No matter if you are looking for new job opportunities, or trying to
progress into the company you are currently in, it’s a good idea
to update your CV regularly.
Adding all the new skills, experience, and achievements to your
CV, is a great habit that you need to adopt.
Not only would you save time, when the time comes for you to
send out your CV again, but it would also help you easily
determine what jobs are you currently qualified to take on.
On the other hand, regularly updating your CV ensures that you
have listed all your great work-related accomplishments and
newly acquired skills. Furthermore, it can help you with a few
more situations:

Your CV would be instantly ready for applying for
unanticipated promotion opportunities
You can catch any gaps you have in your experience and
skills, and work on them without deadlines for promotion
opportunities pressuring you
Your CV would be good to go if you find yourself in
unexpected unemployment
You can keep track of your professional progress –
achievements, skills, and experience.

Updating your CV

WHEN TO

Update your CV



How often should you update your CV?
When it comes to the frequency of updating your CV, it is entirely
up to you. In the best case, you should update it every time you
have something new and important to add.
That can be:

Newly obtained hard or soft skills
Additional qualifications
Major work projects in your current role
Volunteering

It can also be anything else that you consider relevant to your
professional growth.
But if you lack the time to do that constantly, try updating it
every few months. It doesn’t matter if you currently have a job,
it’s all about the habit.
You need to take the time to update your CV as frequently as
possible so that it is ready for you when you need it.



Make sure your contact information is up to date. It usually
consists of:

Phone number
Email address
Home address

Adding a LinkedIn profile to your header is a great way to
stand out. It’s a simple way to share more information about
your professional background.

Your CV summary or objective gives a quick overview of your
application in just a few short sentences. The summary should
focus on the key skills and experience that make you the right
person for the job. It should reflect your most recent and
relevant qualities, so make sure you list all your new skills and
experience you have gained.

Remove outdated information. Typically, your CV should only
include your most important information, and it should not be
too long. Remember employers will primarily be influenced by
the front page only.
To do so, you can use a simple tactic – every time you add a
new piece of information, you should remove an old piece of
information that is no longer needed or relevant.

Review your header

How to update your CV?

Update your CV summary or objective



Online

Resou
rces

https://www.apprenticeships.gov.uk/apprentices/browse-
apprenticeships# 
Find out how to become an apprentice, what apprenticeships
are available, which employers offer them and information
about starting your apprenticeship. 

https://www.gov.uk/apply-apprenticeship 
Use this service to search and apply for apprenticeships in
England. 

https://nationalcareers.service.gov.uk/ 
The National Careers Service can also help you with your career,
learning and training choices. 

https://www.shortlist.me/ 
Feel more prepared for an interview by using shortlist.me where
you can access a library of interview questions, record your
answers and use the feedback tool to reflect on your
performance to help you improve.

https://www.youtube.com/watch?v=FFWvdwD5Wxg 
A good video on helping you to prepare for an interview.

https://nationalcareers.service.gov.uk/explore-careers 
Job profiles for different roles / Careers 

https://www.ucas.com/ 
Information on applying to universities and degree
apprenticeships .



WWW.IPS-INTER
NATIONAL

.COMDISCOVER MORE ON OUR WEBSITE !
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