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1. Information that should be presented on the

Who you are 1 | ented o
website of the career guidance institution

You are looking for high quality career General:
guidance services but are not sure which = Opening hours
career guidance institution to choose from

Schedule /
the great number of existing offers. " ochedule 7course programme

= Detailed description of the course / career guidance
contents and aims of the course / career guidance

= Costs and information about refunding / sponsoring
® Contact information

= Areas of specialisation

= Networks the institution belongs to

= List of references and / or client's comments

What'’s this checklist for?
Qualification of advisors:

The website should include information about the
advisor‘s qualification and experience. Advisors should

The checklist offers you a list Oftips: — have the fO”OWiﬂg minimum qualiﬁcations:

. . . uni ity d i id
= What information should ideally be niversity degree In career guidance

offered on a career guidance institution’s
website / in a catalogue ences, psycho

= University degree in human resources management

University de$ree in social sciences (educational sci-
ogy, sociology)

= Which additional questions you could o . .
ask the institution on the phone / via ® Training / coaching certificate

e-mail = Regular further training in career guidance skills, in-
formation management, labour market development,

assessment, as well as job matching and placement

2. Information you could additionally
ask (via e-mail / on the phone)

Does the career guidance process include follow-
up offers over a longer period of time?

Does the institution use client feedback question-
naires and is the client feedback used to improve
the services?

= Does the advisor consult only individuals or also

groups?

Does the advisor have the qualification to help the
client write a CV and covering letter (also in
another language if necessary)?

Will the advisor use tests and what do the test re-
sults tell the client?

Will the advisor teach the client job-searching
skills?

Will the advisor provide the client with additional
information material (e.g. leaflets) adapted to the
client’s needs?

Does the advisor have the qualification to pre-
pare the client for an assessment centre?

Are the costs of the career guidance pro-
cess refundable (e.g. for students or unem-
ployed people) or are they free of charge?

Do the institution and the advisors respect the
privacy of client data?

Canthe advisor help to find an apprenticeship, vo-
cational schools, further training?

Are the advisors members of professional associa-
tions (national and/or international)?

Will the advisor help the client to understand
course needs for particular fields of work?



