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UV10638
Working towards goals

It is the aim of this unit to help you understand how to 
identify and work towards goals appropriately.
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On completion of this unit you will:

Learning outcomes Evidence requirements

Working towards goals

1. Be able to identify and explain your goals

2. Prepare an action plan to meet your goal

3. Be able to review progress towards 
achieving your goal

1. Outcomes                                                   
All unit outcomes must be achieved 
and evidenced in your portfolio of 
evidence. Evidence may include practical 
observations (evidence of), witness 
testimonies/statements, projects, 
assignments, case studies, reflective 
accounts, oral/written questioning and/or 
other forms of evidence.

2. Tutor/Assessor guidance                          
You will be guided by your tutor/assessor 
on how to achieve learning outcomes in this 
unit.

3. External paper                                          
There is no external paper requirement for 
this unit.
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Outcome 1

Outcomes

UV106384

Date achieved

Assessor initials

Learner signature

Be able to identify and explain your goals

You can: Description of 
evidence

Portfolio             
reference

a. Describe own strengths and what you 
need to improve

b. Identify at least one goal which is 
important for your development 

c. Explain why achieving this goal is 
important

d. Agree the goal with an appropriate 
person
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Outcome 2 
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Date achieved

Assessor initials

Learner signature

Prepare an action plan to meet your goal

You can: Description of 
evidence

Portfolio             
reference

a. Identify the activities needed to work 
towards the goal  

b. Identify timescales and deadlines for the 
achievement of the goal 

c. Identify the resources needed to support 
you in achieving the goal



Outcome 3

Date achieved

Assessor initials

Learner signature

Be able to review progress towards achieving your goal

You can: Description of 
evidence

Portfolio             
reference

a. Follow the activities outlined in the 
action plan 

b. Regularly review the activities and 
outcomes with an appropriate person

c. Identify what has been achieved and 
what still needs to be done

d. Amend the action plan to reflect your 
progress
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Unit content

This section provides guidance on the recommended knowledge and skills required to enable you 
to achieve each of the learning outcomes in this unit. Your tutor/assessor will ensure you have the 
opportunity to cover all of the unit content.
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Outcome 1: Be able to identify and explain your goals

Strengths and improvements: Skills (e.g. 
IT, numeracy, literacy, communication, 
team work), qualities (e.g. reliable, 
punctual, hard working, enthusiastic), 
interests (e.g. hobbies, pastimes, 
sports, music, reading, charity work, 
socialising), ways to identify strengths and 
improvements (e.g. self analysis, feedback 
from a tutor or employer, feedback from 
peers).

Short-term goals: Identifying appropriate 
short term goals (e.g. healthier lifestyle, 
developing communication skills, improving 
IT skills, improving time management), 

identifying SMART goals (Specific, 
Measurable, Achievable, Realistic, Time-
phased).

Agreeing goals: Appropriate person 
(e.g. family, peers, tutor, work colleagues, 
manager), agreeing goals (consider 
different goals, agree on a goal to meet 
needs).

Outcome 2: Prepare an action plan to meet your goal

Working towards the agreed goal: 
Make a basic plan of activities (e.g. 
healthy eating plans, attending training 
and completing work), provide a timescale 
for activities (start date, interim dates for 
achievement, final date for achievement).

Sources of support: Identifying 
organisations (e.g. college, school, 
employers), identifying people (e.g. tutor, 
peers, family, work colleagues), identifying 
resources (e.g. internet websites, books).

Deadlines for achievement: Appropriate 
timescale for goals and activities (start 
date, interim dates for achievement, final 
date for achievement).
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Outcome 3: Be able to review progress towards achieving your goal

Following planned activities: Keep to 
the plan of timescales and activities, keep 
a diary of action taken (dates, activities, 
achievements), complete activities by 
the deadline, complete activities to a 
satisfactory standard.

Regularly reviewing activities and 
outcomes: Ways to review progress with 
others (e.g. feedback from tutor, feedback 
from employer, discussion with peers, 
reflect on own diary of action, checklists of 
achievements), regular review (e.g. daily, 
weekly, monthly), successes, barriers to 
achievement.

Identifying achievements: Activities 
completed to a satisfactory standard 
and on time (e.g. attended and passed 
a training course), goals achieved (e.g. 
secured a new job), future actions needed 
(e.g. further training, work experience).

Amending the action plan: Set new 
goals or revise existing goals, include new 
activities, revise timescales appropriately.


