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Visit and log-in to the IET website at www.theiet.org/careermanager Career Manager can be
accessed via the Career & Learning tab.
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With Career Manager you can:

+ set career goals and plan the steps you need to achieve them
+ build an impressive master CV
+ identify areas where you need to focus

+ apply to become professionally registered

And then ‘Go to Career Manager’:
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(CPD) using our skills development and recording tool.

Career Manager: FAQs

Career Manager video tutorials

Initial Professional Development
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Mentoring

Continuing Professional
Development

With Career Manager you can:

» set career goals and plan the steps you need to achieve them
+ build an impressive master CV
« identify areas where you need to focus

+ apply to become professionally registered

« export and share your development reports

« record your CPD.
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http://www.theiet.org/careermanager

1. ‘Objective Type’ for CPD Planning select ‘CPD Objectives’

'Ehe Institution of

Engineering and Technology
Home My Accou My Reporis

Career Manager Demo 2 Return to IET website

Set and update your development objectives and actions, which can be independent or linked to professional registration or a job role.

Development Overview Development Objectives & Actions

_ Here you can create, view and update your development Objectives and their associated actions.

First choose which type of Development Objectives you wish to update from the drop down selector. You can then create or edit independent objectives and actions

Development Reporting (CPD), or objectives and actions linked to your chosen framework (UK-SPEC and Job Role).
Objective type: | CPD Objectives T
UK-5PEC
Department Manager

CPD Flanning - 5ef —
Add a folder to ctives, &g '2013 CPD Objectives'.

2. Add a folder to categorise your CPD objectives e.g. 2019 CPD Objectives’

Add Objective Folder

Enter details and click Save.

All figlds in bold are required.
Name:*

2017 CPD Activities

Details:

e

Save Cancel

3. Select the folder name to open and select ‘Add CPD Objective’ to begin setting your
objectives.

Home My Account My Reports

Set and update your development objectives and actions, which can be independent or linked to professional registration or a job role,

m Completed Objectives Find CPD Objectives

CPD Objectives

Pla

ectives enables you to build or maintain your knowledge and competence in a particular area.

» Click on the Add CPD Objective button to describe what you want to achieve. Make sure you make your objectives SMART,

» Think about the actions you will need to undertake to meet your objectives, what resources you will need, and who can help you.
» Use the CPD Planning Report to regularly review your progress, and have it verified by a line manager or mentor.

» Once you have completed an Action, remember to copy it to your CPD Record by clicking on the ‘Copy To' link.

Add CPD Objective

oy objective.
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4. TIP: you will be notified when your ‘Target Date’ is reached.

TIP: Typically, Objectives should be overarching broad things that you want to achieve.
4. Once you've set your objective, select ‘Add Action’ to record the action(s) you plan to achieve in
order to complete the objective.

TIP: You can add as many Actions as you require, simply continue repeating this step.

&dd CPD Objective

Legend a Copied to CPD

Obrje ctive Mane Start Date Target Date Completion Date  Priority Status

* Dema Dbjective 02 May 2017 16 May 2017 Hedium Edit In Progress Remove

5. Once your action(s) are completed ensure you add a Reflection statement for each one.
Your completed actions can be copied to your CPD Activities, therefore it is important to record the
knowledge and skills you have gained and developed from your CPD.

Add PO Dbjective

Legend a Cophed ta CFD

Ohjective Mame Start Date Target Date Completion Date Pricrity Status
x # Deme Dbjective 0Z May 2017 16 May 2017 Hedian Edit In Progrets =24 Acton Renwe
Actson Type Status Priarily Start Dale Target Date Comphetion Date Reflection
D Action il Sty In Frogress Madium 03 Mary 2007 16 Mary 2007 Edit Femire
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Creating a CPD Planning Report

1. From the Quick Launch Tool > CPD link, select ‘Manage my CPD Planning Report’ you can select the

dates in which you wish to report to and from.
This will create your report from the timeframes you have specified.

CPD

What would you like to do?

» Record my CPD Activities
» Record my Training Courses

» Manage my CPD Planning Report
» View Ty CPE-Activity REpon

» Submit my annual CPD Declaration

CPD Monitoring Scheme

took place in 2018. For more information on the CPD policy please visit
https:/ [ www.theiet.org/ career [ professional-development/ continuing-professional-
development/policy-on-cpd/

TIP: To help you gain the full potential of the CPD functionality in Career Manager, why not
watch our free CPD online tutorial video? https:/ /tv.theiet.org/ ?videoid=11566

If you have any questions regarding CPD please e-mail cpd@theiet.org or call +44 01438
767302

o

DuringI the review year of 2019 we will be reviewing a sample of member’s CPD activities which

/

Quick Launch Tools

Getting Started

IPD

Professional Registration
cPD

1. If you choose to share your report, you can add your verifier details and generate a guest ticket.
This will provide your verifier with one-time access to your report to provide feedback.

Continuing Professional Development (CPD) Planning Report

Create your repart by specifying a date range. Onge you are happy with your report, you can then complete it and haee i wenfied by your line manager or mentor by sending them a guest ticket.

You Can also set penedic reminders to help you align your repors within company appraisal processes,

You sre able by archive up s 28 verffied reparts here,

Create Report
Legend

Name Type Date From Date To Remimder Date  Status

16 gl PO 01 Jan 30064 31 Mar 2018 Crempleted View Beport -\M-! [y
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Click ‘Create Report’. You can give it a name and select a date range in which you can view your
planned objectives:

[ Close
Create Development Report

Enter details and dlick Save.

All figlds in bold are required.
Report Name:*

Date From:* =]
Date To:* —x

Description:

Reminder Date: =]

Save

You can ‘view report’ to export a copy (word or pdf.)
Alternatively, select ‘Complete Report’ should you wish to send a snapshot to your line
manager/mentor etc:

Continuing Professional Development (CPD) Planning Report

Create your report by specifying a date range. Once you are happy with your report, you can then complete it and have it verified by your line manager or mentor by sending them a guest ticket.
You can also set periodic reminders to help you align your reports within company appraisal processes.

You are able to archive up to 28 verified reports here.

Create Report

Legend Email not sent
Name Type Date From Date To Reminder Date  Status
CPD Planning Report CPD 01 Jan 2018 31 Dec 2018 Active View Report
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