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Welcome

Welcome to the Career Coaching and Training community.

We are committed to working with you to support you to
complete your course and to ensure your learning is a
meaningful

experience.

We will work in collaboration with you to achieve your career
goals.

You have joined a vibrant community with like-minded
indnviduals with a commitment to professional and personal
development.

Please feel free to contact us with your queries and study issues.

Enjoy your learning.

<IN

‘L-L' &\ AR \f\:\/)
Leah Shmerling

Founder and Principal Consultant

Career Coaching and Training

®
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Who can | contact?

Career Coaching and Training
Leah Shmerling — Founder and Principal Consultant — Education and Training
Email - info@careercoachingandtraining.com.au

Technical difficulty

If you have technical difficulty with the Learning Management System, please email the
support team. The email address is

support@openlearning.com

Please feel free to use the link below to provide you with Student Support information with
platform support on a range of topics.

https://help.openlearning.com/category/students

Student Induction Webinar

To assist you to get started on your learning and development path, we will facilitate a
Student Induction Webinar to discuss the courses, your learning path, and answer your
questions. Before the Student Induction Webinar, please feel free to email your questions
so that we can answer these during the webinar.

You will be advised of the date and time of the webinar. If you are unable to attend, there
will be a recording of the video to review at a time that suits you.

We look forward to meeting you at the webinar.
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About Career Coaching and Training

Career Coaching and Training offer a range of online short courses, career coaching, and
retirement coaching services. With over 35 years of education, training, and coaching
experience, we are passionate about our services and offer high quality and
professionalism to meet your professional goals.

We recognise that your journey is personal to you with challenges along the way. Your
journey is respected, and we know you have barriers and issues that prevent you from
developing your career and achieving your goals. At Career Coaching and Training we
apply a solution-focused approach that will open doors to career opportunities for

you. The support you receive will help you to overcome barriers that will help you to
progress your career journey and unlock your potential to grow both as a person and as an
employee.

Leah realises her life matto:

‘Our past is to be learned from, to create something better

for our future’.
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Career Coaching and Training services

Short course training
Career Coaching and Training provide the following online short courses:

Change and Resilience — Online Course

Develop Assertiveness Skills for work and life — Online Course

Grow your Interpersonal Skills — Online Course

How to Find The Perfect Job — Online Professional Development Course

How to Plan Your Retirement — Online Course

Learn how to Focus And Manage Your Mind — Online Professional Development

Course

Learn how to Manage Conflict — Online Professional Development Course

Learn how to Manage Stress — Online Professional Development Course

Learn how to Manage Time For Effective Results — Online Professional

Development Course

10.Learn the Art of Negotiating and Winning — Online Professional Development
Course

11.Managing Career Changes — Online Professional Development Course

12.Your Career Journey - Online Professional Development Course

ouhwNE

© o~

Course of the month, webinar

Career Coaching and Training will feature a ‘course of the month.’

To maximise your learning experience, each course is supported with a webinar. It is your
opportunity to hear from a guest speaker about the topic, ask questions, and network with
fellow students.

A Bonus Q&A session will be held monthy to ask 10 questions. It is your opportunity to
obtain further information on a topic.

Career Counselling/Coaching and Retirement Coaching
Services

Career Coaching and Training offer the following online services to support you to attain
your goals, wellbeing, personal fulfillment, and transition into your next stage.

e Career counselling/coaching
¢ Retirement coaching

Our coaching services are strictly confidential and will not be discussed or disclosed with
any person outside the session.

We will support you and discuss your particular issues to enable you to make an informed
decision. We will collaborate with you to design an action plan to transition into the next
stage of your career and your life.

The duration of each appointment is 50 minutes.
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Please see our website for specific pricing.

If you have enrolled through the Career Coaching and Training website, please book
your session through the address below.

https://calendly.com/careercoachingandtraining/leah-shmerling-meeting

Group coaching sessions

Group Coaching sessions are designed to apply the knowledge and skills to your specific
work situation to attain your career goal. We understand that the road to practicing the
knowledge and skills can be challenging where you face issues, barriers, and problems.

The Group Coaching sessions aim to discuss the issues and obstacles that you are facing
with solutions on how to overcome these.

Each session is confidential and will not be disclosed to anyone outside the session.

For organisations only

Career Coaching and Training offers online training and face-to-face customised training
that is written to your organisation’s specific needs and requirements. Face-to-face
training is facilitated in a learning environment in your workplace or choice of venue. The
training combines the theory with interactive activities applied to your workplace, to
enhance your learning experience.

Career Coaching and Retirement Coaching services are available to your organisation as
online or face-to-face services.

Please schedule a time so that we can discuss your customised training. Use this link...
https://calendly.com/careercoachingandtraining/leah-shmerling-meeting
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Path to Future Success®
Preparation for your future success requires a strategy to ensure you get from where you

are to where you want to be.
The Path to Future Success® will equip you with the ‘success toolbox’ to reach your

career goal and attain personal fulfillment. We will support you with our range of online

short courses, online career coaching, webinars, and online group coaching services* to

ensure that you are positioned for success.

Path To Future Success®

Transform myself to

my furure self

Leadership _l

Mastermind

Attain my highese level
of self-accualivarion

Intermediate

Gt clarity and confidence
to ltc‘un (0 WEEriome any

wheradles

Advanced

Commit ro pracrice
whar | am learning

Foundation

Bulld my base Jor action
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My Personal Transformation on the Path to Future Success®
Foundation Intermediate Advanced Leadership Mastermind

Build my base for
action
| recognise where |

am now and the vision
for my future. There
are changes to make
for my growth and
development.

Gain clarity and
confidence to begin
to overcome my
obstacles

I am moving to attain
my career goal.

Commit to practice
what | am learning
Challenge old
thoughts, issues, and
habits and re-frame
them to powerful
learning experiences
to achieve my goals.

Transform myself to my
future self

With in-depth knowledge,
higher-level thinking skills, |
can apply the skills in a range
of contexts. | am applying
contingency plans to prevent a
setback.

Attain my highest level of self-
actualisation | am celebrating my
journey of learning and growing, and
embedding

my thoughts, attitude, and
behaviour. | am recognised for my
expertise.

Milestone

I have a growth
mindset with an action
plan to reach my
career goal. | am
aware of the
challenges and
benefits ahead.

Milestone

| am gaining clarity
and confidence, and
taking steps at my
pace to achieve my
career goal.

Milestone
I am challenging old

thoughts, issues, and
habits and reflecting
on aspects of

myself. | am
integrating new beliefs
and behaviours.

Milestone
| am confident and flexible and

applying higher-level
knowledge and skills to my
career goal, and modifying
what is not working. My life is
fulfilled at work and it is
reflected in my personal life.

Milestone
I am transcending myself to attain

my career goal to improve my life. |
am moving forward and dancing.
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Foundation Intermediate Advanced Leadership Mastermind
Actions Actions Actions Actions Actions
e 1-3 online training e 4-6 online training | e 7-9 online training e 10+ online training e 10+ online training courses
courses courses courses courses e 1-2 career coaching sessions,
e 1-2 career coaching |e 1-2career e 1-2 career coaching |e 1-2 career coaching needs- based
sessions, needs- coaching sessions, needs- sessions, needs-based | e 1 monthly webinar
based sessions, needs- based ¢ 1 monthly webinar e 1 monthly group coaching session-
¢ 1 monthly webinar based ¢ 1 monthly webinar ¢ 1 monthly group application
e 1 monthly group e 1 monthly webinar | ¢ 1 monthly group coaching session - ,
coaching session - e 1 monthly group coaching session - application FriolgLrJn?nTjt(ng — 10 course questions
application coaching session application
- application BONL_JS — Q&A —10 course
BONUS - Q&A - 10 BONUS - Q&A -10 questions
course questions BONUS — Q&A — 10 | course questions
course questions

*The taxonomy is based on educational theories to provide progressive curricula that increase self-development, confidence, and attaining
goals. It provides a framework for thinking about the students at different stages of their development.
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Path to Future Success® Checklist

The checklist is designed to assist you at each stage of your journey
to progress to your next stage. The checklist enables you to measure your progress, and
take ownership for your journey and development.

Stage Milestones Actions Yes/ My Learning My Actions
No
Foundation | have a growth | e 1-3 online
mindset with training
an action plan courses
to reach my
career goal. | | ® 1-2career
am aware of coaching
the challenges sessions,
and benefits needs-based
ahead. o 1 monthly
webinar
¢ 1 monthly
group
coaching
session —
application
BONUS — Q&A
— 10 course
guestions
Intermediate | | am gaining e 4-6 online
clarity and training
confidence, courses
and taking
steps at my o 1-2 career
pace to coaching
achieve my sessions,
career goal. needs-based
e 1 monthly
webinar
¢ 1 monthy
group
coaching
session -
application
BONUS — Q&A
— 10 course
guestions
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Stage Milestones Actions Yes/ My Learning My Actions
No
Advanced | am challenging | e 7-9 online
old thoughts, training courses
issues, and e 1-2 career
habits and coaching
reflecting on sessions,
aspects of needs-based
myself. | am ¢ 1 monthly
integrating new webinar
beliefs and « 1 monthly
behaviours. group coaching
session —
application
BONUS — Q&A —
10 course
questions
Leadership | | am confident e 10+ online
and flexible and training courses
applying higher- | ¢ 1-2 career
level knowledge coaching
and skills to my sessions,
career goal, and needs-based
modifying what | « 1 monthly
is not webinar
working. My life | 4 1 monthly
is fulfilled at group coaching
work and it is session —
reflected in my application
personal life.
BONUS — Q&A —
10 course
questions
Mastermind | I am e 10+ online
transcending training courses
myself to attain | e 1-2 career
my career goal coaching
to improve my sessions,
life. 1am needs- based
moving forward | e 1 monthly
and dancing. webinar
¢ 1 monthly
group coaching
session —
application
BONUS — Q&A —
10 course
questions
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Code of Conduct

The Code of Conduct has been developed to identify the set of principles that describe the
professional and personal conduct of our learning community.

We are all here to accomplish the same goal: to learn how we can each become ‘wiser’,
happier, more productive, and more creative on our Path to Future Success® to reach our
career goal. We need your support to keep our community collaborative and strong.

These guidelines are formed to ensure that together we are creating a place where we can
be open, honest, and vulnerable, and respect non-judgementally other people's
experiences. With that in mind, we ask that you please keep these principles in mind
when you interact with members and ask questions.

Confidentiality

All sharing of information is to be treated confidentially and is not to be disclosed to
anyone outside our forum. This will create a secure and safe space for us to share our
learning and personal experiences.

Focus on sharing experiences, not giving advice

We want to foster an environment where everyone is celebrated for sharing their
questions, stories, and perspectives. Our goal is to tackle questions and work together to
share a range of perspectives and discover all of the potential options. That can only
happen when we are committed to collaboration and true knowledge sharing.

Be respectful

Please be kind and constructive when you add a new post, ask a question, or comment on
someone else's contribution. This is a quality in life that we appreciate from others.
Kindness is shown by concern, care, and consideration for others.

Inappropriate contributions will be deleted. We would appreciate it if you please keep your
language professional and respectful.

Provide context

We love it when members share links, photos, and resources. Please include some
commentary or give us some context so that we can understand your experience
regarding this particular topic.

Please do not promote

We aim to ensure that our community feels welcoming and inclusive for everyone. Feel
free to share your own stories and experiences with other members, but please do not
promote yourself or your business.

Have fun

Learning is a privilege to enable us to grow to the person we aim to be. Let us enjoy the
journey with a laugh and humour.
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Gaining access to the course content in the Learning
Management System

Enrolment process

When you enrol into your online course/s, your enrolment process will consist of the
following steps:

1. Following payment for your course enrolment, you will automatically receive
confirmation of payment from Pay Pal.

2. You will receive an introductory email from StudeCare. The email will contain the
following information:

e Welcome note
e Alink to create an Open Learning account if you do not have an account.
e If you have an Open Learning account, sign in.

¢ You will receive activation code/s for each course that you have enrolled in. This is
your personal activation code. This code is unique to you and controls access to
your learning record in the system. Please do not share your course link with anyone
else.

e The activation code/s will need to be pasted into the activation code box to direct
you to your specific course/courses.

Please save these activation code links for your reference.
e Course duration and validation period of access code

Please refer to the table titled ‘Course duration and course access period’ on page ....
e Contact details for support

e Student Handbook as a separate document for your reference

How to get into your course

To get into the Learning Management System where your course/s are housed, you will
need to have an Open Learning account. Once you are in the Home Page, please either
sign up or log in if you have an existing Open Learning account.

For new Open Learning account holders - first-time usage ONLY

If you do not have an existing Open Learning account, go to the Open Learning website
and click Sign Up to create an account. Please see the link below to create an account.

https://www.openlearning.com/

Please see the diagrams for assistance.
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New Open Learning account holders

Once you receive the course link, please copy and paste it into the Address Bar of your
browser. You will be directed and have instant access to the course.

Existing Open Learning account holders

For Open Account holders and for subsequent usage, go to the Open Learning platform
and click Log In as per the diagram below.

Your personal course link will give you access to the courses that you have purchased.
Please ensure that you do not share the course link with anyone else.

Please save these activation code links for your reference.

The Open Learning online course introduction provides you with step-by-step prompts and
screenshots to demonstrate all functionality that you will need to effectively use the system
and resources.

Access code

Once you have created your Open Learning account, then copy and paste the activation
code in the activation code box. Please see below an example of what it looks like on the
landing page

Commented [LS1]: [ wanted to edit the line ‘What You Will
Learn’ but was unable to do so. Please see if you are able to delete
the link.
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ADC - MEPAP Part 2 - Effective

Management
A brief surrenary of the course ﬁ k:"‘i“‘ s
LAY O e
i
® community

" ===

What You Will Learn

After you paste or type the code into that box and click on Join Now, you are taken to the
course homepage.

Once you have signed in and entered the access code, you are enrolled in the course and
can actively commence your study.
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Course duration and validation access period

Career Coaching and Training recognise the time to complete a course can vary for each
student, depending on your study situation.

Students will have access to the course Learning Management System based on the
number of courses that you have purchased. Please see below your course access
period based on the number of courses you have purchased.

Level of courses Number of courses Course access period
purchased

Foundation 1 - 3 courses 3 - month access

Intermediate 4 - 6 courses 6 - month access

Advanced 7 - 9 courses 9 - month access

Leadership 10+ courses 12 - month access

Mastermind 10+ courses 12 - month access

To assist you to progress through your course, we suggest you aim to complete one
course a month. The content is interactive, and the discussion forums are your
opportunity to participate with your fellow students and Career Coaching and Training
staff.

Email notification before course end date

As a courtesy reminder before your course end date, we will email you to notify you that
your course access is expiring. This will give you time to complete your course.

Having difficulty?

Please contact us if your personal situation changes and you want to extend your course
access period. Each situation will be reviewed on a case by case basis. All discussions
will be confidential, and we will collaborate with you to ensure that you get the most from
your course.

If you have are having difficulty with course content, email
info@careercoachingandtraining.com.au

If you are a student of studecare and you wish to discuss issues with them please email
careercoaching@stude.care

If you are having technical issues with the program please contact Open Learning Support
Centre https://www.openlearning.com/contact/
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How to use the platform

If you are new to the course platform, there is a walkthrough for you. Please see the link
below to assist you to navigate your way around the course.
https://help.openlearning.com/t/6343qy/how-do-i-help-new-students-navigate-around-my-
course

Or, you may refer to view the short series of slides below.
When you join a course for the first time, you will see a welcome message.

Welcome!

Expecting 10 see lecturnes and quirzes’
Thay ve Ohay, DUt wir Can G Detter than that!

Horw's how

Afterwards, orange dots will begin to appear on some of the course features.
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When you click on the orange dots, you will receive a bit of information on that feature. You
will see these when you run into new features throughout the course.

Example - Features of the orange dot
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Course query
If you have a specific course query, there are two options for you:

1. Please post your query on a page inside the course. A fellow course participant
may be able to help you out with information. It is also a great way for you to
interact with other course participants.

.

Does anyone know If this floral arrangement would work for a wedding shower?

e Beply o Like
John Smith  wtouan hag o Som Dood
— Yeah that one is good but | think a tinted one would be better :)

o feply o Like
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2. Otherwise, please contact your course facilitator or administrator who can provide
you with a response to your question. You can usually identify them by the red star
symbol next to their name.

®, Comment

Omnaya Omarw#

Click on their name which takes you to their profile page. You can post a comment on this
page or send them a private message.

Rewt Oswars Ovnw & vwenan )

-
~ =

/ — —

Omnaya Omar

N ey b e

About me Portfolio Communities Credentials Biog
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How the course is delivered

Online learning is available to you 24/7 to enable you to study at your own pace and
schedule your learning at a time that suits you. You are empowered to self-direct your
learning with ongoing support from our staff at Career Coaching and Training.

Each course contains the theory with a range of interactive activities to enable you to apply
the content to your specific situation to get the most out of the course. The learning
activities include:

Topic theory

Interactive activities

Reflective activities

Questionnaires

Viewing video clips with reflections of your learning
Developing a vision board

Mapping activities

Case studies

Workplace application

How to get the most out of your course

Online learning enables you to study at your own pace and schedule your learning at a
time that suits you. You are empowered to self-direct your learning to increase your
course engagement. To get the most out of the course and deepen your learning, we
respectfully ask you to undertake the course activities to bring the theory to life and apply
the content to your particular situation. Please participate in the online discussion
forum/course feed to share ideas, questions, and experiences with your fellow course
participants.

Discussion forum - course feed

The discussion forum or course feed sits inside the course content. Every course and
class has a course feed. The discussion forum/course feed is available for course
participants to interact to share thoughts, comments, experiences, questions, and replies
by course participants and facilitators to enhance your learning and application of the
content to your workplace and life.

The link to the feed appears on the side navigation by default. The feed items are
pulled from all pages across the course, are sorted by time, with the most recent items
displayed first, so it's a good way for both facilitators and course participants to get an
overview of the latest activity happening in the class.

The discussion forum is monitored by our staff to ensure that you are supported during
your studies.

Please see a sample course discussion forum/course feed.
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Course announcements

The course facilitator will put up course announcements that are relevant to your course
and your studies. You will receive the announcement through a notification. Please feel
free to share your thoughts regarding the announcement.

gy andancom Yo 2ave ¢

Announcements

Liwrreng Acaties

fA Welcome to the course!

| oan Whives drgg

Covrse Feedd

Groumn

Gellery 4%+ Duts

) Courms Satup
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Chat notifications

Open Learning's chat (or direct messaging) feature allows course participants who are
enrolled in the same group to send private messages to one another in both online and
offline mode.

Online mode

Online

Go offline Chat History

g Wallace West
\

|
Floral styling for events (Class of 2 §

Search for a contact
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Offline mode

Explare over 113 courses from around the world

What happens when someone sends me a message while | am online?

If a course participant sends a message to you while you are in online mode, the pop-up
window will appear immediately.

® Megan Morse x

% . r Hey canyou help me with

( < something?

2019 11:51am

Sure what's up?

23 Jan 2019 11:51am

% 7 I'mallittle confused about the

/ “ last assignment. Here are my
thoughts so far..
P
‘{ ',’.\'n['—; a message
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What if | am offline when someone sends me a message?

If someone sends you a message while you are in offline mode or simply not logged into
OL at the time, OpenLearning sends a system email about the unread chat messages
approximately 1-2 days after the message has been left.

Hello Omnaya Omar,

You have unread messages in 1 conversation waiting for you on OpenLearning
* 1 unread message sent before Jan. 24, 2019, 3:54 a.m. from Megan Morse
Log in to Open Learning to read and respond to your messages!

What if my chat is on but | am not currently logged into Open Learning?

If a course participant sends a chat message to you while your chat is in online mode but
you are not on Open Learning's website, the pop-up window with the chat message will
appear for you the next time you log into Open Learning.

Community of Learning on our Business Facebook page

Active learning is about connecting the content and speaking with your peers. We would
like to encourage you to please connect to form a community of learning on our Facebook
page in the link below. Students are each other's best resource, and often the best
learning can be informal.

https://business.facebook.com/careercoachingandtraining/?business _id=11681819833198
01&ref=bookmarks

Please feel free to discuss the course content, ask questions, comment on interesting
thoughts or career issues, or comment on the blogs. We would appreciate it if you are
please able to 'like' us. Our business FaceBook is your forum so please use it to get the
most from your course.
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Course progress

Your progress in a course is tracked by the progress bar at the top right of the screen.
This bar starts off white and fills in green the farther along in the course you are.

Course progress is tracked automatically and is a great tool for you to keep track of what
you have completed, along with making sure you have not missed any pages or activities.

Here is how you can use the progress bar to figure out how much of a course you have
completed and what is left to complete.

Step 1
Click on the progress bar.
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Step 2

You will be redirected to the following page showing you more information on your course
progress.
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Step 3

If you scroll down, you will find a list of each page in the course that counts towards
progress. Next to each page is a circle that indicates whether or not all activities on that
page have been completed.
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Module 2

Acthoity
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Step 4

If a page shows an incomplete green circle or a green dot, that means there are still
activities that need to be completed. Click on the page title to be redirected to it and
complete the activities.

Note — If you have completed all the activities, but my progress won't change. What |
can do?

Here are some tips to make sure you receive full progress on each page:

e Make sure you have scrolled to the bottom of the page and read all the course content
e Be sure to watch every video to the very end

e Try leaving an interesting or insightful comment at the bottom of the page

e Double-check that all quiz answers submitted are correct

e Be sure to interact with each widget

If you are still having trouble, please can contact Open Learning
at support@openlearning.com for more help!

How to view your progress

To view the progress of the course, please clicking on the green progress bar at the top
right of your course page.

Yo 2roovress
I. Your Progress ]

You will be able to check which pages are incomplete and/or complete.
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Completion of the Program

Course evaluation and feedback

We respectfully ask you to complete a course evaluation of your experience of the training
program and your course learning. Evaluation forms are online and the survey will take no
longer than two minutes. Your thoughts will be greatly valued and will be entirely private
and confidential. If you wish to give feedback at any stage, please feel free to contact us.

Once you complete the course evaluation, you can download your certificate as evidence
that you have successfully completed the course.

Course Certificate Of Completion

On the successful completion of your training, we are proud to issue you a certificate of
completion.

Please see the steps below to download your certificate.

When you complete the course with 100% completion, you will automatically receive an

email notification that you are eligible to download your course certificate. The email will
include the link to download your certificate. The course certificate will be in PDF format
for you to download and save, or to print it a paper copy.

You are also able to download your certificate from your Student Progress Page. This
page also tracks the activities that you have completed and those activities that you have
not yet completed.
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et your goal and make it attractive to aim for
nderstand and overcome your obstacles

reate an action plan to attain your goal and create a future self

reate a positive mental picture of yourself
lear your mind of self-doubt

mbrace the challenge
tay on track

how the world you can do it!
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Good luck with your journey on your path to future success.

As my life moto says: ‘Enjoy the process.’

Leah Shmerling
Founder and Principal Consultant — Career Coaching and Training

Australia — www.careercoachingandtraining.com.au

Outside Australia — www.careercoachingandtraining.com
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