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Establishing Career Guidance and Job Placement Cells under the 
Skills-21 Project in Bangladesh 

 
Mission 2: Training of staff identified to operate the career guidance job placement cells  

 
1.  Background 

 

The career guidance component of the Skills-21 project aims to establish career guidance and job placement 

cells in seven institutions to be operational by 2019 with at least 20% of students making use of these services 

by 2020.  As per the project design, this objective is to be met through three tasks: 

 

Excerpt from project document: 

 

¶ The first task (T13): a five-day scoping mission to Bangladesh, to review the operations of the career 

guidance and job placement cells.  The findings of T13 would inform the second task (T14).    

¶ The second task (T14):  a five-day tailored training activity in Dhaka for staff operating the career guidance 

job placement cells on global good practice in job placement services by way of public private partnerships.  

¶ The third task (T15): one-week mission to render technical advisory services for the career guidance job 

placement cells operators on how to consolidate their monitoring and evaluation processes and tools.  

 

The first task (T13) which was a scoping mission was completed over August ï September 2018.  The data 

collected was analysed and the following eight recommendations were made: 

 

A. Recommendation 1:  Clarify and establish a clear policy framework to deliver the career guidance and job 

placement programme.   

B. Recommendation 2:  Develop a culturally grounded assessment system whereby students could gain sound 

insights into their interests, aptitudes and career beliefs. 

C. Recommendation 3:  Develop teaching-learning material related to the world of work. 

D. Recommendation 4:  Develop teaching-learning material related to career preparation and job placement  

E. Recommendation 5:  Develop a career guidance and job placement kit.   

F. Recommendation 6:  Develop a career guidance and job placement workforce.  

G. Recommendation 7:  Integrate monitoring and evaluation systems into the career guidance and job 

placement intervention. 

H. Recommendation 8:  Expand the type of TVET courses offered. 

 

An implementation plan was developed by the consultant to execute these recommendation during Mission 2.    

 

This report presents the activities and outcomes of Task 14.  

 

2.  Career Guidance Working Group and Career Guidance Officers 

 

As per the implantation plan, it was agreed that a career guidance working group (CGWG) is formed through 

which these recommendations could be implemented.  The CGWG would then train career guidance officers 

(CGO) for the implementation of the programme.  A detailed job description of the members of the CGWG was 

provided by the consultant.  Please see Appendix 1 for details.  Recruiting the CGWG was the responsibility of 

the Skill-21 project managers.  It was then decided that the members of the CGWG would also play the role of 

the CGO.  The group comprised 15 individuals from the 7 Skills-21 institutions, namely, Bangladesh Sweden 

Polytechnic Institute, Kaptai, Feni Polytechnic Institute, Feni, Institute of Marine Technology, Bagerhat,  

Jamalpur Technical School and College, Jamalpur, Khulna Mohila Polytechnic Insititute, Khulna,  

Sylhet Technical School and College, Sylhet and Technical Training Center, Gaibandha.   

 

3.  Development of a Career Guidance Kit for Bangladesh 

 

The consultant used the findings from Task 13 to develop a career guidance and job placement intervention 

suited to the cultural and economic realities of Bangladesh.  Central to this intervention is a career guidance kit 

comprising assessment and teaching-learning material for the delivery of career guidance and job placement 

services.  The kit was developed based upon templates trial tested in other Asian countries and the findings of 

the scoping mission conducted during Task 13.  The kit was made up of the following elements: 
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A. Student Worksheets:  Each activity in the intervention is supported by specific Student Worksheets.  The 

Kit supplies a Master Set of worksheets.  The necessary worksheets are to be photocopied or printed for each 

workshop.  Students enter their learnings into the worksheet.  All worksheets are compiled and become a 

Workbook at the end of the intervention.  

 

B. Learning Cards: The small group activities that occur during the workshops are supported by Learning 

Cards.  These are cards full of interesting information based on which the small group could have its 

discussion and also fill in their section of the worksheet. 

 

C. Career Dictionary:  Career Information about a wide range of careers available in Bangladesh is presented 

through a career dictionary.  These careers are classified across five potential areas.  This information maybe 

be installed in the library and made available for participants to access.   

 

D. Career Information Cards: These cards provide detailed information about specific careers.   

 

E. Information Sheets: These are sheets that give guidelines, tips and instructions that students can use for 

various career development activities.   

 

F. Flip Charts:  This is a set of large sized charts that the facilitator can use to conduct the workshop.  One set 

of charts in provided for each module.   

 

4.  Development of a Training Manual  for Career Guidance Officers 

 

Taken together the career guidance and job placement intervention comprises a total of 22 activities to be 

delivered by the career guidance officers in the classroom.  A comprehensive training manual was prepared 

based on which the training was provided.  While the manual is primarily focused on the skills of career 

guidance and job placement, it also ensures that the correct amount 

of theory is also provided to the trainees.  Appendix 2 provides an 

overview of the contents of the training manual.   

 

The manual provides detailed instructions on how to implement 

each of the 22 activities under the following headings: 

 

¶ Title of the activity. 

¶ Content of the activity and theoretical background. 

¶ Learning Objectives to be achieved through the activity. 

¶ Target Group for the activity. 

¶ Duration and time necessary for the activity. 

¶ Material required for the activity. 

¶ Method of executing the activity. 

¶ Conclusion of the activity. 

 

Each career guidance officer was provided with one copy of the 

manual.  This manual is also the guide book for the implementation 

of the career guidance and job placement intervention.   

 

 

5.  Skills for Career Guidance:  Training of the Career Guidance Officers 

 

The training was conducted over 8 full days from 9 am to 5 pm daily.  Appendix 3 provides the training 

schedule.   

 

About 20% of the training focused on basic theoretical concepts related to career guidance and job placement, 

from the emerging economy perspective with specific reference to Bangladesh.   

 

Theoretical inputs were provided through lectures and demonstrations, supported by power point presentations.   
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The objective for the skills training was three fold: 

 

¶ Participants should be able to link the theoretical concept with the career guidance activity.  

¶ Participants must understand the learning outcomes planned for each activity.   

¶ Participants must begin to gain skills to implement career guidance services using the kit.     

 

The steps followed by the training are as follows: 

 

¶ Step 1:  All participants were required to go over the Facilitatorôs Notes individually, with one of them 

reading the notes out to the class.  

¶ Step 2:  The participants were then required to identify the material required for the activity from the 

templates and samples provided by the consultant.   

¶ Step 3:  The consultant then demonstrated the activity, using the sample material.   

¶ Step 4:  The participants then studied the material, and made their own practice presentations to the class.  

All  participants were given the opportunity to make their practice presentations.   

¶ Step 5:  Participants who made the presentation were given feedback about their presentation.  It was 

expected that they would use this feedback to improve their next presentation.    

 

Given below is a pictorial presentation of the training in progress: 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Becoming familiar with samples of career guidance material 

Preparing and practicing to use the 

material 
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The training followed the cycle of demonstration >> comprehension >> peer learning >> practice presentations 

and >> feedback.  Gradually, the participantsô familiarity with career guidance concepts improved and they 

developed higher levels of skills to use career guidance material to conduct group workshops.   

 

6.  Skills to use internet resources:  Training of Career Guidance Officers 

 

A wide range of resources are available on the internet for career guidance.  It is important however that career 

guidance service providers learn how to use these resources.  An important component of the training was to 

introduce the Career Guidance Officers to internet resources and develop their skills to access and use these 

resources.  The main topics covered were: 

 

Making presentations and gaining skills to use career guidance material 

to conduct group workshops 
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¶ Navigating job portals and learning to help students register on these portals.  

¶ Career information portals covering local, national and international job advertisements.   

¶ Learning to use the websites of leading employment providers to collate job information that could be 

passed on to students.   

 

The focus for this aspect of the training was mainly on the identification of career and job information and 

packaging it such that the information could be passed on to students.  It must be noted that local job 

information may not always be available on the internet.  Therefore the skill of identifying job information from 

resources such as the newspapers was also highlighted.  
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7.  Developing New Career Guidance Material 

 

The career guidance material provided by the consultant were of a generic nature, which had to be adapted for 

the Bangladeshi context.  Based on the training received, participants were divided into smaller groups and 

tasked with the responsibility either to adapt existing material and/or create new material specifically for 

Bangladesh.  Various important resources emerged through this exercise: 

 

¶ Detailed career information pertaining to the courses offered through the Skills-21 institutions.  

¶ Specialisations possible after obtaining basic qualifications through the Skills-21 programmes.  

¶ A map of the overall educational system in Bangladesh, covering the University, Religious Schools and 

Vocational Training pathways.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This was an important exercise since it contextualised career information to Bangladeshi realities.  This original 

material will be fine-tuned and integrated into the career guidance kit.   
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8.  Translation 

 

Almost all the material provided by the consultant was in English.  Therefore an important target was to 

translate the material into Bangla.  During the lectures it was noted that a number of English career guidance 

words did not have Bangla equivalents.  This is common with most Asian languages since the notion of work is 

quite different in these cultures from Western cultures.  In order to address this gap, all English words that 

needed new representations in Bangla were identified.  The Bangla equivalents were coined both through group 

discussions as well as referring to dictionaries.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Careful logs and records were maintained of the newly coined words and concepts, which will be integrated into 

the Bangla version of the career guidance kit.   

 

9.  Allocation of Duties 

 

Material produced during the training were all in draft form.  They needed verification before finalisation.  On 

completion of the training all participants were allocated tasks and duties to complete the compilation and 

completion of the Bangla career guidance and job placement kit.  These duties were as follows: 

 

¶ They were each given a set of material and given the responsibility of checking, verifying the language and 

translating the material in Bangla.   

¶ They were tasked with the responsibility of listing out all the employment providers in their locations.   

¶ They were asked to meet each of these employers and begin discussions with them on how their institute and 

the employment provider could work together to improve studentsô job prospects. 

 

Time lines for submission of this material were agreed upon.  With this the eight day training drew to a close.   

 

10.  Plans for the next steps 

 

A debriefing meeting was held with the Skills-21 team and following aspects of the overall project design were 

highlighted:  

 

¶ The contact person to whom the Career Guidance Officers would report will  be identified.     

¶ A competent translator will be identified, who would go over the Bangla material supplied by the Career 

Guidance Officers, make corrections and complete translations of all material. 

¶ A graphic artist will be identified, to format all the material, after translations, as per samples provided by 

the consultant.   

 

Detailed task lists for each these functions were provided by the consultant.   

 

Translation and finding Bangla equivalents to English career guidance 

words was an integral part of the training 


