
 

  

DEVELOPING COUNSELLING AND COACHING SKILLS COURSE OUTLINE 
COURSE 
CONCEPT 

Developing counselling/coaching skills is not only about developing the skills to assist 
clients with their career issues.  On a deeper level, it essentially involves having self-
understanding and self-awareness about who you are personally and what you bring to 
the counselling/coaching relationship and process. 

An effective counsellor/coach can build rapport and trust, explore issues, understand the 
client's feelings, assist the client in seeing things clearly, and facilitate positive 
transformation for change.  The client-centred approach does not focus on the past, 
instead, it has a focus on the present and future to achieve personal growth. 

Counselling and coaching are rooted in the principle that the client is responsible for 
improving their life, not the counsellor/coach.  The client consciously and rationally 
decides what is wrong and what should be done about their situation.  Both parties are 
equal partners in the relationship rather than the counsellor/coach as an expert treating a 
client.  The role of the counsellor/coach is to support the client to help themselves make a 
change. 

AUDIENCE For individuals seeking international course accreditation in career development practice 
to work in a global environment with organisations and clients, develop and update their 
knowledge and skills in career development, or fill a skills gap in their practice. 

The course is suitable in various contexts and roles, including schools, education, training, 
in the workplace in human resources or psychology, and/or experience working in 
employment, recruitment, outplacement, youth work, apprenticeship, disability and 
rehabilitation, case management, or management. 

AIMS  
• Develop a client-centred counselling/coaching approach to your practice  

• Apply a structured and consistent structure to each counselling/coaching session to 
ensure that each stage is addressed, and each party takes responsibility 

• Applying a range of models to structure the Counselling/Coaching sessions to 
provide an informed and evidence-based approach.  

• Apply reflective practice to reflect on your actions and take a constructive attitude 
to engage in continuous learning. 

COURSE 
CONTENT 

• Client-centred career development approach 

• Ten tips for Client-Centred Career Development Practitioners 

• Structuring a career development session and a program 

• Stage 1 — Opening — initial contact with the client 

• Stage 2 — Exploring Client Understanding Information gathering 

• Stage 3 — Subsequent counselling/coaching sessions 

• Stage 4 — Coaching intervention 

• Stage 5 — Commitment to action 
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COURSE 
CONTENT 
CONTINUED  

• Stage 6 — Evaluation, termination, or referral 

• Applying a range of models to structure of the Counselling/Coaching sessions that 
include: 
o Skovholt’s Cycle of Caring 
o Egan’s Skilled Helper Model  
o GROW Model 

• Reflective practice 

• Two types of reflection:  Reflection on action and Reflection in action 

• Benefits of critical reflection and professional practice 

LEARNING 
OUTCOMES 

Upon completion of the course, participants will be able to:  

• Apply a client-centred career development approach to your practice that allows a 
non-directive where both parties are equal partners, and the career counsellor-
coach is non-judgemental on the client’s situation, feelings, or solutions. 

• Apply a consistent structure to a career development session and a sequence of 
sessions to ensure that each stage is addressed, and each party takes 
responsibility. 

• Applying a range of models to structure the career development session and a 
sequence of sessions to provide an informed and evidence-based approach.  

• Apply reflective practice to reflect and take a constructive attitude to engage in 
continuous learning. 

• Discriminate and apply two types of reflection:  Reflection on action and Reflection 
in action to your work 

• Understand and appreciate the benefits of critical reflection and professional 
practice to improve one’s work 

LEARNING 
ACTIVITIES 

The online course consists of the theory with a range of interactive activities that include: 

• Application of course theory to your workplace and situation 

• Experiential learning activities 

• Individual exercises 

• Self-evaluation questions 

• Insightful questions for deep reflections 

• Reflective practices on course content and activities  

• Viewing video clips with reflections of your learning 

• Writing an Action Plan to achieve your career goals 
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LEARNING 
METHODOLOGY 

Online learning enables you to study at your own pace and schedule your learning at a 
time that suits you.  

Career Coaching and Training will facilitate a webinar on each course to apply the 
knowledge and skills and answer your questions to support your learning. The webinar will 
run for 1 hour and is an integral component of the course.  

LEARNING 
METHODOLOGY 
CONTINUED 

You are required to demonstrate evidence of your competency in delivering career 
development services in each course that you enrol by completing all the course learning 
activities, documentation, and checklists. 

The course encourages collaborative discussions among peers. Participants are welcome 
to provide answers to questions, share their learning, experiences, resources such as 
references, blog articles, video clips, affirmations, and other tips to make learning and 
development a meaningful experience. 

DURATION Self-paced learning, approximately 4 hours 

CERTIFICATE Upon successfully finishing the complete program, students will receive a Certificate of 
Professional Development accredited by Associated Career Professionals International. 

Students can also receive a Certificate of Professional Development for each course they 
complete accredited by Associated Career Professionals International. 

PROFESSIONAL 
MEMBERSHIP 

Student Membership with the Career Development Association of Australia is available to 
individuals undertaking the Foundation in Career Development Practice course. 

PROFESSIONAL 
STANDARDS 
FOR TEACHERS 

6.2 Engage in professional learning and improve practice 

CONTINUING 
PROFESSIONAL 
DEVELOPMENT 
POINTS 

The time spent on each course of study may be claimed as continuing professional 
development (CPD) by CDAA members towards Career Development Association of 
Australia (CDAA) requirements.  

Non-CDAA members, please check with your professional association regarding their CPD 
policy. 

To claim your CPD points, present your certificate of course completion to CDAA or the 
professional association where you are a member. 
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ADDITIONAL 
PROFESSIONAL 
DEVELOPMENT 

If you have specific and challenging issues, we can further assist with optional coaching 
sessions in a one-to-one or a small group session.  

Upon completing your full course or individual course, we offer ongoing supervision in 
your practice through our Career Coaching and Training membership program. 

FURTHER 
INFORMATION 

careercoaching.training 

hello@careercoaching.training 


