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Career Development Association of Alberta

The Career Development Association of Alberta is an incorporated society and professional association of career development practitioners interested in supporting each other in practice by networking, information sharing, creating learning opportunities, ensuring that we have a voice and staying current within a developing field.

Mission

The Association is dedicated to advancing the career development profession in Alberta and in so doing to enhance the highest quality of career development services to the public.

Objectives

The Association is dedicated to people working in the field of career development, acknowledging the diversity of their training, background, the specific work functions they perform, and the geographic areas and sectors they represent. The objectives of The Association are as follows: 

· To provide a forum for networking and information sharing. 

· To provide a forum for discussion of issues important to the field of career development. 

· To provide professional development in the area of career development. 

· To provide a forum for mentoring practitioners, researchers, and policy makers working in the areas of career development new to the field of career development. 

· To provide a means by which practitioners, researchers, and policy makers working in the areas of career development can assist one another in developing new programs, methods, or research proposals pertinent to career development. 

· To organize and coordinate the creation of such initiatives that will advance the career development profession, such as setting or establishing professional standards, establishing a Code of Conduct or Code of Ethics. 

· To act as a vehicle for representing the interests of career development professionals in Alberta to government, business, and public interest groups both provincially and nationally.

Professional Certification:  Overview

Professional certification is a process that helps to recognize career development as a specialized field of practice with professional standards for its practitioners. Through surveys, questionnaires, focus groups, and annual general meetings, CDAA members have expressed interest in, and subsequently participated in, developing such a process in Alberta. 

After seven years of consultations and development, the CDAA has finalized member-agreed-upon criteria for certification and has implemented a process for certifying those practitioners who voluntarily wish to apply for the title of Certified Career Development Professional (CCDP).
The Certified Career Development Professional is a designation that tells the public, an employer, or a potential client that a practitioner meets a standard of professionalism in the field of career development.

Core Competencies                                                                                                                                           The Canadian Standards and Guidelines (CS&Gs) define the set of knowledge, skills, and attitudes a Certified Career Development Professional (CCDP) is expected to possess prior to applying for certification and to maintain while certified.  These competencies are attained through fulfillment of the standards for education and work experience.
	C1 Professional Behaviour

	
	C1.1 Adhere to the Code of Ethics and the Ethical Decision-Making Model

	
	
	C1.1.1
follow the Code of Ethics and apply the Ethical Decision-Making Model

	
	C.1.2 Demonstrate professional attributes

	
	
	C1.2.1
demonstrate professional attributes

	
	C1.3 Demonstrate a Commitment to Professional Development

	
	
	C1.3.1
develop relationships with other professionals

	
	
	C1.3.2
demonstrate a commitment to lifelong learning

	
	
	C1.3.3
keep up-to-date with technology

	
	C1.4 Use Analytical Skills

	
	
	C1.4.1
apply a solution-focused framework

	
	
	C1.4.2
collect, analyze and use information

	
	C1.5 Manage Work

	
	
	C1.5.1
use planning and time management skills

	
	
	C1.5.2
follow case and project management procedures

	
	
	C1.5.3
document client’s interactions and progress

	
	
	C1.5.4
evaluate the service provided to clients

	

	C2 Interpersonal Competence

	
	C2.1 Respect Diversity

	
	
	C2.1.1
recognize diversity

	
	
	C2.1.2
respect diversity

	
	C2.2 Communicate Effectively

	
	
	C2.2.1
work with climate and context to enhance communication

	
	
	C2.2.2
use a framework for verbal communication

	
	
	C2.2.3
use a framework for written communication

	
	
	C2.2.4
use effective listening skills

	
	
	C2.2.5
clarify and provide feedback

	
	
	C2.2.6
establish and maintain collaborative work relationships

	
	C2.3 Develop Productive Interactions with Clients

	
	
	C2.3.1
foster client self-reliance and self-management

	
	
	C2.3.2
deal with reluctant clients

	

	C3 Career Development Knowledge

	
	C3.1 Possess Career Development Knowledge

	
	
	C3.1.1
describe how human development models relate to career development

	
	
	C3.1.2
describe major career development theories

	
	
	C3.1.3
describe how change and transition affect clients moving through the career process

	
	
	C3.1.4
describe how life roles and values impact career development

	
	
	C3.1.5
identify major components of the career planning process

	
	
	C3.1.6
identify the major organizations, resources and community-based services for career development

	
	
	C3.1.7
explain components of labour market information

	
	
	C3.1.8
keep current about the labour market

	

	C4 Needs Assessment and Referral

	
	C4.1 Refer Clients to the Appropriate Sources

	
	
	C4.1.1
respond to clients’ needs

	
	
	C4.1.2
develop and maintain a referral network

	
	
	C4.1.3
make appropriate referrals


Professional Reference Questionnaire

for Certification as a

Certified Career Development Professional (CCDP)
Thank you for agreeing to assist the Career Development Association of Alberta (CDAA) in its certification process.  The purpose of the Professional Reference Questionnaire is to enable the applicant to provide independent evidence that his/her work experience fits the definition of qualifying work and that his/her skills, knowledge and attitudes are consistent with the core competencies.  
Applicants for the CCDP designation have been asked to provide professional references according to the criteria set out below.  If you do not meet the criteria, please inform the applicant that you are unable to provide the requested reference.

Criteria for Acceptance of Professional References:

· the entire questionnaire must be completed by the professional reference him/herself (not by the applicant or a third party)

· one reference must be the applicant’s current supervisor/manager (person who conducts the applicant’s performance evaluation)

· a minimum of two of three references must work in the Career Development field or Human Services field 

· a reference must have known the applicant for a minimum of one year

· a reference must have direct and up-to-date knowledge of the applicant’s practice (i.e., should have directly observed the applicant in practice within the past three years)

· applicants’ family members, employees and subordinates are not eligible to act as references  

· more weight will be given to the information provided by references who 

(a)  are acting or have acted in a supervisory role vis-à-vis the applicant

(b)  have directly observed the applicant in practice

(c) have recent knowledge (within the past one year) of the applicant’s practice

(d) are knowledgeable about the scope of the Career Development Profession
(e) have broad knowledge of the applicant’s scope of practice and competency

(f) work in the Career Development field

(g) have been certified as a CCDP
Completing the Professional Reference Questionnaire
The form below uses Microsoft Word software and is designed to be completed using a computer.  The form can be downloaded from www.careerdevelopment.ab.ca. Click your cursor in the box to type in your answers. The boxes will expand as you type into them if you need more space for your answers.  

We ask that you provide basic contact information about yourself (in case we need to contact you further) as well as information about your knowledge of, and relationship to, the applicant.  All information you provide in this document is strictly confidential and will be used only to assess the applicant’s qualifications.  

When you have completed and printed this document please initial each page to indicate that you completed the questionnaire yourself.  Seal the questionnaire in an envelope, sign over the seal and return it to the applicant for inclusion with his/her application.  If you require additional information or have questions please contact the CDAA Registrar at admin@careerdevelopment.ab.ca.
	Please provide the following information:

	
	
	
	
	

	Name of Applicant for whom you are providing a reference:
	

	
	
	
	

	Your Name:
	
	
	

	
	
	
	
	

	Address:
	
	
	
	

	
	Street / P.O. Box
	City / Town
	Province
	P.C.

	
	
	
	
	

	Phone/Fax:
	
	
	Email
	

	
	Phone
	Fax
	
	

	
	
	
	
	

	
	
	
	
	

	1.   Do you work in the Career Development Field?
	
	

	
	

	     a. If you answered “YES” to question 1 above, how many years have you worked in the field?
	

	
	
	

	         If you answered “YES” to question 1a above, do you have the CCDP designation?
	

	

	     b. If you answered “NO” to question 1 above, what is your profession?
	

	

	         If you answered “NO” to question 1 above, rate your knowledge of the scope of the Career Development Profession on a scale of 1 to 10 (10 being highest).
	

	

	

	2.   What is your job/position title:
	

	

	

	3.   Company Name/Address:
	

	

	

	4.   Is the applicant an immediate family member, employer or supervisor?
	
	

	

	

	Note:  applicants’ family members, employees and subordinates are not                                     eligible to act as references  



	5.   What is your relationship to the applicant? (eg., supervisor, colleague, etc.)
	

	

	

	6.   How long have you known the applicant in a professional capacity?
	
	
	

	Note:  to meet the acceptance criteria, you must have known the applicant in a professional capacity for at least one (1) year.  If you do not meet this criterion, please inform the applicant that you are unable to provide a reference.
	From:
	Month
	Year
	
	

	

	

	7.   When is the last time you directly observed the applicant in practice?
	
	
	

	Note:  to meet the acceptance criteria, you must have directly observed the applicant in practice within the past three (3) years.  If you do not meet this criterion, please inform the applicant that you are unable to provide a reference.
	Month
	Year
	
	

	

	

	8.   How frequently have you directly observed the applicant in practice?
	
	

	9.   Please review the descriptions of qualifying work experience below and indicate with an “X” in the box(es) at the right the category or categories which best describe your observation of the type(s) of career development services the applicant provides.

	

	Qualifying Areas of Work Experience
	

	(1)  Direct Client Services
	

	a. Career Assessment – individuals working in this area use formal and informal career assessment instruments, tests, and tools to assist clients to develop awareness of themselves and their career options.
	

	b. Career Counselling or Coaching – individuals working in this area know and apply major counselling or coaching theories, models, and skills to counsel or coach clients in career planning and work search strategies that connect clients to their goals.
	

	c. Facilitated Learning – individuals working in this area use commonly accepted principles of learning and group facilitation to teach, train, or facilitate individuals and groups in theory-based career development practices and work search strategies.
	

	d. Information and Resource Management – individuals working in this area determine the information needs of clients. They know and use career, labour market, and community resources to assist clients with their information needs.
	

	e. Work Development – individuals working in this area liaise with clients, employers, and professionals to facilitate work-related opportunities. They prepare clients to respond to the labour market and guide clients to complete application forms; prepare resumes, cover letters, portfolios and self-marketing tools; and support clients in maintaining employment.
	

	
	

	(2)  Indirect Services - Individuals working in this area perform one or more of the following functions:
	

	a. develop, market, co-ordinate, or manage career development programs/projects/services 
	

	b. research, write, or educate in the field of career development
	

	c. develop or implement long term strategies that connect career development and community economic development
	

	d. develop career development theories, models or policies
	

	

	

	10. Before you complete this section, refer to the list of core competencies on page 2 of this document.  Please comment on your observation of the applicant’s ability to carry out his/her work responsibilities in a competent and professional manner with respect to his/her technical skills, demonstrated respect for clients, ethical standards, and/or other skills relevant to career development:

	

	C1 Professional Behaviour:

	

	C2 Interpersonal Competence:

	

	C3 Career Development Knowledge:

	

	C4 Needs Assessment and Referral:

	

	

	12.  If you know of any reason(s) the applicant should NOT be accepted for the Certified Career Development Professional designation, please list below:  

	

	

	

	13.  Please provide additional information that may be helpful in reviewing this person’s application for the CCDP designation.  

	

	

	

	The CCDP designation is granted to recognize that the applicant has acquired experience and knowledge to competently provide career development services.  

14. Please indicate with an “X” in the box at the right how you rank the applicant as a candidate for the CCDP designation.

	

	HIGHLY RECOMMENDED
	
	RECOMMENDED
	
	NOT RECOMMENDED
	
	UNABLE TO JUDGE
	

	

	

	
	
	

	Name
	
	Signature

	

	
	
	

	
	
	Date

	

	Print pages 4 – 6 of this questionnaire and initial each page to indicate you completed this reference yourself.  

To ensure confidentiality and credibility, please seal this questionnaire in an envelope, sign over the seal and return it to the applicant to include with his/her application.   

	

	

	Thank you for completing this Professional Reference Questionnaire.


Note: we only accept professional references if included with the application.  We do not accept professional references submitted directly to us.  References received in advance of an application will be returned to sender.  If you require additional information or have questions please contact the CDAA Registrar at admin@careerdevelopment.ab.ca.
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