UNIT 9: PREPARING FOR EMPLOYMENT (FOUNDATION)
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ABOUT THIS UNIT

This unit is about preparing for employment.
You will learn:

+  how to look for jobs or training opportunities
+ how to choose the right job or training

+  how to apply for a job or for training

+ about selection methods

+  how to prepare for an interview.

This unit will give you a chance to practise and prepare for all four stages of getting a job or
training. You will find out about the different ways of looking for jobs or training. You will
think about why a job or training suits you. You will learn how to apply for jobs, what
employers are looking for, and methods employers use to decide whether or not you are
suitable. It will help you to work out your strengths, skills and interests and to match them to
the types of job or training that would best suit you. You will also find out how to prepare
and be ready when going for a job or training interview.

The skills that you develop in this unit will help you to apply for jobs or training in the
future.

This unit is common to foundation GNVQs in:

+ Art & Design

+  Construction & the Built Environment
+  Engineering

+  Hospitality & Catering

+ Information Technology

+ Land & Environment

+ Leisure & Tourism

+  Manufacturing

+  Performing Arts

+ Retail & Distributive Services
+ Science.

This unit will be assessed through your portfolio work only. The grade awarded will be
your grade for the unit.

WHAT YOU NEED TO LEARN

How to look for jobs or training opportunities
There are many different ways of looking for jobs or training. You can:

+ look for job advertisements in local newspapers and in specialist magazines and
newspapers

+ look for advertisements in workplaces and shop windows

+  visit a careers or job centre

+  visit an employment or recruitment agency

+ ask about job vacancies by writing to, telephoning or visiting a place of work.
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How to choose the right job or training

There are many people you can talk to and places you can go in order to get help in choosing
the right job or training. You could:

 talk to a careers adviser or teacher

+ visit a local careers office or library

« visita job centre

« use a computer programme or the Internet
+ talk and listen to people in the workplace
+  gain work experience

+ talk to friends and family.

How to apply for a job or for training

When you apply for a job or for training, you will need to give the employer or interviewer
as much useful information about yourself as you can. Employers like to know why you have
applied for the job or training and what skills and interests you have that may be related to
that job or training. There are lots of kinds of personal information that interest employers,
such as:

« personal details (such as your name and address)

« subjects you studied or are studying and qualifications you have gained

« skills (such as keyboard skills)

« personal qualities (such as being on time, reliability)

« personal experiences and achievements gained through work (paid or unpaid), school or
college, family and social life (such as looking after younger brothers or sisters or
playing in a local sports team)

+ hobbies and interests.

Employers ask people applying for jobs or training to present information about themselves
in many different ways. This could be in:

« an application form

+ aCV (curriculum vitae)

+ aletter of application

« aNational Record of Achievement or progress file.

You will need to be able to use these different methods to present information about
yourself.

You will also need to know what information you might get from an employer, for example:

« adescription of the work and duties you are expected to carry out
«  work times and holidays

« opportunities for further training

« the qualifications, skills and experience needed for the job.

You will need to know how to use this information to help you with your job application.

About selection methods

Employers do not always use the same method to help them decide whether or not to give an
applicant a job or training place. As well as looking at written information provided by the
applicant, employers may:

« carry out a formal interview in the workplace, at the careers or job centre, or over the
telephone

+ ask the applicant to complete a task related to the job, such as typing a letter

+ organise a friendly chat or tour of the workplace.
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You will need to understand what each of these selection methods involves. To give you
practical experience, you will take part in a mock job interview. You will need to be able to
listen carefully to the interviewer’s questions and answer each of them clearly.

How to prepare for an interview

Most employers interview people before selecting them for a job or training. It is important
that applicants prepare for an interview. When preparing for an interview you will need to
think about:

+  how you will greet the interviewer(s) when you meet them

+ your dress and appearance — what it says about you

+ the way you present yourself during the interview (including non-verbal communication)
«  what questions you might be asked and what answers you might give

+  what questions you will ask the interviewer

+  why you want the job

+  what skills and qualifications you could bring to the job.

You will need to demonstrate how well you have prepared in a real or mock interview. When
being interviewed you should:

+  Dbe polite and show respect for all the people involved

+ speak clearly in a way that suits the situation

+ listen and respond appropriately to the interviewer(s)

+ provide information that is relevant, thoughtful and truthful

+ ask questions about things you do not understand about the work or training.
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ASS

ESSMENT EVIDENCE

You need to produce an employment folder. It should include:

«  information about the main ways to find out about jobs or training

* information about jobs or training that interest you

*  an application for a job or training of your choice. This must include a letter, and either your CV or a completed application form

* arecord of your performance in your mock interview.

Key Skills

As you work on this unit, you may be able to produce evidence for:

*  Application of Number

. Communication

e Information Technology.

Pass

To achieve a pass your work must show:

Merit

To achieve a merit your work must show:

Distinction

To achieve a distinction your work must show:

use of appropriate information to find out about a job or
training place that interests you

your ability to provide relevant information in your
written application for the job or training place

an answer to an interviewer’s questions clearly and
carefully.

.

your ability to find and use other relevant information
about jobs or training that interest you

your ability to explain clearly in your written application
why you are suitable for your chosen job

use of appropriate non-verbal and verbal skills to
communicate your interest during an interview.

use of appropriate technical terms with consistency when

presenting your application

your ability to ensure that the information you include in

your application convincingly shows how your interests

and experience match the requirements of the job

your ability to present your application in an effective

and suitable manner

areview of your application and interview, and the
identification of ways to improve your job-seeking skills.
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ESSENTIAL INFORMATION FOR TEACHERS

Teaching strategies

This unit is about preparing the student for the next step, either looking for a job or seeking
further training opportunities. The unit is designed to take students through a series of stages
that will help them with this preparation.

Knowing where to look for a job and/or training opportunities

Students may have some working knowledge of where to look for jobs or training. This
knowledge needs to be expanded further to look at the sector they are most interested in.
Teachers should draw attention to sources relevant to particular vocational areas. It is
important that at this stage students are encouraged to investigate a number of different
sources of information. These may include:

Media sources

+ national newspapers

+ local newspapers

+ vocationally specific trade journals
« specialist magazines

« young people’s magazines.

Places to visit

» school careers library

» local library

+  job centre

« local careers office

+  part-time job (if appropriate)

+ work experience placements (if appropriate)
+ training providers

+ recruitment agencies

+ employment related to the vocational sector.

People to interview or invite to the centre

+ schools careers officer

«  personal tutor

+ local careers officer

+ employers known to the school/college
»  family or friends

+  Chamber of Commerce members

+  workers from the voluntary sector.

Personal research by letters or telephone

+  phone enquiries to job centres and careers centres
+  written enquiries to job centres and careers centres.

Students should be encouraged to use standard forms to help them collect information. It
might be useful for students to combine their individual research to provide a greater
coverage of the available information. For evidence they could produce a careers directory,
wall charts, diagrams or leaflets on the information gathered. However, for the purposes of
assessment it is important that students should record their own contributions separately.
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Gathering and presenting information

Once students have collected information on what jobs and training are available, they can
begin to select what is suitable for them. Before they move to the phase of producing
information about themselves, they need to use a variety of resources to record the
information. It is useful to prepare documents that help structure the information that the
student may want to review. Strengths, weaknesses, likes and dislikes can be listed.

Many word-processing packages contain CV templates. Their use may be limited for
candidates at this level as the structure and complexity may prove a disincentive. Teachers
may find that local careers services have templates or proformas at the right level or they
may wish to prepare them themselves. Sample application forms are often available from
employers. Many careers services have copies as well as specially designed ones. Similar
forms should be used where a student is looking to progress within the education system.

It is perfectly acceptable for students to use copies of real applications as evidence for their
portfolios.

The mock interview

It is not necessary to make a videotaped or audio-taped record of any interview, although
these might be useful to help students review their performance. Assessor notes taken during
the interview using a standard form provide evidence of performance, alongside any written
comments produced by the students in reviewing their performance. A useful quality
assurance measure would be to have two staff involved in at least a sample of the interviews.
This would enable staff to judge how closely the mock interview resembles a ‘live’ interview
situation.

As with the application, evidence from a ‘real’ interview is acceptable.

Assessment strategies
Pass

Finding out information

Students should show that they understand the main ways to find out about job or training
vacancies. The minimum for this criterion would be met by listing three relevant, main
sources, for example:

+ advertisements (local and national newspapers)
+ professional advisers (careers teachers/tutors, staff at job centres)
+ other informed sources (family or friends).

Using appropriate information

There should be clear evidence of information use. Assessors will need to make a judgement
about sufficiency of information. At a minimum there should be two sources of information
used. The first may be intangible in that it comes from the student’s life experience (for
example, “I’ve always wanted to work in... and there always seem to be jobs available™).

The written application
The application should be clear and must include two items (a letter and CV or a letter and
application form). It can be hand-written or word-processed.

A letter should:

+ be not less than six sentences
+ use standard style conventions
+ Dbe relevant to the job or training applied for.
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A CV or application form should:

+ include personal information
+ identify skills and qualifications
+ identify interests and hobbies.

The interview
Students should be able to answer a mixture of closed and open questions. The answers may
lack fluency and the interviewer may need to make prompts to encourage basic replies.

Merit

Finding and using additional information

Students should show some independence in collecting information. If materials have been
supplied to the students they should have a complexity that ensures that the student has to
select appropriate information. For example, the student will have read and rejected some of
the material provided. It is unlikely that the student will have used fewer than three sources.
Fewer sources may be possible if the depth of information used demonstrates a high level of
skill in selecting the appropriate information. The sources of information should be evident
to the assessor.

The written application
In the application, vocational language in particular will be appropriate and accurate.

Students should show that the job selected is appropriate, suited to, and linked to, their
interests. Evidence should come from the application letter, CV or form, together with
supporting evidence from the interview. The links and suitability of the job or training
should be matched against the student’s skills, interests and qualifications (anticipated or
otherwise).

The interview

Verbal and non-verbal communication should be appropriate for students at this level.
Assessors with limited interviewing experience should seek advice — eg from a careers
officer — about the level of skills expected at this level.

Distinction

Making an application

Students should show in more detail how their applications are clearly linked to the job or
training description. The detail could be shown in the letter of application or the application
form. Each explanation should relate directly to the description of the job or training that
they have chosen.

The written and oral work should show that the student has collected and used a variety of
information and has made good use of technical terms to indicate understanding of the terms
and how to use them appropriately.

The application will be effectively presented. Evidence will come from the quality of the
written aspects. Content and presentation will contribute to this. During the interview,
students should demonstrate their suitability for the position, for instance by showing a depth
of understanding of what is required in the work.

Evaluation
Oral or written evaluation will make use of feedback and accurately identify positive and
negative aspects of the application.
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Key Skills

This guidance highlights the most relevant Key Skills opportunities in this unit. It contains
suggestions only. You will need to check that students have produced all the evidence
required to meet part A and part B of the Key Skills specifications. Students may need to
develop additional evidence elsewhere to meet fully the requirements of the Key Skills
specifications.

Guidance is referenced in two ways:

K — keys to attainment

These are Key Skills or aspects of Key Skills which students should achieve as they meet the
vocational requirements of the units. Only part B of the Key Skill is highlighted — you will
need to check that students achieve part A.

S — signposting

These are opportunities that can be incorporated naturally into the learning programme.

APPLICATION OF NUMBER, LEVEL 1 Key Skills
Reference
When students are: They should be able to develop the following Key
Skills evidence:
There are no major N1.1  Interpret straightforward information from two | S
opportunities for different sources. At least one source should be
application of number a table, chart, diagram or line graph.
achievement. However,
if pay rates/wages are
investigated
N1.2  Carry out straightforward calculations to do S
with: (a) amounts and sizes; (b) scales and
proportions; (c¢) handling statistics.
COMMUNICATION, LEVEL 1 Key Skills
Reference
When students are: They should be able to develop the following Key
Skills evidence:
+ finding out about Cl.1 Take part in a one-to-one discussion and a group | S
job or training discussion about different, straightforward
vacancies subjects.
+ producing a written {C1.2  Read and obtain information from two different | S
application form, types of documents about straightforward
letter and/or CV subjects, including at least one image.
+ answering an C1.3  Write two different types of documents about S

interviewer’s
questions
identifying
materials to support
the activities
(depending on the
team activity)

straightforward subjects. Include at least one
image in one of the documents.
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INFORMATION TECHNOLOGY, LEVEL 1 Key Skills
Reference
When students are: They should be able to develop the following Key
Skills evidence:
+ finding information [IT1.1 Find, explore and develop information for one | S
about jobs (for purpose.
example from a
careers database)
+ producing a job IT1.2  Present information for one purpose. Include at | S
application least one example of text, one example of
images and one example of numbers.
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