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Introduction to Skills for Work – Entry 3
_______________________________________________

This assignment enables you to demonstrate that you can:

• Investigate local job availability
• Identify the qualities and skills you may need to work in them.

Task 1

Make a list of the different places that you can find information about jobs.  Identify the
sources that provide jobs that would be the most appropriate for you.

Task 2

Identify the requirements that are common to most jobs. 

Task 3

Describe the range of skills that may be required in the workplace.

Task 4 

From a range of workplaces, identify various jobs that require different skills, e.g.
practical, research, ICT, teamwork etc. 

Task 5

Choose a job that interests you and identify the skills that are needed for it.  Match your
own skills to those required and say which you may need to develop further.  Present
your findings to others.

At the end of this assignment you must hand in:

Task Evidence
1 A list of a range of different places with notes
2 A descriptive list of requirements.
3 A descriptive list of skills for the workplace
4 A table to show your findings
5 Appropriate presentation materials
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Introduction to Skills for Work – Entry 3
_______________________________________________

FOR TUTOR GUIDANCE ONLY – Not for Issue to the learner

Task Assessment Guidance – a learner must

1 Show evidence of a range of job sources and choose two which offer jobs
appropriate to their own ability.

2 Produce a list of common requirements, to include punctuality,
trustworthiness, ICT, communication skills, numeracy, etc.

3 Show evidence of understanding of workplace skills, e.g. practical, study
skills, ICT, caring, communicating, 

4 Identify at least three different workplaces and be able to compare
different skills required in a variety of jobs.

5 Understand different skills required for a chosen job and match own skills
to those needed.  Identify skills to be developed.  The presentation may
be verbal/reported, poster etc.

The above evidence will enable the learner to demonstrate that they can:

• Find out information about jobs
• Identify skills that are common in jobs
• Investigate the skills that are important for any workplace
• Understand their own skills and compare current skills with those required in the

workplace
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