New Ceareer and Enterrise resources for 2016

WACE Career and Enterprise and Workplace Learning programs

Now available for 2016: Check for samples on web

e Career and Enterprise: CAE - General 11
Full colour text/workbook. Approx. 310 pp.
Price $52 (ISBN: 978-1-925172-25-6)

Fully reproducible e-version master also available to
schools which enables students to use writeable PDF

files.

e Career and Enterprise: CAE - General 12/ATAR11

Full colour text/workbook.

Approx. 354 pp. Price $55 (ISBN: 978-1-925172-26-3)

Fully reproducible e-version master also available to
schools which enables students to use writeable PDF

files.

Available mid-2016 (proposed)

e Career and Enterprise: Foundation 12 and
Career and Enterprise: Foundation 11

Available for 2017 (proposed)
e Career and Enterprise: CAE - ATAR12

Released in 2015

CAE General 11: Contents
Unit 1
1.Being Enterprising
2.Career Pathways

3.Work Skills 61
4.Career Development 89
5.Workplace Issues 115
Unit 2
6.Developing Enterprise 145
7.Career Investigation 177
8.Job-Seeking Skills 207
9.Workplace Effectiveness 229

10.Workplace Health and Safety 277

CAE General 12/ATAR11: Contents
Unit 3: Generall12 / Unit 1: ATAR11

1.Being Enterprising 1
2.Developing Your Pathway 31
3.Nature of Work 67
4.Effective Job-Seeking 113
5.Workplace Trends 143
Unit 4: General12 / Unit 2: ATAR11
6.Enterprise and Change 177
7.Work Skills 219
8.Career Development 255
9.Nature of Work - Advanced 289
10.Workplace Safety 323

A range of new resources are now ready for order. All of these new resources are available as full
colour printed books or as e-version PDF masters that students can complete using ICT devices.

= Personal Development Activity Planner: Introductory & Personal Development Project Planner: Advanced

colour-coded PDS project planning guides.

= Work Placement Journal (suitable for year 11 and Year 12 students work-related and vocational placements).
Full colour A4 size and includes 40 pages of daily journals as well as all 20+ work-related application activities.
= Community Services: Foundation & Community Services: Intermediate (industry-specific sets)

Industry-specific resource sets and workbooks support your VCAL, Applied Learning and work education and
career/pathways programs with content-based topics and applied activities.

Feel free to contact me to discuss which resource sets might be best suited for your teaching program.

Current resource list: 2016 (* = new)

WACE Career and Enterprise (PDF e-versions also available)
* Career and Enterprise General 11
* Career and Enterprise General 12/ATAR 11

Career pathways, work education and personal development
(PDF e-versions also available)

> Career Pathways

> Work Experience Journal

> Work Placement Journal

> Personal Development Activity Planner: Introductory

> Personal Development Project Planner: Advanced

Industry-specific resources (PDF e-versions also available)
> Community Services Foundation

> Community Services Intermediate

> Retail Foundation

> Retail Intermediate

Industry and Enterprise

> |&E Unit 1: Workplace Participation 3ed (& e-version)
* |&E 1&2: Towards an Enterprising You 4ed

> |&E 3&4: Towards an Enterprising Australia 3ed

VCAL and Applied Learning (Master sets also available)

* Literacy - Intermediate 3ed Workbook/text and Activities
booklet (revised for 2016) !!!also new e-version!!!

* Literacy - Senior Workbook/text and Activities booklet
(new for 2016) !!lalso new e-version!!!

> Numeracy - Intermediate Workbook/text and Activities
booklet

* Numeracy - Senior Workbook/text and Activities booklet
(new for 2016)

* Personal Development - Intermediate 3ed Workbook/text
and Activities booklet (new colour ed for 2016)

* Personal Development - Senior 2ed Workbook/text and
Activities booklet (new colour ed for 2016)

> Work Related Skills - Foundation Workbook/text and
Activities booklet

* Work Related Skills - Intermediate 3ed Workbook/text and
Activities booklet (new colour ed for 2016)

> Work Related Skills - Senior 2ed Workbook/text and
Activities booklet

DELIVER Educational Consulting
PO Box 40, Moonee Vale 3055 Ph & Fax (03) 9939 1229 ABN 80 922 381 610

Check for samples at: www.delivereducation.com.au michael@delivereducation.com.au



Personal Development Activity Planner - Introductory
Personal Development Project Planner - Advanced

These new colour-coded planning guides have been created specifically for schools and students to
support Personal Development activities and projects.

= The planners are formatted as write-in booklets with

colour-coded pages to support planning, organising,
doing and reviewing a personal development
activity or project.

= The planners combine all the planning steps

needed to successfully complete an individual or
teams-based Personal Development project, with
specifically designed planning pro-formas.

= The formatting encourages students to brainstorm,

discuss and document key points before finalising
their actions using the pro-formas.

= The planners offer the opportunity to use some

or all of the planning steps, depending on the
complexity of the activity/project.

Personal Development Activity Planner -
Introductory has been designed for foundation
level Personal Development activities; and can
also be used for introductory intermediate level
Personal Development activities/projects such as
those that might occur in unit 1.

Personal Development Project Planner - Advanced
has been designed for more sophisticated
intermediate level Personal Development projects
such as those that might occur in unit 2; and for
senior level Personal Development projects.

= Content includes advice, tips and guidelines. The

Advanced planner also includes specially designed
‘What would you do’ scenarios so that students can
problem-solve the types of issues that commonly
occur in these types of projects.

related to key planning stages.

e-versions
Both the Personal Development Activity Planner - Introductory and the Personal Development Project
Planner - Advanced resources are also available are fully reproducible e-versions through a site license.
These e-versions include interactive write-in PDF files, as well as the PDF ‘print’ version of the planners.
Pricing

Personal Development Activity Planner -
Introductory:

= e-version master license = $165

= Printed book = $25

Personal Development
Activity Planner - Introductory:

Contents
INtroduction.......ccceeeeereveereerennenns 2-3
Activity Planning Steps .
CBrief .o,
. PODR Brainstorm..................
PODR Planner .......ccccceevene
Task Skills................
People Guidelines .
TEMP-0O ..ovvviriiiieieeeeeeeeeiennn
Timeling .occovveveiieiieiens
Task Organiser
9. RoSter ....ccccceeveeenne
10. Communication ..............
11. Risk Management
12. Budget
13. Event Timeline

PNOU AW e

Personal Development
Project Planner - Advanced:

Contents
INtroduction......cccceeeeriereenerienenenes 2-3
Project Planning Steps.........c.ccceueunee 4
L. Brief oo 5

2. SKills woveeevriiiinnne
3. PODR Brainstorm .
4. PODR Planner ........cccecevrvevenen
5. Task SKills .ocvoveevvriieiriiierenne
6. Team Guidelines....
7. External Partnerships ...

9. TIMENNe ..covveveieiiieieiciciriiiine
10. Task Organiser .......
11. Equipment Organiser . .
12. Materials Organiser .............
13. People ROSter ......ocvveveerenee
14. Budget ......cco....
15. Risk Assessment
16. HazardControl ..................

14. Event Diagram ........cccceeeees
15. Event To-do ListS.......cceeuene
16. Event Planner ................. 38-39
17. Reflection ......ccccecvevveeunene 40-41
18. Evaluation: General Comp’s..42
19. Evaluation: Specific Comp’s ..43
20. Other information .......... 44-45
Printed
colour book
@$25
978-1-925172-12-6
17. Communication Strategy .. 40-41
18. Contingencies
19. Event Timeline
20. Event Diagram
21. Event To-do ListS......cccceeuuenne 47
22. Event Planner
23. Quality KPlIs .....
24. Reflection.......ccceevuevueennene
25. Transferable Skills ............ 54-55
26. Evaluation: General Comp’s... 56
27. Evaluation: Specific Comp’s ... 57
Other information .................. 58-59

= Includes event planning pro-formas in addition to the activity/project planning steps.
= Each planner acts as a student evidence journal with areas to gain teacher/supervisor feedback

Printed

colour book
@$27.50
978-1-925172-13-3

Personal Development Project Planner -
Advanced:

= e-version master license = $220
= Printed book = $27.50

Special offer: Buy both master licenses for $385 and receive a free printed copy of each book.

View PDF samples on the website. Any questions please feel free to contact me.

DELIVER Educational Consulting
PO Box 40, Moonee Vale 3055 Ph & Fax (03) 9939 1229 ABN 80 922 381 610

Check for samples at: www.delivereducation.com.au michael@delivereducation.com.au
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Career and Enterprise -
Unit 3: General12 / Unit 1: ATAR11

Welcome to your studies of Career and
Enterprise. This resource has been
specifically developed to support you in
your investigations into the world of work.
It will help enable you to develop into a
more enterprising young worker. For those
of you in Year 11 this is the first step in
your career pathways development. Those
of you in Year 12 are now at the stage

to actively investigate potential career
opportunities for next year and beyond.

In this unit you will examine the
characteristics of being enterprising,
investigate your own career pathway
options, examine issues impacting on
the nature of work, develop your career
portfolio through your IPP and EPP and
investigate a range of workplace trends
that will impact on you as part of the
workforce.

To make best use of this resource you
should:

v" engage in class discussion about the
issues and advice that you are studying

v reflect on how what you are learning
applies to your own career pathways
choices

v apply enterprising strategies to your own
career pathways development

v seek and actively participate in
workplace learning, volunteer and
community placements to build your
skills-sets

v" apply what you are learning in the
classroom to work-related situations, as
well as applying what you discover in
work-related situations back to what you
are learning in the classroom.

Section 10 includes a WHS induction
program and your teacher is likely to
require you to complete your WHS
induction in the first semester.

At any time you can seek advice, support,
feedback and help from people in your
career network. So what are you waiting
for; let’s get started working on your future!

10

11

12

13

14

15

16

Unit 3: General12 / Unit 1: ATAR11

1. Being Enterprising
. Career and Enterprise
. Enterprise in different settings
. Enterprise culture
. Enterprising behaviours
. Career competencies
. Work skills for jobs
. What about me?
. Personal & social competencies
. Transferable skills
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10. Self-management strategies
11. Planning and goal-setting
12. SMART goals

13. Decision-making

AT1: Assessment task

2. Developing Your Pathway
. Your career
. Why work?
. Multiple career pathways
. Values

. Lifelong learning
. Training
. Getting started
. Being SAVI
9. Career matching
10. Mini GOALscorer
11. Where am | at?
12. Multiple intelligences
AT2: Assessment task
3. Nature of Work
. Rights and responsibilities
. Employment contracts

ONOOL NwWwbhN —

. Workplace safety
. Student safety induction
. Organisational structures
. Resource management
. Efficiency
. Job satisfaction
. Quality
10. Social diversity
11. Equal opportunity
12. Workplace communication
AT3: Assessment task
4. Effective Job-Seeking
1. Finding work
2. Job-seeking network
3. e-networks
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4. Résumés
5. Job advertisement
6 Job applications

7. Job interviews
AT4: Assessment task

5. Workplace Trends

. Globalisation
. e-Commerce
. An ageing Australia

. Mobile population
. Changing family roles
. Career development

. Managing your time
. Managing risks

. Unexpected events
10. Career risk-taking
AT5: Assessment task
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Being Enterprising

Introduction ..........cccceeiiiiciiiiiis 8. Personal & social competencies 15

. Career and enterprise................... 9. Transferable skKills ......................

. Enterprise in different settings.......

. Enterprise culture .........................7 11, Planning and goal-setting.........
. Enterprising behaviours.. ....8 12. SMART goals...........ccceveicicnnnnnes
. Career competencies..................10  13. Decision-making ...........cccccceu....
. Work skills for jobs...................... 12 Summary..........cccccceeriiiiiiiiiicieeecnnees
. What about me?..............cccuu. 14 Assessment task...........cccceeeccnnnnnees

| am...

Enterprise in different settings

Enterprising individuals

Enterprise culture

Enterprising behaviours

Career management compete{e@

Work skills for jobs
Me in short

Personal an s<®$~pefencie
Transfera ills

Self-management straiee
Goal-setting
SMART goals o 23

PADS decision-making

N
(8]

N
N
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Glossary: Being Enterprising

Being Enterprising 22?9 ](
Self-Assessment 30 j(

Comments:
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Introduction: Being Enterprising

In this first section you will explore the notion that you need to be enterprising to
better enable you to take initiative to develop your future career pathway.

If you are at the beginning stage of Career and Enterprise you will be introduced
to a wide range of career development concepts and terminology that will apply to
your career pathway. The aim for those of you in your second stage of Career and
Enterprise is to investigate ways to actively apply these concepts to your career
pathway investigation as the year progresses.

o
£
0.2
:h
o 2
292
c
)

An enterprising approach to developing your career competencies will assist you to
proactively demonstrate each of these six capabilities.

v’ Entrepreneurial behaviours by being a proactive member of the workforce.

v’ Learning to learn by undertaking appropriate training.

v’ Career development and management by taking responsibility for your actions.

v Work skills by seeking and reflecting on suitable work placements volunteer and
community placements.

v Understanding the nature of work by to chx rk needs.

v Gaining and keeping work by takl s to be a
workforce.

What about you? 4 o

To successfully complete th @/ou will b ired to acﬁhe following.

1. Demonstrate unders of key ter gy and c rough a glossary.

2. Active participation s discus Q

3. Reflect on you&reer thwa. ess in re@ the career management
competenci

. Appl @have IeﬂQ your o r pathway investigations.

. Complet&@and submi ing activiti |rected by your teacher.
. Complete an iny, n report f@lat@d to your career pathways development.

. Undertake self- sment ﬁ end of this unit.

\QP & EPP: Being Enterprising

This section supports the first stage of development of your ongoing Individual Pathways
Portfolio and your Electronic Pathways Portfolio at this level. Tasks you will be required to
complete for your IPP and EPP include some or all of these, as well as other relevant tasks
set by your teacher.

U Identify and reflect on your enterprising behaviours.

U Identify your personal and social competencies and transferable skills.

U Explain relevant work skills and career competencies.

U Outline effective self-management techniques to help your career pathway.

0 Use goal-setting and decision-making to begin planning your career pathway.

Your teacher will give you more direction on your IPP and EPP requirements as needed
throughout the unit.

ng member of the

N o o b~
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1. Career and enterprise

In order to develop a more suitable and rewarding individual career pathway you
are going to have to become more enterprising. This is vital to your success as an
effective participant in the global commercial world.

So how enterprising are you? Well you're studying a subject called Career and
Enterprise at this stage of your secondary schooling. So that would suggest that
you are open to the idea of applying enterprising behaviours in order to successfully
develop and manage your future career pathway.

Well done. You've made a wise choice. But just what are enterprising behaviours and
how can these be identified, developed and applied so as to enable you to explore
more effective career pathways options?

Enterprising behaviours

Enterprising behaviours can be used to help us succeed in all walks of life. So the
idea of being enterprising is not just confined to the business or cemmercial world.
Individuals can develop enterprising behaviousgiorder to be e @nterprising
throughout their personal, social and com iAlives. And includes your
personal development while still enroljed condary s®ell as your
professional development in relation -related

It used to often be mistakenly tho at a person
could only be enterprising if the e up with%w

business idea. Those who dg) often r, rgg’to as
entrepreneurs. In the | s and 12; fore you Q

were even born!) the ter repreneu
it was usually asso@ated wi

landed on th WQ e of the

However, @ei rprising g

innovation. asic term enterprisi about
coming up with better \Aé doing thi Is can
extend to work skill pment, Ie;%p and
innovation as part o enterpri ture.

gﬂorm/
ck/Thinkstock
| am...

List 8 words or short phrases that suggest positives about you. (e.g. | am... always punctual.)

i. | am.... ii. | am....
iii. | am.... iv. | am....
v. | am.... vi. | am....
vii. | am.... viii. | am....
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2. Enterprise in different settings
i. Personal settings

As an individual goes about their day-to-day life they participate in a range of activities
that require and develop enterprising behaviours. Key tasks required in personal
settings include:

developing personal relationships
raising/supporting a family

o
£
0.2
:h
o 2
29
c
o

completing (unpaid) domestic tasks
planning and achieving personal goals
managing personal finances

4423248038

learning and mastering skills and
competencies

= maintaining health and wellbeing
= participating in hobbies and interests

¢ ° Image: Chgd Baker/Jason
. : : Reed/R) McVvay/
= balancing personal and professional comfigfaents. \ Photodise/Thinkstotk

ii. Social settings °
Human beings are, by their very na regario eople have a need to
seek out others in social situatio ny social si ns extend from our personal

experiences. These might inc@

cultivating and maintai ndships 6
participating in soc, Q
maintaining fa Q)nshlps o
working wit s to comple
worki @ shared i@\ goals N

Q ers.

4423208038

partici@@ting in hobbi erests

iii. Community se 9
As individuals we % have expgtienc®s within community settings and we participate
and contribute to eveyda n@ty life. Many of our social interactions extend into
the community through mily, religious, volunteer and other structured and
non-structured activities. rticipate in a number of varied communities including:

= local communities
broader community
learning communities

volunteer, welfare and support agency
communities

Image:
Purestock/Thinkstock

4 43

4

communities formed around a hobby or
recreational pursuit

4

social networks

4

online and virtual communities
= work-related communities.
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Enterprise in different settings

Give examples that outline how you have demonstrated enterprise in personal, social and
community settings. Be sure to clearly explain what you did in each situation.

Personal settings Social settings Community settings

Extension: Develop a profile of an enterprising person you know, admire or respect.
Prepare a 10 point presentation to the class that describes what the person does and
how this person is enterprising.

4
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C Enterprising individuals

o
=
2
§_ 1. Consider each of the statements below. Give them a rating from 1-5 (1: not-at-all, 2:
‘2 rarely, 3: sometimes, 4: a lot 5: all the time), based on how much they sound like you.
)
statement score statement score statement score statement score

a b c d

e f g h

i i k |

m n total

2. Develop 5 more statements that would be considered to be indicative of an enterprising
individual and write these in your workbooks.

3. How do you think enterprising individuals couldgo about devel mgthelr work skills?
Use an example for each of the 3 settings

4. Discuss how you could take steps To e enterpr|5| mples of the types of

tasks and activities you could do. Csl\ ith 5 c fo do

seek create
new o un|t|es.

“Iam pro tivesgn I elcome new

o challenges.” b
“Tli Qate
“I have a
responsibility
“Tam Prefp?lred 0 to treat others
to carefully with respect.” c
manage risk.” | o
“I value and “Life is what you
learn from make of it.” d
feedback.” k
) "I take the
I see myself as opportunity to

a vital part of the
community.” j

make decisions.” e

“I grow and learn by

“I like to test new ways . ;
4 working with others.” f

of doing things.” i

“It is important to plan “I like meeting and
and organise so as to working with people from
achieve goals.” h different backgrounds.” g
o) This file is for preview purposes only and is not permitted to be reproduced in any form.
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3. Enterprise culture

An enterprise culture can be said to be the prevailing culture within
an organisation, workplace or work setting which fosters

innovation, leadership and initiative and which

supports employees to be better trained,

flexible, problem-solvers so as to generate

quality outcomes for all stakeholders.

o)
=
4

S

Q.

e

[]
=

[=

(4]

The very nature of enterprise means that there

is no set definitive list of enterprising behaviours and skills that Ruchapong/ec
contribute to an enterprise culture. However, some skills are common Thinkstock
to all activities. At times different enterprising behaviours and skills take

precedence for varied situations and tasks.

For example, a functions co-ordinator will need to demonstrate enterprising
behaviours associated with planning and organising an event as well as
communication skills when the event is being staged. A pollce off@er will
need to demonstrate leadership, initiative and
their day-to-day duties. Construction worker
responsibility and be adaptable for wor

Enterprising people are able to effect |ne epieMiising behaviours
in order to achieve a suitable outc u will need @ proactive SO as
develop your own enterprlsmg iours to cr a better ca pathway.
So what does it mean it be ing? W %we char s of
enterprising behaviour? | for y gaged as tefrising
individual who can contr posmvel stralia’s f perity you
need to develop yogk work Skills a an enter ture

«° (Q

Enterprise culture D
What is an enterprise che and wuld you do to ensure that you become part of an
enterprise culture?
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4. Enterprising behaviours

Enterprise skills are work skills that are needed to become an effective employee.
Sometimes you might see different lists of varied enterprise skills. For our purposes,
based on this stage of your career pathways development, we will classify enterprise
skills into five sets of enterprising behaviours. These five sets include a number of
interrelated enterprising skills and behaviours.
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= Initiative

= Adaptability

= Problem-solving

= Communication

= Managing and leading

It is also vitally important to understand that each of these behaviours relies on the
ability to work effectively with others.

You need to remember that the lists of skills for these five sets qe not exhaustive.

By their very nature each of these five sets o erprising beh@viogrs can keep
developing and evolving. Also, many of th ic ente kills and behaviours
for each set will naturally cross over |nt of more o sets of enterprising

enterprlsmg behaviours

behaviours. The idea is to apply var
and skills to your career developrﬁ

Initiative
Includes but is not li
U identifying opo nities

[ being pr
a creatmﬁ
[ using newRechnologie

O asking questions
O seeking feedbaQ
[ accepting responsiBity

and working with others.

Communication

Includes but is not limited to:

U building interpersonal
skills

[ using ICT devices

O demonstrating cross-
cultural skills

0 developing a professional
and technical vocabulary

and working with others.

@agmg an
des bu

|m|ted t
O taki

ading

h ge
aging oneself
aging others

planning and

organising

U managing risk

U using resources
effectively

U working sustainably

U reviewing
performance

and working with

others.

00

omple
which ol@e sound like you?
m@ ’w‘avmu
daptability

es but is not limited to:
U being flexible
U learning new skills

U developing industry-
specific competencies

U embracing change

U accepting challenges
U seeking innovation
and working with others.

7

Problem-solving
Includes but is not limited to:
U analysing issues
U researching information
U making decisions
U dealing with change
U minimising stress
U resolving conflict
and working with others.
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Enterprising behaviours E

For each category of enterprising behaviours outline 2 examples of how you have
demonstrated these behaviours in a personal or school setting; and also in a work-related/
employment or community setting.

Enterprising Personal or Work-related/employment or
behaviour school setting community setting
Initiative
i.
ii.
Adaptability o

¥
IR .
PR
")
o

Managing and
leading
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5. Career competencies

The 2010 Australian Blueprint for Career Development identifies recommended
skills, attitudes and knowledge that all people need to have so as to enable them
to develop a more suitable career pathway. These skills, attitudes and knowledge
are the hallmarks of enterprising workers as part of a global commercial world. By
being a more enterprising young person you will naturally enhance your career
competencies. This will help enable you to contribute to an enterprise culture.
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During this year you will experience that this subject has been developed to closely
align with the career management competencies contained in the ‘blueprint’. The
information, activities and resources contained in this book have also been developed
to help you grow these competencies.

It is also important to note that these eleven competencies are inter-related and
cross over one another. For example, interacting positively and effectively with others
will help you to build and maintain a positive self-concept through participation in
lifelong learning related to your career pathway. And of course gypreferred outcome

of this is for you to secure and/or create and \ntain work asWartgf making career-
enhancing decisions.
The eleven career management corape@es are gr ree key areas.

A. Personal management
B. Learning and work explor,

C. Career building. 9
You should reflect on eg &these thre@ and thelea competencies as

you complete tasks th @

Image: adpated from
. al man eme Kalawin/
iStock/Thinkstock
1. Build and¥gaintain a p ise concerQ
S

2. Interact positively anthefigetively wi@ f
3. Change and gro ughout life.

B: Learniork exploration I——‘
4. Participate in lifelong @#fning supportive of career goals.

5. Locate and effectively use career information.

6. Understand the relationship between work, society and
the economy.

C: Career building
7. Secure/create and maintain work.
8. Make career-enhancing decisions.
9. Maintain balanced life and work roles.
10. Understand the changing nature of life and work roles.
11. Understand, engage in and manage the career-building process.
Source: Australian Blueprint for Career Development, MCEECDYA, 2010 J
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Career management competencies F

For each of the 11 career management competencies explain in your own words what the
competency statement means. Then give an example of an action you either can, or should,
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undertake in order to develop this competency during this semester.

Career

What does this mean to me? What can/should | do?

Competencies

A: Personal management

B: Learning and work exploration
.\Q ’

Extension: Interview a student who has completed a similar Career and Enterprise
program to what you are doing. Ask for up to 10 pieces of advice they would offer
to help enhance your career pathways development. Share with the class.

4
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6. Work skills for jobs

All occupations require the development and application of work skills by employees.
However, some jobs will need employees who are more developed in some
enterprising behaviours, employability skills and industry-specific competencies
than in others. The general types of work skills required for occupations are usually set
down in an occupation’s job description, whereas the specific work skills needed to
perform an occupation’s work tasks are usually outlined in job specifications.
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Employability skills
Back in 2002 the Employability Skills For The

Employability skills

) _ __ _ N = teamwork
Future Project, identified a set of eight employability = communication
skills (in four skills-sets). These basic skills were .

. . = learning

not only required to gain employment, but also to .

s . . , = problem-solving
progress within an enterprise so as to achieve one’s o technological skill
full potential. Employees were expected to develop Fe_c. n_o ogicat skl S_ )
these eight employability skills as part of lifelo = initiagve & enterprise skills

=

areness

learning. It was expected that all workers in rk WQ & organising
e
A

' r Work which your teacher
might emphasise. Look them up! “jgs
Industry-specific compe fé’

Industry-specific comp§$ are devel@by industryg ing’boards and form the

basis of competency- courses. Employees
need to show cong@etence®in tas to thei industry or industry sub-
sector for partj cupatio xample, u chnology is a work-related

skill expegte rally for pations,%&as using EFTPOS for customer
transacti might be a @s

specifi tency for the Retail Trade industry.
Job descriptions

employee in order t rry out icular occupation. Job descriptions relate to the
position and not to the p ob descriptions are developed
and used when advertising§@#’potential employees.

pecific@
Job (position) d tions o@ th@ key functions and roles expected of an

Job specifications detail the nuts and bolts of a particular

occupation. Job specifications outline the ‘specifics’ needed by

an employee to successfully perform a particular designated

position. These specifications involve skills, competencies,

experience, qualifications and technical abilities that the

employee is expected to demonstrate on a day-to-day
basis. Job specifications relate closely to industry-
specific competencies.

Industry-specific competencies required for
occupations as diverse as a personal trainer or a
painter and decorator will vary considerably and
will reflect job descriptions and job specifications.
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1. What are industry-specific competencies and how can these be developed? Give an

example.

Work skills for jobs G

2. Choose an occupation you are interested in. List 10-20 tasks that an employee would be

required to do as part of their day-to-day duties§For each of these ng're which of the 8
employability skills would be most needed t fully c ach task.

Occupation:

&

Ry

: TQ,QO
Z

&

00

O

Q)

o

ATAR extension. How do employees in ‘professional’ and ‘managerial’ occupations
develop employability skills and industry-specific competencies?

Interview a professional in an industry or occupation that you are interested in and
find out how they developed their skills.
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7. What about me?

We hear a lot of talk about different skills-sets that young people need to develop
to make them employable. So how do these relate to you and what you can offer
potential employers?
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You already have personality traits, personal behaviours and attributes that will
influence your employability. One of the keys to mapping your future pathway and
developing as an enterprising person is to recognise certain personal competencies
and social competencies that you can apply to future work environments. These
personal and social competencies will be strongly influenced by your values.

The idea is to build a career based on the things that you are naturally good at, while

also developing skills and competencies through lifelong learning and on and off-
the-job training.

So you need to clearly identify your personal and professional skills and determine
how you can both apply and enhance these in order to develop your career pathway.

o
Strengths and weaknesses )
The personal strengths and weaknesse ssess, arN? ell you interact
socially, can play a major role in your f athway. ttfibutes also influence

the development of your work skill \

Are you socially bold and outg AWhy not try sa
and customer service? Are t and anél?
Try research. Like destro things? Dem 7A Q

technological wiz? AV

. Ca ; try
nursing. Like bei%e re of att Well be ao

performer! Can’t

still? Door- - es. You
The cho reyours, s deresti
your skills,'&@pd don’t be ' if wha
you might have bee

e persor’@
weaknesses may: [ly turn out to

t
personality strength ut this \Qpend on how
T

enterprising you are at b ight attitude
to develop your career co ncies.
Got an, ahem, ‘big personality’? Then
make sure you build a career that suits this
- such as sales, entertainment or the like.
H Me in short Perhaps even primary school teaching?

Write a 160 character (max) SMS summarising your personality strengths for an employer.
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8. Personal and social competencies

(=2}
Personal competencies Key personal competencies :E,
Personal competencies reflect your inner self and 0 How well you deal with s
are demonstrated through tasks that you have stress. g
a natural ability for. These are your aptitudes, 0 What your level of patience @
which are those activities that you naturally are and understanding is.
good at and enjoy doing every day. “Davor has 0 How much attention to
an aptitude for fixing computers.” detail you have.
You can turn your aptitudes into useful workplace = & How reliable and punctual
abilities by developing skills and competencies you are.
through training. “Davor is doing a VET course ) What motivates you.
in IT.” You might also pursue a career pathway ' How much responsibility you

are prepared and able to
handle.

O Understanding of

your d| &ent multiple
Personal competencies also reflect your ce®

personality and your values. Different
personality strengths suit different carger

that complements your personal competencies.
“Davor is planning to study software engineering
at uni.”

need to plan your career pathway ment y personallty
strengths and weaknesses. So it i | ant to use eflectlon in order to
determine what your personal tencies ar o0 what are good at?

Social competencies ( Q .
cial competencies
Social competenci escliRe your

e
t t al
dealing with peop iﬂ social situ Wlth);ou easy to get along

Your persopggliti ur exper and yo% 0 Do you like meeting new
involvem d part|C|pat| ial eve people?

will develop r somal nC|es Y O Are you a good listener?
understanding of diffege pIe andé 0 Do you show understanding
cultures is also imp and empathy?

Socialisation skills are rtant in the [ Do you work well in a team?
workplace. Positive interpi | relationships L Are you bossy and

are a key factor in whether ill develop a domineering or are you
sense of job satisfaction and enjoy working. aiﬁept;ng and inclusive of
And happy workers are productive workers who others:

are more likely to succeed in a work setting. - Ergrﬁo(; f?;'rxe r\:\fcetl)lavglfgrsjﬁglse

Social competencies also enable us to interact and cultures?

more positively with others. They build cohesion ‘
and collegiality for team-based work in work-related settings. In addition,

social competencies are vital for networking. And networking is one of the

most effective ways to enhance and manage your career.

So how are your people skills? Do you have well developed emotional
intelligence? And have you heard of that term before? If not, then perhaps
you might need to work on developing your social competencies a little more.
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9. Transferable skills

Transferable skills are all those personal and social competencies that you have
developed in your everyday personal lives, educational lives and even your social
lives. You can transfer all these skills to the workplace. This will make you more
employable. For example, someone who is naturally outgoing might

make a good sales rep or front-of-house employee. Someone quiet

and analytical might be a good bookkeeper or a technician.
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Transferable skills are directly related to your personal and social
competencies. Key personal competencies might include how
reliable and punctual you are, your level of patience and how
much responsibility you are prepared and able to handle. Key
social competencies can include how well you work in a team,
whether you mix well with people from different backgrounds and
cultures and if you are easy to get along with.

For example, if you have well-developed competencies in persopal

health, nutrition and fitness then a career pa y as a fitnes P
instructor, nutritionist or PE teacher might sl ou ha Better time
developed people skills as part of yQur I compete management, including
i f deali t | N punctuality and meeting
occupations focusing on dealing wi \ peop s deadlines can be
childcare, education, sales and ent m|g developed in various
settings and transferred
I  Personal and social co nmes A into work-related
situations.
1. What are personal encies? Lis r own p Qompefencies.
2. What are socia etencies?giigh 3 of your own social competencies.

3. Explain the relationship between transferable skills and personal and social
competencies.
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Transferable skills  J

Identify and describe 3 personal and 3 social competencies that you have.
For each one explain how you could transfer (or have transferred) that competency to a
work-related situation.

Interview someone in the class then complete a competencies table for them as well.

Discuss and share the information with each other and with the class.

Personal competency/ How can (has) this be transferred

Social competency to a work-related situation.

e.g. Personal - | am always on time Last year during work experience | was never late; and most
and | usually arrive early to most days | actually arrived at my workplace before my boss.

events. My boss gave me an extra bonus as a reward.

Extension. What personality suits your type of preferred employment and what level
of social skills do employees need to have in this job?

Find out by asking someone in the know; i.e. someone who does, or hires for, this job.
What personal and socialisation skills-gaps do you see in yourself?

What can you do about this?
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10. Self-management strategies

There are a range of self-management strategies that you can pursue so as
to enable you to achieve positive personal and career growth. As you apply
these enterprising strategies to your personal and social experiences you
will also develop your suite of transferable skills that can be applied in work-
related situations. Some key self-management strategies include:
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= seeking feedback and review as part of constructive self-reflection

= effective planning and goal-setting using SMART goals

positive interpersonal relationships through teamwork and networking
appropriately managing risk and building resilience

4 40 0

sourcing and participating in informal and formal training opportunities
as part of lifelong learning; as well as many other strategies that will be
introduced throughout this course.

Self-reflection d goal-setting

Includes but is not limited to: .\® Inclu is not limited to:

U seeking advice and feedback tl ing achievable goals and

from others including superw ectlvesf r my career

U responding to constructiv developi action plan to
criticism ‘7 achiey Is

U reflecting on my ow U detgei@ifig and using appropriate
and weaknesses ré @ efor my goal achievement

U modifying my b viour to &' refining and modifying my plans to

improve y comes fike account of changing goals.
te ersonctlveness

Includes bu limited
U reco @ g and improvinQ@ny personal competencies

O buildinGyny sociali skills through team-based activities
U developing
U working in ted

pased environments to develop collegiality.

J
Managing risk Lifelong learning
Includes but is not limited to: Includes but is not limited to:
U researching information to make U completing work placement,
better informed decisions volunteer and community work
U making sacrifices to achieve my U undertaking appropriate
personal career goals vocational training
U maintaining a healthy work/life U meeting requirements for entry
balance into post-secondary courses
U demonstrating appropriate U career growth through upskilling
initiative and responsibility. . and professional development.
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Consider each of the 5 categories of self-management strategies.
1.

Self-management strategies K

Outline an example where you have done something enterprising as part of that self-
management strategy.

Briefly explain an enterprising activity or behaviour you could do as part of each
category of self-management in order to develop your career pathway.

What have | done.... What strategies could | do...
Self-reflection Self-reflection
Planning and goal-setting Planning and goal-setting

Interpersonal effectiveness sonal @
[

Managing risk @

Lifelong Iearning !

2

4.

List people who co &J devel e®-management skills. How could they help?

In your workbooks outline your own priorities that will influence how you manage your
personal, social and work responsibilities over the course of this year. How much time
will you need to devote to developing your career pathway outside of school hours?
What self-management strategies will you need to implement in order to make the
sacrifices to give you more time to invest in your career pathway?

Develop a timetable using a diary, an e-organiser or an app to manage your weekly
time commitments.
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11. Planning and goal-setting

In order to establish and achieve a successful career pathway you should
set goals to help guide your decision-making.

Many adults didn’t have much of a clue about what they really wanted to do
when they were your age. But like you, they did have some idea of where
they wanted to be at certain stages of their lives. It is sometimes better to
work backwards and find out what you need to do in order to achieve your
goals.

The most effective way to achieve any longer-term goal is to break this
goal down into a series of smaller, shorter-term, and more achievable, ‘bite-
sized’ objectives. Some of you may have used this type of thinking before.
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The standard way to start planning your future goals is to ask:
= “Where do | see myself at the end of the year?”
= “Where do | see myself in 2-3 years time, when | am 19- 20’?”

= “Where do | see myself in 8-10 years tlme enlamin ! |g 20s?”

-@

'u Ge IS

1. Break longer-

term goals down into
a series of smaller
achievable goa{ Qu o

A alise ymp
0 als and m
hese r
don’t da@a
3. Aim high but
keep your goals

Q Q realistic.
Find out as

uch information as
possible about what
you need to do in
order to achieve your
goal.

5. Plan and make
short-term sacrifices
to achieve a longer-
term investment in
yourself. 6. Plan and use your
time efficiently.

7. Ask for help and
get advice when
needed.

20 This file is for preview purposes only and is not permitted to be reproduced in any form.
Career and Enterprise: General 12/ATAR 11
Written by Michael Carolan. Copyright © 2016 DELIVER Educational Consulting and its licensors. All rights reserved



Goal-setting

Answer the following questions honestly in relation to your preferred pathway.

i.  What will | be doing in 3 months time?2

ii. What will | be doing in 12 months time?

iii. What will | be doing in 2-3 years?

iv. What will | be doing in 6 years?

v. What will | be doing in 15 years?

o
Use the 7 goal-planning steps to lay out an @an so a developing your
career pathway. You can draft some info jon below.
. Break down my goals: 4 o

. Visualise /describe myselfg &e roles: ‘ ZE q 5 s

Y oV

. Find out informatio :

. Plan and make sacrifices:

. Plan my time:

. Get adyvice:
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12. SMART goals

_? Once you have identified your key goals and
g"g objectives you can apply the SMART goals technique Specitic
38 g to help better plan for your goal achievement. Wedsurdble
o SMART goals should: be specific, be measurable, be
achievable, be realistic and be time-based or (timely). Redlistic

The SMART goal technique can assist you to move to

Gime-based
the next stage of goal achievement - the doing stage! w

You can see how SMART goals can be applied to
goal-setting, decision-making and problem-solving in
the example below.

SIMIARLT Gealls

22

Specific °
You must identify a clear and concise Y
goal that is not vague. It should focus rable

on what, how and who if relevant.

e.g. "l want to run my own small businé\@

in online retail, selling quality retro

clothing, accessories and collectibl@A

Achievab
You must aim for gogls thaig€an be
achieved based on §@ur skill®and

abilities; usually person

professio \
progressi is might req

identify small@ specific gd o

e.g. "l have product kg
market based on m @

and management, online sa
and retail (online) marketing.

You mu measure the
achie of the goal(s) in some

way. @ould be a simple yes/no
) pass/tail, or by @sing qualitative or
%titative ke%rmance indicators.
' t

success of my
have my business up
ales revenue, by profit
growth in sales and profit.”

Realistic

You must identify goals that not only
can be achieved, but which also reflect
your willingness and ability to achieve
them. Whether a goal is realistic
(including too easy or too hard) can

7 depend heavily on your motivation and
attitude.

Time-based (timely) eg. ".l am aimi_ng for mode;t sale; of
You must set a timeframe or deadline $35,000.m th? first year thle I build up
as part of a goal-achievement plan or my profile, with a net profit of $15,000. /
strateav. This helos create focus and think that to have a viable business then
discip?i)r:é The tirrF:eframe might also be realistically sales would have to double
reviewed and modified if necessary. in the following year.
e.g. "l will expect to launch in 3 months,
be turning a profit within six months and
be generating a full-time income within
24 months.” J
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SMAR I aoal

SMART goals M

Use the SMART goal technique to assist you to plan for a career pathway goal you are
interested in achieving. It is most likely that you identified this goal in Activity 1L on p.21.
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Specific: What is my goal?

Measurable: How will | measure whether | have achieved this2

NIRNY

Achievable: What makes me think | can is, What else do @ d to do to achieve this?

Realistic: s

Time-based (timely): What deadlines will | set and what review timeframes will | use to measure
achievement?

ATAR Extension. Use the SMART goals technique to help you develop an action plan
to get the score for the ATAR you might need for entry into your preferred course.

4
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13. Decision-making

Choosing from a set of pre-determined options can be referred to as making a
‘simple’ decision. This is a bit like true/false or multiple choice questions. Or perhaps
similar to choosing your subjects as part of your WACE, or choosing which VET
course to do. Now we know that these decision weren’t necessarily easy at all. But
having a limited range of choices narrowed down your potential options, so that in the
end, the result could be said to be a ‘simple’, ‘do | do this’ or ‘do | do that?’
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In relation to your career pathways development a ‘simple’ decision might be,

“What type of work placement will | need to do to help improve my career pathways
options?” Or perhaps a decision such as, “What social activities will | need to curtail

so as to put more time into study so that | can get the ATAR | need?” Once again,

not easy decisions, but quite simple nonetheless. The

hard part is actually following through. That’'s why all jmage: igoncept/
decisions, are in essence, quite complex. Deciding can be

straightforward. Doing can be very hard indeed. Or in the
words of Yoda, “Do or do not, there is no try!”

0
Many entry-level work-related tasks requr oyees
make ‘simple’ decisions by foIIowrn ence of a
or a structured process. However career p
you will be required to make m lex decis
Decision-making proceﬁs
One way to help you bette tify the problem
making decisions js to a serle t be the best course for
to guide how yOL{nk about ac g your e after I finish my WACE?”

goals. b
A deci g proc Iso hel & 2. Investigate alternatives
to deal wi otentlal p “I will look at the options available

occur when facin t deC,S,é through TAFE and higher education
it's sort of a pro olving process @s well. and then see if they match my

PADS is an ongoin@glecisi g pathways goals.

process which can suo 0 constantly 3. Make a decision

refine your goals and imp your career ;

competencies. My Careers Counse{lor suggested
that | should consider aiming

Some of you might have already been for either a degree in software

introduced to PADS decision-making and engineering, or an advanced diploma

PADS is just one of many processes that you = in computer applications as part of a

can use. However, your teacher might prefer graduated pathway.” J

to focus on a different method.
4. Evaluate the solution

1. Problem . _ .
. “I think this is a good option at the
2. Alternatives moment, but if my ICT interests
3. Decision change over the year | will have to
4. Solution investigate more widely. So I'll keep
an open mind at this stage.”
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PADS decision-making

Use the PADS decision-making model to assist you to make some decisions about the types
of career pathways options you might investigate over the next few months, including
potential courses that might suit your career pathway when you finish your WACE.

1. Identify the Problem
(Try and list this career pathway problem in 1 or 2 short sentences.)

2. Investigate Alternatives
(List 3-4 potential or alternative career pathway courses of‘:tcﬁon.)

© &
<
. Q 3. Make a QA

(Decide the most approprig sion for fq of your briefly explain why.)

C &3

4 ate the Solution
(Come up with at least ay. f an assess whether you made a suitable decision at
your career pathway.)

Extension: Go online and find out about 2 other decision-making processes.
Name these and the relevant weblinks. Summarise key points in your workbooks.
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Summary: Being Enterprising
In order to develop a more suitable and
rewarding individual career pathway
you have to be more enterprising. Being
enterprising is not just confined to the
business or commercial world. Individuals
can develop enterprising behaviours in order
to be more enterprising throughout their
personal, social and community lives. Being
enterprising is about coming up with better
ways of doing things. This can extend to work
skills development, leadership and innovation
as part of an enterprise culture. You can
be enterprising in personal settings, social
settings and community settings.

An enterprise culture is the prevailing
culture within a work setting which fosters
innovation, leadership and initiative
and which supports employees to be
better trained, flexible, problem-solvers so
as to generate quality outcomes for all
stakeholders.

Enterprise skills are work skills that

needed to become an effective em e.
We can classify enterprise skills j sets
of interrelated enterprising be |ours
These sets include a num erpr|3|
skills and behaviours and e Iso relles

the ability to work eff ively With ot

1. Initiative
2. Adaptabili (Q
The Australian Blueprj areer

Development identifies s, attitude
and knowledge that are the h

4. Communi
5. Managing and Ieadln

career management competencies that are
grouped into three key areas.

A. Personal management

B. Learning and work exploration

C. Career building.

All occupations require the development and
application of work skills by employees.
Employees are expected to develop a set of
eight employability skills as part of lifelong
learning. Industry-specific competencies
form the basis of competency-based
training such as VET and TAFE courses

as employees need to show competence

in tasks related to their specific industry or
industry sub-sector for particular occupations.

Job descriptions outline the key functions
and roles expected of an employee in
order to carry out a particular occupation.
Job specifications outline the skills,
competencies, experience, qualifications
and technical abilities that the employee is
expected to demonstrate on a day-to-day
basis.

You need to clearly identify your personal
and professional skills so that you can use
and build on these to develop your career
pathway. Personal competencies reflect
your inner self and are demonstrated through
tasks that you have a natural ability for.
Different personality strengths suit different
caregers. Social co fetencies describe

kills in it®people and

jal situation ive interpersonal

elatlonsh y factor in whether
ou w ctively with others and also
enJoy v@

ferable skills @re all those personal

C|aI compe s that you have

ped th ansferred to work-

ted S|tu
Self-man - strategles can help you
achle e personal and career growth.
Thes de, self-reflection, planning and

- settlng, interpersonal effectiveness,
glng risk and lifelong learning.

e most effective way to achieve any longer-
term goal is to break this goal down into a
series of smaller and more achievable short-
term objectives. You can apply the SMART
goals technique to help better plan for your
goal achievement. SMART goals should be
specific, measurable, achievable, realistic
and time-based.

PADS is an ongoing decision-making
process which can support you to constantly
refine your goals and improve your career
competencies. It involves 4 stages.

1. Identifying the problem

2. Investigating alternatives

3. Making a decision

4. Evaluating the solution.
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Glossary: Being Enterprising

There are a number of key words and terms highlighted throughout this section.

e
2.

Word/term

List these and provide a definition for each.

Definition

For each one give an example that relates to your own experience; or alternatively list
some other information or a resource that relates to this term.

Your teacher might add some other key words/terms for you to complete.

Example/information/resource
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AT1 Being Enterprising

Investigation Report
9 .
For this task you are required to complete a report into ways that a young person can be

enterprising so as to better develop their career. Using a report format negotiated with
your teacher complete the relevant tasks below. For each task you must use examples
related to your own career pathways development.

(2]
=
i

S

[=}

e

[]
-

[=

o

ATAR 11: Unit 1 students General 12: Unit 3 students

Part A: Enterprise and me Part A: Enterprise and me

i. Explain the concept of being i. Explain the concept of being enterprising
enterprising including enterprise including enterprise behaviours in
behaviours in different settings. different settings.

ii. Discuss how personal enterprise can ii. Discuss examples of how your own personal
help develop your personal and enterprise has helped you develop your
social competencies and transfer petsonal and social@ompetencies; and
these to work-related situations. ou have transerr@d these to work-

iii. Outline key work skills that you d situati
will need to develop for work- ¢ xploun ke kifls that you have

related situations. \ alread ped, and will need

iv. Explain how effective self- 4 f° furt velop for work-related
management can help you tions. What adlions can you do to
develop your own careerﬁt evelop the k skills2

v. Use the SMART goal s to Qplom how o edelf-management

develop a clear and e career an help @ £10p your career

pathway goal gffd outli pathw. ne self~-management
steps for y jieve thls o stratdgie§)that you can use to assist you.

Part B: C gemen we MART goals process to develop
competen ( r and concise career pathway goal
i Choose aeast 1 ¢ Od outline the steps for you to achieve
management co from o s ezl
each of the 3 a Part B: Career management competencies
Explain how this car@er o i. Choose at least 1 career management
management compet tes competency from each of the 3 areas.
to your own career path Explain how this career management
development. competency relates to your own career
ii. Outline, using examples, of what pathways development.
you have done, or what you ii. Outline, using examples, of what you have
could do to manage your career done, or what you could do to manage
pathway so as to develop this your career pathway so as to develop this
career management competency. career management competency.

Important information
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Assessment Task 1 - Investigation Report: Being Enterprising

Name:

Re-

Tasks quired

Due by Done Teacher
Part A: Enterprise and me

= Negotiate a suitable report format. v
i Explain being enterprising and enterprise behaviours.

i Discuss transferring your personal & social competencies.

v
v
iii Explain work skills for work-related situations. v
iv Discuss self-management and your career pathway. v

v

vi Develop career pathway goal and achievement steps.

= Present draft to your teacher for chec
Part B: Career management competencie
i CMC 1 and you. @

i CMC 2 and you.

it CMC 3 and you. Q
i CMC 1 and you pment. 0 v

i CMC2a ur evelopm* 0
il CMC 3 and your devel‘é ¥

J—

= Present draft to your teac @ hecking. v
v

Stage 3: Preparing your report

= Finalise your information and incorporate feedback
= Prepare/submit final written report in suitable format. v

= Give presentation report to the class (if required).

s )

Additional information:
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r

Self Assessment Pro-Forma
Which work skills did | develop during this unit?

<)
=
Z
T
o
=
o
S
c
o

-

Which tasks did | perform best at during this unit?

-

e

Which tasks did | most enjoy doing and why?

e

. N
Which tasks (if any) did | least eniQo g and wh@

_’
How did | dem career ma ent comp |es?

: 0&6&

-

e 2

Which areas should | focus on improving?

Signed: Date:

Teacher initials:

30 This file is for preview purposes only and is not permitted to be reproduced in any form.
Career and Enterprise: General 12/ATAR 11

Written by Michael Carolan. Copyright © 2016 DELIVER Educational Consulting and its licensors. All rights reserved





