New Ceareer and Enterrise resources for 2016

WACE Career and Enterprise and Workplace Learning programs

| am actively working towards producing specific resources for WACE Career and Enterprise courses for
2016 with CAE General 11 almost finalised and CAE General12/ATAR 11 well underway.

Available for 2016
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.

Will be going to print later in November. e-version finalised late November. Interim
files available.

See website for previews of the entire resource.

and

1T |esauan

e Career and Enterprise: CAE - General 12/ATAR11
Full colour text/workbook. Approx. 320 pp. Price $55 (ISBN: 978-1-925172-26-3) CAREER _,

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

Will be going to print later in December. e-version finalised January. Interim files
available.

See website for previews of Sections 1-5 (Unit 3/Unit 1).
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Released in 2015
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: 2015 into 2016 VCAL and Applied Learning (Master sets also available)

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

>> Numeracy - Intermediate Workbook/text and Activities
Portfolio booklet (new in term 1, 2015)

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

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

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

>> Career Pathways

>> Work Experience Journal

>> Work Placement Journal (new in term 2, 2015)

>> Personal Development Activity Planner: Introductory (new
in term 2, 2015)

>> Personal Development Project Planner: Advanced (new in
term 2, 2015)

Industry-specific resources (PDF e-versions also available) ** personal Development - Senior 2ed Workbook/text and
>> Community Services Foundation (new in term 2, 2015) Activities Portfolio booklet (new colour ed for 2016)

>> Community Services Intermediate (new in term 2, 2015) >> Work Related Skills - Foundation Workbook/text and

>> Retail Foundation Activities Portfolio booklet

>> Retail Intermediate ** \Work Related Skills - Intermediate 3ed Workbook/text
Industry and Enterprise and Activities Portfolio booklet (new colour ed for 2016)
>> |&E Unit 1: Workplace Participation 3ed (& e-version) >> Work Related Skills - Senior 2ed Workbook/text and

** |&E 1&2: Towards an Enterprising You 4ed (revised for Activities Portfolio booklet

2016) WACE Career and Enterprise (PDF e-versions also available)
>> |&E 3&4: Towards an Enterprising Australia 3ed ** Career and Enterprise General 11

** Career and Enterprise General 12/ATAR 11

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



Order form: Current from Term 4, 2015 (Note: All prices are GST inc.)

WACE: Career and Enterprise (exp. Dec 2015) Printed text e-version master Total
Career and Enterprise General 11 @ $52 @ $660
Career and Enterprise General 12/ATAR 11 @ $55 @ $660
Careers, Work Education & Personal Development Printed text e-version master Total
Career Pathways 2015 @ $35 @ $440
Work Experience Journal 2015 @ $20 @ $165
Work Placement Journal 2015 @ $27.50 @ $220
Personal Development Activity Planner:
Introductory 2015 @ $25 @ $165
Personal Development Project Planner:
Advanced 2015 @ $27.50 @ $220
Industry and Enterprise Printed text e-version master Total
I&E Unit 1:
Workplace Participation 3ed. 2015 @ $33 @ $440
I1&E Units 1&2:
Towards an Enterprising You 4ed. 2015 @ $42.50 na
1& E Units 3&4:
Towards an Enterprising Australia 3ed. 2012 @ $59.95 na
Industry-Specific Resources Printed text e-version master Total
Retail - Foundation 2014 @ $33 @ $165
Retail - Intermediate 2014 @ $33 @ $165
Community Services - Foundation 2015 @ $33 @ $165
Community Services - Intermediate 2015 @ $33 @ $165
VCAL/ Applied Learning Printed Printed CD Master CD Master Combined or license with
Resource Sets text/workbook activities book |text/workbook activities book  CD master sets | master e-version
Literacy - Intermediate 3ed. 9916
(pre-order for 2016) __@$35 ___@$2750| __@$165 __@$77 or__ @ $220 |or___ @ $330
Literacy - Senior New
(pre-order for 2016)) 2016 @ 9$35 ___@$27.50| __@$165 __ @9$77 or_ @ $220 |or___ @ $330
Numeracy - Intermediate 2015 _ @ $35 ___ @ $27.50| __ @ $165 _ @ $77 or_ @ $220 na
Numeracy - Senior New
(pre-order for 2016) 2016 _ @ 9$35 ___ _@$27.50| __ @ $165 _@9$77 or_ @ $220 na
PDS - Intermediate 3ed. 2016 _ @9$35 ___ _@$27.50| __ @ %165 __ @9$77 or _ @ $220 nya
PDS - Senior 2ed 2016 _ @$35 _ @$27.50| __@9%165 __@9$77 or_ @ $220 nya
WRS - Foundation 2014 ___@9$35 ___@$27.50| __ @ %165 __@9$77 or __ @ $220 nya
WRS - Intermediate 3ed. 2016 __ @9$35 __ _@$27.50| __ @ %165 __ @9$77 or __ @ $220 nya
WRS - Senior 2ed. 2014 _ @9$35 __ @$27.50| __ @ %165 __ @ $77 or _ @ $220 nya
Totals
Add Postage: CD-only orders = $5 Melb metro printed books = $11
Regional Vic and interstate 1 book = $12 2-4 books = $15 Contact me for larger orders. JLLHLEEH Grand
*In a hurry? | recommend an extra $5 postage for Express Post. (More for larger orders) J GRS Total $_
—_— —m s —
Order Details
Name:
Position:
e-mail:
School:
Address:
Order No: Approx. Amount $ ABN:
\\sss————————————————————————————————————————————————

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 1 Unit 1

: 1. Being Enterprisi
Welcome to your studies of Career and : g e Prsing

1. Personal enterprise

Enterprise and congratulations on taking 2. Career competencies
this step to achieve your career pathway oS 2 57 6

2 4. Work skills
gOGlS. 5. Personal competencies
Career and Enterprise - General 11 has 6. Social competencies

o 7. Transferable skills

been specifically developed to support you D & el e
in your investigations into the world of work 9. Looking outward
and to help enable you to develop into a 1? t::::;:‘“ke*
more enterprising young worker. 12. Innovation

. . . . 4 13. Goal-setting
In this first unit you will examine the 14, Making decisions

characteristics of being enterprising, start AT1: Being Enterprising

to establish your own career pathway, 2. Career Pathways
identify and audit your work skills, develop ° ; (C:C“eer I‘?f‘"hwc'lys

. . Career lite cycle
your career portfolio through your IPP and 3. Lifelong learning

EPP and investigate a range of workplace 6 4.Being SAVI

issues that are likely to impact on you as f)'% Skills, Attgbutes, Values, Interests
. Career dgkelogment

part of the workforce.

10. Cx‘ agement
. 7 0
To make best use of this resource you o\@ ”Q sk

12 social media
should: Pathways Portfolio
v engage in class discussion abo T work U\ ork sklls

. OrK s
issues and advice that you a |ng 2. Intra
v reflect on how the thlngs are 9 3 Inie @
gce teams
learning apply to your eer

skills
pathways choices Qf\/crkploce communication
v Q Communication methods
apply enterprl egleS{ OWﬂ 8. Workplace diversity

career pathwaysWevelopm 9. Cross-cultural skills

v 10. Workplace effectiveness
seek out and actively ate in AT3: Work Skills In Action
workplace learning, volagteer ano 4. Career Development
community placements I Jobsseeking

) ) ) 2. Sources of jobs

v build your skills-sets through Ing 3. Expanding your network

and workplace learning 12 4. Résumés
. 13 5. icati
v apply what you are learning in the 3. Job applications
. . 6. Job application types

classroom to work-related situations, as 7. Job interview fips

well as app|y|ng what you discover in AT4: Individual Pathways Porifolio
work-related situations back to what you 3. Workplace Issues

) ) 14 1. Workplace Issues
are learning in the classroom. 2. Job satisfaction
It is vital that you realise that although this 3. Job safisfaction - Factors
. . , 15 4. Changing patterns of work
is your own journey, you don’t have to 5. Workplace flexibility
make the journey on your own. At any time 6. Work settings
you can seek advice, support, feedback Z‘ x::t environments es
and help from people in your career 16 9. The labour market
network. So what are you waiting for; let’s 10. Work in society
get started Working on your future! 11. Youth employment/unemployment

AT5: Workplace Issue
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Career Development

Introduction

1. Job-seeking

2. Sources of jobs

3. Expanding your network
4. Résumés

4. Career Development: Activities

G Job application ty
H Job mterQea;mess 109
|  Glossary: Career Dq t /‘

AT4 Individual Pathways Pl

A Sourcing jobs

B Online career sites

C My job-seeking network

D My résumé

E Job application advice

F  Job application

Self-Assessment: Job-Seeking

-~

Comments:

Career and Enterprise: General 11
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Introduction: Career Development
In this section you will focus on developing specific techniques, resources and
documents to assist in building your career pathway. At this stage of Career and
Enterprise you will be expected to actively engage with contacts to expand your
network and to produce an entry-level résumé as well as model job application
letters. The aim is for you to strengthen your IPP and EPP so that you can be ready
to pursue potential job and work placement opportunities. You will also further refine
and add to your IPP and EPP as the year progresses.
An enterprising approach to developing your career competencies will assist you to
proactively demonstrate each of these six capabilities.

v" Entrepreneurial behaviours by proactively taking responsibility for your IPP.

v’ Learning to learn by using suitable formats presented in model career portfolio
documents.

v’ Career development and management by personalising your own career
pathway documents for your IPP.

v Work skills by identifying varied transfer nd ind cﬁlc skills that you
possess and including these in docu your IP \
v Understanding of the nature of W mnalysm rlate career

development techniques. ;
v’ Gaining and keeping wor uing p nti b an

= d werk placement
g % opportunities. A
8 § What about you? g
3 To successfully co pI is unit l@be requwe‘ ve the following.
1. Demonstrat derstandm y termlno y nd concepts through your
ongoin ion of a &
2. Activ art|0|pate |n cussron
3. Apply what you ha ed toy Qareer pathway investigations.
4. Complete and ngoing ac@ as directed by your teacher.
5. Complete an agment tacectly related to your own Individual Pathways

Portfolio.
6. Undertake self-assess t the end of this unit.

Your IPP & EPP: Career Development

This section directly supports the development of your ongoing personalised Individual
Pathways Portfolio and Electronic Pathways Portfolio. Tasks you will be required to
complete for your IPP and EPP include these, as well as others directed by your teacher.

U Explain and use different methods of sourcing job opportunities, including online sites.
L) Draft an entry-level résumé and prepare a final print and e-version.

L) Draft an application letter and use this to source a potential work-related opportunity.
L) Discuss different types of job applications and their suitability to your pathway.

Ul Identify key requirements related to job interviews.

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

90
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1. Job-Seeking

You might have heard before that being successful at sukssfl jb
job-seeking is like having a full-time job. As with any task, sEknza
you have to put the time in if you want to achieve a positive f-t jb n
outcome. tsLf!

At this stage of your career pathways development you
probably have two main outcomes in relation to job-seeking:

1. finding a work experience/work placement opportunity related
to your longer-term career goals, and/or

2. finding a casual or part-time job.

You should note that for some career choices the two points

above might be directly related. e.g. Casual job as a checkout

operator - long-term career in retail management. One thing is for sure, no-one is
going to knock on your door and offer you a job. You have to get out there and find or

create that job or work experience opportunity. )
Throughout this section you will complete ta@uild a w& your Individual
io

Pathways Portfolio (IPP) and your Electro ways P P).

e
g
S
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S
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and options that mat

Step 1: @ 6
Investigate realistic care hways @ Q

ganlse yQ including: résumés, application letters,
cop f Qrtificates, interview tips, referees, etc..
Step 4:
Find job opportunities that are available

in the labour market.

Step 5:

Tailor your pathways portfolio to suit
the position you are applying for.

Step 6:

Apply for those positions that suit your
pathways aims.

Note: At any

Step 7: time you can

Revisit and modify your goals, and/or improve seek help and
your skills if you are not immediately successful. support!
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2. Sources of jobs

It is important that you are aware of the main sources of job opportunities. You then
have to determine which combination of these sources is best suited to your career
pathway. Also, it's not always easy to find entry-level positions advertised formally.
This is where networking, cold-calling and previous work placements can assist you to
source potential job opportunities.

SeureEs o Jelos

Online employment websites Newspapers and print media
Try www.adzuna.com.au Look at your dailies (The West
www.seek.com.au Australian) and your local papers.
www.careerone.com.au They also have websites.

https://au.jora.com
and www.jobsearch.gov.au

jobactive
L . jobacttve bers are called
Organisation websites joba ” ers and they are
Many organisations, especially contr he government to
large ones, advertise directly on the ® assi ed people to access
Human Resources, Careers, Working \ rkforce opportunities.
With Us, etc. pages of their websﬂeA prowders specialise in remote
:,é,' @ s andd I|:y ?upport Start
§ S Youth-oriented agen:‘ . ntrednikor
g arch.gov.au =
ko Some are Group T
o Organisations who ser in
© apprenticeships (suh as K wh|I Apprent|Centre
others, such a Connectlo is WA online portal includes
focus o at risk of s of useful advice and resources
in schooI for those interested in Australian
Apprenticeships; and it also has a
Employment o jobs board with curren'Fjob ads, and
lots of useful links!

Many employer genaes
such as Drake and SKilfed. Y c@
register with these agenci L
match you to jobs! The Aboriginal Workforce

Development Centre offers
employment services such as

Cold-calling assisted job-seeking, listings of
Cold-calling is when you show employment opportunities, career
initiative and approach potential development and training, career
employers by visiting or calling advisory services and much more
them. You must have all your assistance. It's a very useful linking
information ready. portal as well.

Networking

Networking uses your contacts, friends and relatives to help you find employment.
Networking is one of the best ways to find jobs and work experience opportunities.
You really should focus on this method as a key way to find employment.
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Sourcing jobs A

1. Explain how 4 different methods of sourcing job opportunities could assist you to

develop your career pathway.
i ii.
fii. iv.
(]
[
. o\
< :
L 0
9 1
=
% - E 2
2. Use 2 of these method d job op ifies that yo, e interested now, or job ° %
advertisements fogfRe typ@of occ i ou mig rested in for the future. ©
3. There are oth of sourcingmj portunities. me research and add another
descriptigh f ng jobs i
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B Online career sites

1. Pair up and investigate and navigate each of the following jobs and careers sites.
p g g g I -
2. Briefly evaluate how useful each site is for young people building their career pathway.

Internet site Job-seeking features to help young people

Careerone (News Limited job ads)
www.cdreerone.com.au

Adzuna (Fairfax job ads)
www.adzuna.com.au/

Seek (Employment site)
www.seek.com.au

(Commonwealth Government) L4

www.jobsearch.gov.au !\

The Job Guide
www.jobguide.thegoodguidesgbm.

My Future ( E

www.myfufure.eb o 0
Australian AppFfenticeships

www.australianappre

r re
ips.gov.au OQ
www.ditwd.wa.gov. loyeesandstudenty /apprenticentre/Pages/default.aspx

00

Australian Jobsearch ®$

7~

)
5
£

3 5
S

g 9
(S}
>
()
T

2

\eg.
o(‘
&

ntiCent

https://au.jora.com

WA Tertiary selection
www.tisc.edu.au

(Your choice)
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3. Expanding your network

Earlier this year you were encouraged to increase
you network of pathways contacts. Some potential
advantages of networking include:

© vyou get a diverse range of people taking an
interest in your future career

© your network might include people who are
established and respected within the industry in
which you are interested

© you might hear of job opportunities before they are advertised Image adapted from:
Antonis Papantoniou/
Hemera/Thinkstock

© you may get access to hidden job opportunities that are never
advertised

© you might be given direct contact information that can assist you to ‘get a foot in
the door’.

network, and that they are aware of your cur,

Well now it’s time to make sure that these pe?$re indeed ha .y*o be part of your
oa

reer p
Mentors o @
Another networking strategy is to am e expe e o be your career

pathways mentor. This means that
work experience, references anmer supportj@ assist you. Thi
relevant industry experienc

be experienced in help| er people. Careers
they can’t be a direct m or every % (But m
an appointment wit em see if recom eone?

( E 0 : My job-seeking network

List the full name qnd n 6 peopoccn be contacts as part of your job-
seeking network. Con m to let them kWow of your career progress.

0

\ The job-seeking network of... /

Career and Enterprise: General 11
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4. Résumeés

A résumé (CV) is still the most commonly used initial selection tool for job applicants.
A résumé should clearly and concisely describe you, your skills, your training, your
attributes and your experience to potential employers. It should sell you and get you

an interview!

At this stage of your course you will be expected to develop and/or refine an entry-
level résumé as part of your IPP and EPP. The sample résumé on pp.98-99 is based
on a Year 11 student who is currently working as a casual in retail, is completing a
VET certificate and who did a work experience placement in Year 10.

So before you do your CV read these tips about appropriate formatting and content.

Récums Tips

What to do: Formatting...

v" Use a word processing package.

v Use an 11-12 point plain font. Times
New Roman is ok, Calibri is good, e
Arial looks good when printed.

v" Use one consistent font only an
use no more than 2 font size
v' Use headings and sub- h

v Use size, bold and ita
different lnformatlonQngs
v Insert page nu bot

of the page.

v Include gfen hlte spa
v" Use ta indent and i up
sections.

What not to do: Forg o
Don’t handwrite your
résumé (unless asked).

% Don't use a font that is
too small or is so large that it
looks awkward on the page.

x Don't use a fancy font or use
more than 2 font sizes.

x Don't crowd too much onto
a page.

x Don't use spaces to indent and
don't have uneven indents.

x Don't use coloured paper,
gimmicks, tricks, ribbons and so on.

What to c@: Content...

pages is enough at
r career pathway.

e in a page header
each page.
order from most recent to
earliest.

se work d employability
skills tQ ur skills.

-3 well-spac
his sta

/ Exp you have contributed
our work or in school.

v @nclBde full details of referees.

v email your résumé using a widely
used program such as Word or a

PDF.

What not to do: Content...
% Don'tinclude a cover page.

% Don't have any spelling and
grammatical errors.

* Don’'t make the reader have to
work out for themselves the skills
and competencies you have.

*x Don't send originals of certificates.

* Don't have any spelling and
grammatical errors.

¥ Don't include a photograph (unless
necessary e.g. modelling).

* Don't have any spelling and
grammatical errors.

Career and Enterprise: General 11
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[REImE Sediions

1. Clear personal details

Make sure your personal details are included neatly in their own section at the top. Showing your age
can indicate how close you are to driving. Use a professional email address that will not offend people.

2. Current education: Easy to follow

Don't include specific results under ‘Education’
unless asked. Feel free to fully explain what you 3. School & VET subjects & units
are studying by using full sentences. Remember

that people may not be aware of different
qualifications, such as WACE, so clarify these.

List main subjects that you are studying and
also the main units that you are studying as part
of VET. Pick those that match the types of jobs

you are applying for. For help, check out:

4. Other qualifications & certificates www.myfuture.edu.au

List any extra non-school certificates. You might
have completed these at work, or at TAFE, but

they should be listed separately. 5. Career #mbition
| a short’gar BRion; but make sure
is reIated to u are applying for.
6. Employment/experience history .
Your ‘Employment History’should include re
I k I .
employment, work experience and vo un 7. Em;Q-uent tasks & competencies
work. Start with your most recent exp =
first. @early your jo ition and when. List 3 L O
( in tasks t formed on a day-to- & g_
Q basis.i.e. W @ yo®do? Also list about 6 g9
(ST}
8 compe aat you developed by doing >
8. Your other tra®fera skills this wor er'ings’; tasks that you can be )
K . upon to do competently.
tions unde

Include all of the g
heading ‘Trapgfera @ ills: This wa &
telling the oufiave devel . : .
9% . ur professional or technical skills

other skills an eriences tha an
different occup@ Iude all of your other skills under the heading
‘Professional Skills' If you are applying for a

trade-related job you should use a heading

o ‘Technical Skills: Make sure to include your
10. Other informati abilities with computers, software, tools and
achievements equipment.

Include any ‘Achievements’ or awardS$%/ou have
received either through study or through sport 11. Referees: accurate and suitable
or community participation.One line is enough

for hobbies, your boss might be into these too! You must include ‘Referees’ but first, ask these

people if it is OK to use them; and get them to
write out their correct contact details. Do not
use family members!

O

My résumé

1. Use the information on pp. 96-99 and the template on pp.100-101 to prepare your
draft résumé. Get your teacher to check over this. /1eE/

2. Use a word processing package to prepare a final version of your résumé. Once again
have this checked, correct any errors and prepare a final copy for your IPP and EPP.
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Résumé: Marley Dadge, April 2016

Marley Dodge

o 11 Lumbargo Crescent, Springtown, 6050
DOB: 3/3/2000

M: 0411 0411 0411 mdadge@wotmail.com.au

\_ Page 1 of 2 )

Education e

2016: Springtown College, completing Year 11 as well as Certificate Il in Retail Services.
Current subjects include: 9

* Career and Enterprise

* English

*  Media Production and Analysis
* Health Studies
* Aboriginal Languages of WA,

Certificate Il in Retail Services core units include: °
*  Apply point-of-sale handling procedures
* Interact with customers

* Organise and maintain work areas \A

*  Communicate in the workplace to SLpp m and cust mes
* Operate retail technology \

*  Work effectively in a customer SQ wronmen'ro

*  Apply safe work practices. Q

2012-2015 Completed Year( pringto @e.
Qualifications & Trainin @

= April 2016: Resxlb ervice of 56N certif‘cateo

= November 201 ertificate | in | a ygiene.

Career Am
| wish to w n the Retail Trﬁ stry cm my career, preferably working with

photographic,®¥ideo and_di evices pleting a Diploma in Retail Management.

Employment Histor

Employment
= Tod’s Camera’s

Position: Casual retail sales t Duration: July 2015 - current

Key tasks: Serving customers, answering phones, managing stock, cleaning and working on
the registers.

Main competencies:

* Effective communication providing technical and sales support advice to customers
*  Working with other staff as part of a sales team

* Solving customer problems and complaints

* Using electronic point-of-sale equipment and balancing register

*  Maintaining stock levels and completing stocktakes

* Preparing and arranging visual merchandise

* Cleaning the store, stock and stockroom

*  Applying retail work health and safety practices

* Being flexible, working evenings and weekend shifts outside school hours.
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Résumé: Marley Dadge, April 2016

Employment History (cont.) o

Work Experience
= Not Quite Wrong, 202 Elcheapo St, Mayloika

Position: Retail assistant Duration: May 2015 - 2 weeks
Tasks: Assisting customers, cleaning, sorting stock, product displays and packing shelves.

Main competencies:

* Dealing with customers in a professional manner

*  Working with other staff to process orders

* Using hand pallet jacks

* Applying effective lifting techniques

* Helping set up digital video and camera monitoring equipment
*  Organising product presen'rqﬁon and displays.

Transferable Skills

= Leadership
* 2016: Springtown College Peer Supporf for new si@dents which
involved supporting young students qn fhem 'rhr eir new environment.
e 2015, coordinated Year 10 smcII ochvny ar g sponsorshlp to raise funds
as part of Movember. b
= Clubs @ qé
[T
*  Member of Sprlng'rown aphy and C|e'ry Q S %
>
= Professional Skllls 3

* Able to use Wor CEL PowerPo@qrcge ch@ other applications.

*  Proficient j int-of-sal

* Experie edia e |nc|ud|n dmerds, projectors and cameras.
e Current le r's permit.

* Can speak a range of dlgeno ges.

* Experience in mulj n esign and vi dlsplqys

= Achievements Q

e 2015, school achieveme @ or best Year 10 Media student.

= Hobbies/Interests

* Design, photography, computers, internet and multimedia, making short films.

Referees
Mr. Don Bukdsystem Mr. Tod Snapson Mrs. Aveline Surrey
VET Coordinator Owner Manager
Springtown College Tod’s Camera’s Not Quite Wrong
P: 92222 2222 (BH) P: 4444 4444 (BH) M: 041 1404 1404
\_ Page 2 of 2 )
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Résumeé:

1
Education 2
3
(]
]
Qualifications & Training 4 @ \
.\ < >
5 @ 5
e 9
o £
g Career Ambition @ Q
g 9
0o g o
>
)
: L 07 ¢
Employment H;tory 0( 0
Employment
. O
Position: Duration:
Tasks:
Competencies:
7
Page 1 of 2
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Résumé:
Employment History 6
Employment

=

Position: Duration:

Tasks:

Competencies:

7

Transferable Skills 8 @ \
= Leadership &\

= Professional Sklllso Q
LSRN o
O

= Achievements 10

= Hobbies/Interests

Referees 11

You could
enlarge this

template to
A3.

Page 2 of 2
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5. Job applications

An important part of successful job-seeking is writing a job application letter. Many job
advertisements ask you to submit a letter (sometimes they say ‘cover letter’) along
with a résumé. Also, when you are applying for a work placement position and/or
cold-calling you might need to submit a professional application letter as a way of
‘introducing yourself’.

Application letters are important. Employers use these letters to test your interest in
the job, your suitability for the position as well as your ability to use correct grammar
and spelling. An application letter guides an employer in making their shortlist for an
interview.

When it comes to getting a job interview, your application letter can often be more
important than a résumé. While a résumé talks coldly about you, the ‘who’, the
application letter is about warmly selling you, or the ‘why’. For a work placement
position, a job application can help convince an employer to give you a try.
The ad might even sometimes ask for this letter to be in your owg handwriting. Why do
you think that would be the case? )

will neeN re that you can
informatj e pages, together

n help you achieve this.

At this stage of your pathways develop
embed your skills in an application lett
with support from your teacher and k reer me

yoh v plicar«~n Adwco.
pplications

It's a tes Q Q dpplicati
= Applicat|on pplying online or

important a on rs ronlcally you might
use the to test have to submit a brief
n theJ & letter by email. This too is a
itability as w test of your grammar and
your ility to us communication.
grammar and ' o
Formal lette o Be professional
= Application letters sho = Always go for short

be set out as a typed sentences instead of long
formal business letter, sentences.

using plain fonts and
plenty of space.

pre)
g
S
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S
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= Always use a professional
tone related to the position.

= And always have someone
Related to job else check your letter.

= You should ensure that the
application letter relates to

the job you are applying LU WL

for and that it shows = app letRz shud mAk d
some of your skills and MployR tink dat U mite b
competencies that suit the a gud MployE 4 thR org &
job. wnt 2 NtRvoo U.
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Job application advice E

1. Use the words provided below to complete the following passage about job applications.
An a letter should be set out as a f business letter.
The letter should be t unless you are asked to h your
letter. The letter should use p fonts and generous s between
paragraphs.
The letter should include the correct addressing, spelling and t of anyone
named in the advertisement. The letter should relate s to the

position and organisation and must not be just a general, generic or form letter.

The letter should show some of your s , C or
e that make you able to do the jolg, or show how might |___
to do the job. The letter should clearly ex you ¢ %
to the organisation. i.e. What can ygu k€& you a good
employee? Always keep ac a\the letter own records.
U application a expe@ specifically "q::
U benefit a f titles § g_
U competencies rite k|IIs typed § §
)
-]

O copy spacm
2. Work in a tea pare a top @f tips for good job application letters for
young peghple ‘@ ever, the tig ﬁ S i brie and might use symbols.
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Applicton Letier Werk Eparieney/Mlacamaent

4/56 Lumbuk Place,
SPRINGTOWN, WA, 6050

March 22nd, 2016

The Manager
The Deject Shop

4—( la. Your address, note the format! )

4—( 1b. Date of writing the letter. )

1c. The ‘title of the person to whom
the letter is intended. If you know
their name, even better.

<

Shop 9, Spflats Homemakers Complex
Springtown Flats WA 6049

Dear Sir/Madam 4—(2. Intro title of letter. A name is better! )

| am writing to enquire about the opportunity of undertaking a 5-day
work experience placement with your organisation, from May 17-21st.

(3. Reason for

letter so it gets to
the right person.
_ J

<

| am currently undertaking Year 11 at Springtown College and hope

to develop a future career working in the Retail Trade industry. As

part of my Career and Enterprise studies | have to ogganise my own @
work experience placement with a local employe e of my main

4. About you
now and where
you want to

° go. Match the

. . industry to the
subjects include: \O organisation.
. £ N . .
Care'er and Enterprise (including Sngrt!@sa ety indu m) - = List main
e English \ subjects and
e Mathematics o <«—|  examples
related to the

e Health Studies organisation/

e Business and Enterprise. @ 6 A \____industry. )
Last year during the sum kil complet@untary wo (6. Any relevant )
the Brotherhood of Smit lies in the%| y retail shQ er - exllz_ﬁfitehnie and

. . . . SKilis that you
Springtown. | gained@orkp skills g with , have.
dealing with cus controllin olving cust problems - ~
and using rgfail ment safe
During thi rk | became in%it in buildj cdreer in retail
customer serwice becau he respqasi of looking after
customers and being elp make appy.

skills, including good
r skills, that | think can

pre)
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S
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( )

7. What you
have got out of
your experiences;
what did you

enjoy?

<

transfer
lle

| have a range of ret
numerical ability and e
contribute positively to Th ‘% op. | also feel that the training
and advice that | would receiv@aw#ile undertaking work experience
will help me develop my retail skills for the future. -

( 8. The win/win; )
for you and
them. Also, how
you are willing to

grow.

<

_J

I would like the opportunity to arrange an initial interview to discuss
whether | could undertake a work experience placement with your
organisation. In that interview | can supply all the relevant forms and
information from my school that outlines the student work experience
placement program and safety responsibilities.

(" 9.The sign-off. A
Asks for further
contact and
describes school
responsibilities.
_ J

| have included a copy of my résumé and 2 references. | look forward
to hearing from you soon about the possibility of working at The
Deject Shop.

10. Indicates
you have
enclosed other
material such as
arésumé.

Yours Sincerely .

Regina Rightyo (enc: Résumé and references)
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Applictfion Letar Achverisee

4/56 Lumbuk Place, 4—[ 1a. Your address, note the format!)

Note: If
SPRINGTOWN, WA, 6050
March 22nd. 2016 4—( 1b. Date of writing the letter. ) g:k%grt%
M: 0400 0000 000 4—( 1c. Your contact phone number. ) apply using
your own
hand-
. 1d. The name, title, and address writing, do
Mr. Cre Tickle-Eye <«—| ofwho you're sending to. Note the so%

Manager format. (Not ‘Cre’ or ‘dude’!)
The Deject Shop

Shop 9, Spflats Homemakers Complex

Springtown Flats WA 6049

Dear Mr. Tickle-Eye 4—( 2. Intro title of letter.
s

| am applying for the position of casual retail assistant that was 3. Reason for
<«— letter so it gets to
advertised in the Springtown Bugle on March 20th, 2016. ® | the right person.
| am currently undertaking Year 11 at Sprmgtown C and ho e ® (4 Aboutyou
to develop a career working in the Retail Trad y. Some o now and where

ou want to go.
main subjects include: y 9

e Career and Enterprise (including Sma !\ afety m@Qogram) 5. Specific sub-

. ject examples
e English related to the

e Mathematics @ position, occu-

e Health Studies pation and/or

. industry.

e Business and Enterprise Q \ J

Last year during the summe ak | complaoluntary w (6. Any relevant )

the Brotherhood of Smaith Famifes in t retail ower «| Sxperience and
skills that you

Springtown. | galn place skil ' ing with o have.

dealing with , controllin® solvmg omer problems

and using e ent safely 7. What you
During this workl becamegnt reer in customer have got out of

< your experiences;
service because | liked n5|b|I|ty o) g after customers what did you
and being able to hel them ha . enjoy?

| have a range of retail an®tra : |IIs including good (" 8. The win/win; )
numerical ability and excelle ter skills, that | think can for you and
contribute positively to The Dejé@igShop. | also welcome the chance them. Also, how

. L. K X you are willing to
to gain more training from your organisation. grow.

\. J

| have included a copy of my résumé and 2 references. | look
forward to hearing from you soon about the possibility
of working at The Deject Shop.

4—( 9. The sign-off. )

Yours Sincerely

dey rkn 10. Indicates
i i dtyr 'b you have
Regina Rightyo -— aPLK¥hn ITr -| enclosed other
enc: Résumé and references Mmiteevn B > material such
MprTNT dn as a résume.
yrCV :]
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F Job application

1. Draft an application letter for a position you are interested in, or a work experience/
placement opportunity, or an advertisement your teacher has provided.

2. When your teacher has checked your draft, prepare a proper letter using ICT.
Tip: Perhaps you should enlarge this page to A3 and make another copy before you start.

Position applying for:

1.

)
5
£
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S
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10.
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6. Application types

Different jobs, industries and organisations may prefer to use varied application
methods. We want you to be prepared for all possibilities. The three most common
types you are likely to experience are:

i. written applications
ii. verbal applications
iii. online applications.

i. Written applications
= These should be prepared as a typed, formal business letter.
= You must refer specifically to the job or position you are applying for.

= You must also refer specifically to the organisation (if known) or industry
that you are applying to.

(]
= Of course you must spellcheck, edit and reV|e letter. P
= Keep it to one page and use a simple pIaln tis ea
read.
= You can develop a type of template as part
IPP and EPP.
< :
o 9@
€ 6 .
[T}
0o
< ? >
(V]
; ()o :
o Q fMueIIek/
( inkstock
ii. Ver Qlcatlons
= These are a bj a appllcat|on d Interview rolled into one. But they can save

time.

= You might get th O%Q‘WOU@‘\ a network contact, i.e “Drop in and 4pm

and have we'll have out your options,” or “...call tonight; we'll have a
quick chat.”

= These might be favoured by small local employers who want to get to know
someone personally rather than just read paperwork (that really, anyone could've
written)!

= Or they might be used for bulk ‘cattle-calls’ (meaning they really are more of an
interview).

= Consider verbal applications a pre-test. They might seem more informal, but of
course you are being assessed and judged; especially your interpersonal and
communication skills; and your ‘attitude’.

= Cold-calling involves verbal applications. So you need to prepare a ‘script’ of what
to say and how to sell yourself confidently.

= You might need a different approach for face-to-face and for phone/Skype
applications.
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iii. Online applications
= These generally use a template and often have character lengths for fields.
= You must complete the application; just like filling out a form.
= They will require basic demographic information about you.

= They will also ask for information, skills, experience etc., related to both you and
to the position.

= You will need to complete all sections. There might even
be a (timed) test component!

= You should pre-prepare all your answers in a program
such as Word and edit, spellcheck and review for
character length.

= Then when you've had this checked, copy and
paste your information into the appropriate
sections on the online form.

Image:
Eyecandy Images/Eyecandy
Images/Thinkstock

' h of the 3 application types?
ch p|ICCI1‘IO ype.

G Job application types

1. Which types of jobs do you think ; re sun‘qbl
2. Explain why you would and/

)
5
£

3 5
S

g 9
(S}
>
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T

comical &Q 0'\,
- Q.0

application

online
application

other...
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6. Job interview tips

You will look at interviews in much
more detail in Unit 2. But if you do find
yourself in an interview situation, then
consider these five basic tips. (And of
course, go to pp.210-221 to find out
more if you find yourself in an interview
situation much sooner than you expect!)

i. Be prepared.

ii. Look the part Image: Wavebreak Media Ltd/Wavebreak
e . Media/Thinkstock
ii. Be personable and professional.

iv. Sell yourself confidently.

v. Reflect on your experience.

But more on these next unit!

Source an advertisement for a job you a
advertisement. Outline how you might re
suitable for the job if you were in and

°
L] .. .
Jo iew readiness H
r@ed in. Su

j n{d} the key points of the =
x to these i@ s to show that you are

ew situation.

Job details

Job title and organisation:

Key tasks involved: é QQ
Key skills required: o :

Key experience required:

My su. ~bility

L/
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g
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Key qualifications required:

Other information:

109

Career and Enterprise: General 11
Written by Michael Carolan. Copyright © 2015 DELIVER Educational Consulting and its licensors. All rights reserved



pre)
g
S

3 5
S

g 9
(SI )
>
Q
T

Summary: Career Development

Successful job-seeking can be like
having a full-time job because you have
to put the time in if you want to achieve
a positive outcome.

You might be seeking a work
experience/work placement opportunity
or even a casual or part-time job. One
thing is for sure, no-one is going to
knock on your door and offer you a job.
You have to be proactive and build and
enhance your Individual Pathways
Portfolio (IPP) and your Electronic
Pathways Portfolio (EPP). Following a
series of job-seeking steps can really
help you.

I's not always easy to find entry-

level positions advertised formally@
networking, cold-calling and pre \
work placements and vqunteeA
work can assist you to sourc
opportunities. The main s

opportunities mclude S|tes
organisations’ own we , print 6
media, employm s an
jobactive. Th nt|Cent

great pI for app |ps
and the C can aSSIS ou are
indigenous.

Networking provi

opportunities that are nevéadvertised
and having industry contacts. Another
networking strategy is to have a career
pathways mentor who can provide
advice, tips, contacts, feedback, work
experience, references and other
support.

A résumé is the most commonly used
initial selection tool for job applicants
and should clearly and concisely
describe you, your skills, your training,
your attributes and your experience to

110

cement p03|

r can

give y .

nisations
; |cat|oQo

potential employers. It should sell you
and get you an interview! You should
make sure that your résumé follows
suitable formatting and content
guidelines. You might also use a
template. So draft your CV and get
advice.

Job application letters are formal
letters used to assess your interest in
a job, your suitability for the position
as well as your ability to use correct
grammar and spelling. An application
letter guides an employer in making
their shortlist for an interview.

For a work experlence or work

‘@1 job application

vince an employer

u need to embed
an application letter. So

d get advice.

your s S

ustries and also
use varied
. The three
ypes you are likely
e written applications,
pplications and online
cations.

thbS [

most
to e

ou find yourself in an interview
S|tuat|on then be prepared, look the
part, be personable and professional,
sell yourself confidently and reflect on
your experience.

Get help and advice and once again,
practise!
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Glossary: Career Development

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

Ue
2.

List these and provide a definition for each.

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.

Word/term Definition

Example/information/resource

Career and Enterprise: General 11
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AT4 Individual Pathways Plan

112

Individual Pathways Plan

For this assessment task you are required to develop your Individual Pathways Plan. An
Individual Pathways Plan (IPP) is an ongoing career portfolio that will evolve over the course
of this year. It might also include relevant e-versions of documents.

Using a format negotiated with your teacher complete each of the following tasks. (A dot
point report supported by a multimedia presentation might suit; or perhaps summarising a
one-to-one interview with a career mentor.) For each task you must use examples related to
your own career pathways development.

Tasks required

i. Identify and explain different methods of sourcing job opportunities (including online)
that best suit your own career pathway.

ii. Outline the key members of your career development network and explain how they
could assist you. o

o
iii. Develop and update an entry-level résumg ce a fi version of this as

well.
. ()
iv. Summarise key advice to assist you e when
to apply for a simulated or rqu -felated op

ng for jobs. Use this advice
ity.

v. Meet with a Careers Counse career m r or industry répresentative and
obtain advice about your, eer pat velopme arise this advice as
a series of steps or g art of a ¢ thpathways plein.

It is highly likely that your er will a er |PP Task@ ht have completed

a number of these e

o/ earffer in th. SO recor, low along with other
ch as e-r nts, format, dates, word length, use of images

and multi i mfhers.
s
Other t and impo:%

important infor
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Assessment Task 4 - Individual Pathways Plan
Name:

Tasks q!}i‘:;d Due by Done Teacher

Stage 1: My career pathway

= Negotiate a suvitable submission format.

i Sourcing job opportunities.

Relevance for your own pathway.

ii |dentify my career development network.

Explain how these people could assist.

iii Prepare an up-to-date entry-level résumé.

NINNINIINES

Produce a finished e-version.

iv. Summarise advice for applying for iobs

Apply for a simulated or real oppor'rmn‘
v Meet with Careers Counsellor, mer&dusfry re
Identify goals and steps in an @plcn

© (

= Present drafts & wnh your 'rec@
our

Stage 2: Preparing y
= Finalise your information % vrporate feedback v

= Prepare/submit IPP in suitable format. v

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

Additional information:
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Self-Assessment: Job-Seeking Review

Student: Unit: Dates:

Which career management competencies did | develop during this unit2

How would | honestly rate my job-readiness in relation to..

Very Quite Partly Long Not at Didn’t
ready ready ready  way off all try

= Building a network of contacts...... P

]
= Finding suitable work.................... \A

= Preparing my résumé............ee... !
= Completing job applications.. @ a.
= Preparing for interviewf . M..... @

- other: o
Which qume did | Qoy domg

e
5
£
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Which areas do | still need to improve on?

Signed: Date:
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