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Introduction

These notes are provided to support teachers and lecturers presenting the
Scottish Qualifications Authority Unit DXOF11 Sport and Recreation:
Employment Opportunities in the Sport and Recreation Industry (Intermediate
2)

Copyright for this pack is held by the Scottish Further Education Unit (SFEU).
However, teachers and lecturers have permission to use the pack and
reproduce items from the pack provided that this is to support teaching and
learning processes and that no profit is made from such use. If reproduced in
part, the source should be acknowledged.

Enquiries relating to this support pack or issues relating to copyright should be
addressed to:

Marketing Officer - Communications
The Scottish Further Education Unit
Argyll Court

Castle Business Park

Stirling

FK9 4TY

Website: www.sfeu.ac.uk

Further information regarding this Unit including Unit Specification, National
Assessment Bank materials, Centre Approval and certification can be
obtained from:

The Scottish Qualifications Authority
Optima Building

58 Robertson Street

Glasgow

G2 8DQ

Website: www.sga.org.uk
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Class Sets

Class sets of this pack may be purchased direct from the printer. Costs are
dependent on the size of the pack and the number of copies. Please contact:

Elanders Hindson

Merlin Way

New York Business Park
North Tyneside

NE27 0QG

Tel: 0191 280 0400
Email; info@elandershindson.co.uk

Disclaimer

Whilst every effort has been made to ensure the accuracy of this support
pack, teachers and lecturers should satisfy themselves that the information
passed to candidates is accurate and in accordance with the current SQA
arrangements documents. SFEU will accept no responsibility for any
consequences deriving either directly or indirectly from the use of this pack.
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What are Skills for Work Courses all about?

Skills for Work Courses are designed to help candidates to develop:

e skills and knowledge in a broad vocational area
e Core Skills

e an understanding of the workplace

e positive attitudes to learning

e skills and attitudes for employability.

A key feature of these Courses is the emphasis on experiential learning.
This means learning through practical experience and learning by reflecting
on experience.

Learning through practical experience

e Teaching/learning programmes should include some or all of the
following:

¢ learning in real or simulated workplace settings
e learning through role play activities in vocational contexts
e carrying out case study work

e planning and carrying out practical tasks and assignments.

Learning through reflecting at all stages of the experience

e Teaching/learning programmes should include some or all of the
following:

e preparing and planning for the experience

e taking stock throughout the experience — reviewing and adapting as
necessary

o reflecting after the activity has been completed — evaluating, self-
evaluation, and —identifying learning points.

The Skills for Work Courses are also designed to provide candidates with
opportunities for developing Core Skills and enhancing skills and attitudes for
employability.

Scottish Further Education Unit 8
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Core Skills
The five Core Skills are:

e Communication

e Numeracy

e Information Technology
e Problem Solving

e Working with Others

Employability

The skills and attitudes for employability, including self-employment, are
outlined below:

e Generic skills/attitudes valued by employers:

e understanding of the workplace and the employee’s responsibilities, for

example time-keeping, appearance, customer care
e self-evaluation skills
e positive attitude to learning
o flexible approaches to solving problems
e adaptability and positive attitude to change

e confidence to set goals, reflect and learn from experience.

e Specific vocational skills/knowledge:

e course specifications highlight the links to NOS in the vocational area

and identify progression opportunities.

Opportunities for developing these skills and attitudes are highlighted in each

of the Course and Unit Specifications. These opportunities include giving

young people direct access to workplace experiences or, through partnership

arrangements, providing different learning environments and experiences

which simulate aspects of the workplace. These experiences might include

Visits, visiting speakers, role play and other practical activities.
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A Curriculum for Excellence (Scottish Executive 2004) identifies aspirations
for every young person. These are that they should become:

e successful learners
e confident individuals
e responsible citizens

e effective contributors

The learning environments, the focus on experiential learning and the
opportunities to develop employability and Core Skills in these Courses
contribute to meeting these aspirations.

Scottish Further Education Unit 10
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The Course in Sport and Recreation (Intermediate 2)

Course Rationale

The Intermediate 2 Sport and Recreation Course builds on the Intermediate 1
Course but has also been designed to allow suitable candidates to enter at
this level. It provides a basis for progression into further education and
training/employment in the Sports and Recreation sector. The Course will
enable candidates to develop the general and practical skills, knowledge and
understanding and employability skills and attitudes needed in the sector.
Candidates will work under supervision in an appropriate sport and recreation
environment, but will be expected to become more actively involved with
customers and operational staff than candidates taking the Intermediate 1
Course.

The primary target group for this Course is school candidates in S3 and
above. It is anticipated that for this group of candidates, as at Intermediate 1,
delivery of the Course will rely on, and build on, existing partnerships between
schools, further education colleges, employers and other training
organisations. These partnerships will enable the Course to be delivered in a
variety of appropriate learning environments with access to relevant teaching
expertise. The Course is also suitable for adult candidates who are seeking
to enhance their employability and develop introductory vocational skills in the
sport and recreation sector.

The general aims of the Course are to:

e allow candidates to experience vocationally related learning

e provide candidates with a broad introduction to the sport and recreation
sector

e encourage candidates to foster a good work ethic, including time-
keeping and a positive, responsible attitude

e provide opportunities to develop a range of Core Skills in a realistic
setting

e encourage candidates to take responsibility for their own learning and
development

e facilitate progression to further education and/or training.

The general aims above are similar to the aims set out in the Intermediate 1
Course. The specific aims for the Intermediate 2 Course are developed from
the Intermediate 1 Course and in particular, the aims of the Skills for Work
Intermediate 2 Sport and Recreation Course are to develop:
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e a broad base of knowledge, skills and understanding related to the sport
and recreation industry

e an awareness of health and safety issues relevant to a range of activities
e communication and customer care skills
e Core Skills

e technical knowledge and skills in relation to setting up and checking
equipment

e good practice in maintaining a clean, tidy and safe working environment
e skills in planning, reviewing and evaluating activity sessions

e skills in developing physical training plans, reviewing progress and setting
goals for others

e candidates’ ability to benefit from further learning opportunities, study and
training opportunities in the area of sport and recreation.

Candidates who have successfully completed the Intermediate 1 Sport and
Recreation Course will have the opportunity to further develop in the areas
identified above.

The Intermediate 2 Course in Sport and Recreation is designed to meet the
needs of the sport and recreation industry. Research confirmed that there is a
need to introduce a Course at this level to encourage both school candidates
and adult returners into the industry, to reduce skills gaps and to promote the
image of sport and recreation as a career area with good prospects.

Candidates may opt for this Course, both because they have an interest in
this area of Sport and Recreation, and also because they wish to undertake
experiential learning as part of a broad programme of National Courses. This
may provide progression to:

e National Courses at Higher
e Scottish Vocational Qualifications (SVQs) in Sports and Recreation
e further education programmes

e training or employment

Sport and recreation is a well-established industry with qualifications ranging
from National Qualifications and SVQs for Sport and Recreation, to Higher
National qualification in areas such as Fitness, Health and Exercise, Sports
Science, Sport and Recreation Management, Sports Coaching and Sports
Therapy. It offers a wide range of career opportunities.

Scottish Further Education Unit 12
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Unit Outcomes, PCs and Evidence Requirements
National Unit Specification: statement of standards

Unit: Sport and Recreation: Employment Opportunities in the
Sport and Recreation Industry (Intermediate 2)

Acceptable performance in this Unit will be the satisfactory achievement of the
standards set out in this part of the Unit specification. All sections of the
statement of standards are mandatory and cannot be altered without
reference to the Scottish Qualifications Authority.

Outcome 1

Identify career pathways and relevant skills, qualifications and experience
required to progress into employment in the sport and recreation industry.

Performance Criteria

(a) Gather information about career opportunities from a variety of sources.

(b) Collect information about the relevant skills, qualifications and
experience necessary to progress into the sport and recreation industry.

(c) Map relevant industry skills, qualifications and experience against the
information gathered about career opportunities.

Outcome 2

Map and review personal skills, qualifications and experience against
identified career options in the sport and recreation industry.

Performance Criteria

(a) Identify own personal skills, qualifications and experience.

(b) Map these personal skills, qualifications and experience against industry
requirements.

(c) Identify own strengths and weaknesses.

Scottish Further Education Unit 13
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Outcome 3

Develop a personal career action plan based on experience in sport and
recreation.

Performance Criteria

(&) With the person responsible, design a career plan, incorporating short-
and long-term goals.

(b) Identify areas where further training is required.

(c) Review the plan on two occasions with the person responsible and make
necessary amendments.

Evidence Requirements for The Unit

Evidence that covers all the Outcomes and Performance Criteria is required.
This should take the form of the following written and/or oral recorded
evidence:

¢ information on a minimum of three career or further education
opportunities, eg job adverts, college prospectuses, magazines,
newspapers, print-out of websites

e information on skills, qualifications and experience required, eg Regulatory
and National Governing Body qualifications, National Courses,
school/college certificates, SVQs, Register for Exercise Professionals,
communication skills, target setting, health and safety awareness,
specified length of experience

e personal skills, qualifications and experience reviewed and mapped
against a minimum of two career options

e personal career action plan for an identified career, showing short and
long-term goals including training needs, reviewed on two occasions.

Evidence should be gathered at appropriate points throughout the Unit.

The NAB item for this Unit provides templates for the documents required.
These exemplify the national standard. Centres wishing to develop their own
assessments should refer to the NAB to ensure that they are of a comparable
standard. It is recommended that these are submitted to SQA for moderation
prior to use.

NB Centres must refer to the full Unit Specification for detailed
information related to this Unit.
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Employability Skills Profile
Sport and Recreation: Employment Opportunities in the Sport and Recreation Industry = A
Sport and Recreation: Assist with a component of Activity Sessions =B
Sport and Recreation: Assist with Daily Centre Duties =C
Sport and Recreation: Assist with Fithness Programming =D

In addition to the specific, vocational skills developed and assessed in this Course, employability skills are addressed as detailed
below:

Employability skill/attitude Evidence in Unit

e \Working co-operatively with others D

e Review and self-evaluation A B

e Reviewing progress of others D

e Setting targets for self and others A B,D

e Positive attitude to learning A B

e Planning and preparation B, D

e Customer care/dealing with clients B, D

e Time-keeping B

e Taking advice from others B, D

e \Wearing appropriate dress B,

e Giving advice and feedback to others B,D

e Awareness of relevant health and safety issues B,C,D

e Time management C

Assessment evidence:

A = assessor observation checklists, information on opportunities, skills, qualifications and experience, candidate information,
personal career action plan

B = assessor observation checklists, activity information, risk assessment form, session plan, report forms, personal action plan

C = assessor observation checklists, work schedule, equipment and facility reports, client interactions

D = assessor observation checklists, fithess baseline record, client physical training plan, modified client’s physical training plan
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Careers Scotland Support -

for School-College Collaboration for Scotland’s careers
Colleges in the Scottish Enterprise area scotland

i

In August 2006 Careers Scotland (SE and HIE areas) received funding from
Scottish Executive to support college/school collaboration and encourage and
promote vocational educational choices for pupils in schools. Following
consultation each area produced a local action plan outlining how they intended
taking forward key activities. Careers Scotland’s focus is to support the career
guidance needs of all S2-5 pupils involved in the opportunities which
school/college collaboration brings, supporting them to make vocational
educational choices, and with particular consideration for those young people at
risk of becoming not engaged in employment education or training.

Skills for Work (SfW) courses are a key aspect of enhanced school/college
collaboration and Careers Scotland has an important role in selection and
recruitment and pre-entry career guidance, as well as ongoing support and pre-
exit career guidance, to ensure the pupils’ experience of SfW is capitalised upon
in any future career planning. Careers Scotland also supports the career
guidance needs of pupils involved in other vocational/pre-vocational programmes
where relevant. Career Box delivery is a valuable tool in helping meet the needs
of school pupils and lessons reflect options available within colleges; both at
school and post school.

Careers Scotland activity takes place at local and national levels. This may
involve a combination of any of the following services which can be tailored to
local needs:

e awareness raising of Skills for Work courses (and other vocational
programmes where relevant) — for pupils, teachers and parents -
demonstrating how these educational choices have implications for future
career options, and support the achievement of future career goals

e careers guidance support for individuals and groups, before, during and after
involvement in SfW courses, resulting in better informed career decisions and
effective transitions

e providing support for pupils who have been unsuccessful in attaining a place
on a SfW course

e providing transitional skills development for those completing SfW courses

e capacity building through relevant shared CPD events, for Careers Scotland
staff, teachers and college lecturers

e capacity building through the development of resources to support pupils,
parents or teachers

e delivery of relevant Career Box lessons, where appropriate
¢ making connections with other existing support for pupils
e participation in local planning and management arrangements

Scottish Further Education Unit 16



Sport and Recreation: Employment Opportunities in the Sport and Recreation Industry
(Intermediate 2)

e contributing to local and national discussions on provision and strategic
development

e capturing good practice and evaluating effectiveness, using the community of
practice site on our website (www.careers-scotland.org.uk) and sharing
successes and concerns

In addition there are opportunities for developmental activities which can help to
take forward CPD, good practice, resource development and learning
opportunities for Skills for Work for young people, teachers, college lecturers,
parents, Careers Scotland Advisers and employers.

For further information on Careers Scotland (SE)’s involvement in school/college
collaboration in your college, please get in touch with one of our Careers
Scotland Regional contacts:

South East Region (Edinburgh and Lothians; Forth Valley; Borders)
Stephen Benwell 01786 452043 stephen.benwell@careers-scotland.org.uk
North East Region (Tayside; Grampian; Fife)

Pat Pugh 01224 252044 patricia.pugh@careers-scotland.org.uk
South West Region (Dumfries and Galloway; Ayrshire; Lanarkshire)

Jean Geddes 01698 742192 jean.geddes@careers-scotland.org.uk
West Region (Glasgow; Dunbartonshire; Renfrewshire)

Sandra Cheyne 0141 204 8338 sandra.cheyne@careers-
scotland.org.uk
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Tutor Support Section
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How to Use this Pack

These notes have been prepared to help you deliver and assess the Employment
Opportunities in the Sport and Recreation Industry unit as part of the Sport and
Recreation: Intermediate 2 Course.

The Tutor Support Section provides advice on unit delivery, adopting an
integrated approach to investigating employment opportunities, encouraging
reflection, resources and learning and teaching approaches when working with
under 16s.

The Student Support Section provides learner activities on securing
employment, via investigating career opportunities, reflecting upon skills,
gualities and experience and forming a Career Development Plan. The materials
also seek to assist learners to consider the ‘soft’ skills required for successful
employment alongside the practical skills and experience they will gain during
their course.

Tutors should note that this is not designed as a complete teaching pack.
The student notes are intended to support the teaching process, give
guidance as to the level of knowledge and understanding that is expected
and give the students a starting point from which to develop their learning
and reinforce and self-review what they have learnt. They are not designed
to be a substitute for practical activity but are a useful addition to it.

Use of the materials and activities is not mandatory but they will provide
centres with a flexible set of materials which can be selected, adapted and
used in an order that best suits their situation. Tutors are encouraged to
use the materials creatively in ways which will engage the younger student.

You may wish to place the student notes on your own Intranet by downloading
this pack from the Skills for Work section of the SFEU website www.sfeu.ac.uk.

Activities in the Student Support Section are identified with the symbol: /a')
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Guidance on Unit Delivery

It is anticipated that learners will explore a wide range of career opportunities
(jobs, qualifications, further education, training) within the Sport and Recreation
Industry in this unit. The tutor support you can offer learners here may depend
on your own knowledge, experience and contacts within the Industry, as well as
the career opportunities in the area in which you work. Before delivery starts,
therefore, it will be worthwhile for you and your colleagues to consider the areas
of the Sport and Recreation Industry on which you can provide optimum
information and experience.

A range of teaching and learning approaches is encouraged, to engage the
younger learner.

e Although the materials in the Student Support Section are presented as
individual learning tasks, many of them could be carried out in groups, e.g.
students could form small teams to carry out research.

e Tutors and peer group discussion may be helpful when considering self-
assessments.

e Learners will require your support individually when building their Career
Development Plan to ensure understanding and correct use of objectives,
development needs, action points and review.

e They will also need to be guided towards an understanding of terminology
and how to use tasks to their full potential.

e You may choose to promote understanding of definitions of terms such as
skills, quality, goal, industry requirement, career opportunity, source of
information, person specification through group discussion, group
research tasks, making posters, leaflets etc.

e Group teaching and discussion will be required when dealing with the
sections on CVs, Application Forms and Application Letters.

e Role-plays might be a good experience when delivering Interview Skills,
and may link to outcomes in other units. Be aware however that some
students will find this a stressful and threatening activity. Professional
judgement should be exercised before introducing role-play as a teaching
technique.

Scottish Further Education Unit 20
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Employability

Throughout the Sport and Recreation Course students will have the opportunity
to develop the following employability skills. Tutors should emphasise the
importance of these skills whenever they come across the opportunity to
develop, promote or assess them.

. Positive attitude to Review and self
Time management I . 10 .
earning evaluation
. : Setting targets for Reviewing
Time-keeping self and others - progress of others
\civ%rrlgggeclzoifvith Customer care / 12 Giving advice and
b y dealing with clients feedback to others
others
Awareness of
Planning and Wearing relevant health and
4 . 9 : 13 :
preparation appropriate dress safety and risk
assessment
Taking advice from
5
others

An integrated approach to investigating Employment
Opportunities

It is anticipated that this unit will not be taught in isolation, but that your
colleagues teaching the other units of this course will have awareness and an
understanding of the objectives and outcomes of this unit, so that the course as a
whole takes a contextualised, integrated and learner-centred approach.
Therefore, learner experiences during other units should be drawn upon for this
unit. Such experiences as Residential Weeks, Activity Days, visits to Sport and
Recreation establishments, visits from guest speakers from within the industry,
Recruitment Fairs and Career Conventions etc should be seen not only as ways
in which your learners can gain knowledge and practical experience, but also
opportunities to investigate aspects of employment and specific job roles and
functions.

With wide exposure to the opportunities the industry presents, learners are more
likely to become positively engaged in the process of studying employment
opportunities within the Sport and Recreation Industry and to understand that
seeking employment opportunities is a proactive process.
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Suggested approaches include:

e Guest Speakers from the Industry, e.g. Sports Centre Managers, Personal
Trainers, Specific Sport Development Officers etc.

e Demonstrations from sports therapists
e Tours of local sports facilities, looking at roles within that facility

e Work Placement in a sport and recreation establishment within the local
community

e Watching recruitment videos
e Attendance at BUNAC, Camp America etc recruitment days
e Induction to Careers Offices, Opportunity Centres

e Visits to Outdoor/Adventure Training/Winter Sports facilities.

Encouraging Reflection

Reflective practice is central to employability. If a learner has considered the
impact and value of real experiences, then this provides material to reflect upon
and communicate when job and career opportunity seeking.

The reflective log contained in the Student Support Section is a key element of
this unit and should be completed by the learner regularly, e.g. weekly. Please
make copies of this worksheet available to the learners and perhaps provide a
file to each learner so this completed resource can be stored safely and referred
back to when necessary. You should encourage learners to use this like a
journal; to record experiences, note down progress, describe their feelings
towards their learning and development. It does not necessarily have to be
restricted to reflection upon learning that takes place within education. You
should encourage them to consider the life experiences which may occur during
their time on the course, e.g. reflecting upon their success in a part-time job,
social experiences of being part of a sports team, competing in sporting activities,
responsibilities at home etc. All these experiences will be building skills and
gualities that can be significant to employability and learners should be
encouraged to recognise this within their reflective logs. A detailed log should
track progress and record elements of experience from across the board.
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Scheme of Work

Scheduling of activities and assessments is at the discretion of individual centres
and will depend on factors such as timetabling, class size, organisation of events,
Visits etc.

However as Employability is at the core of all Skills for Work courses, it is
recommended that students are properly inducted into what is meant by
Employability Skills and Employment Opportunities. Specific suggestions for
induction in the context of employability skills in Sport and Recreation are found
in the Course Guidance and Employability Skills pack. A structured approach to
induction will allow an opportunity for learners to discuss their expectations of the
unit with tutors, consider how employability skills and employment opportunities
are defined, consider their own skills in this context, begin to use reflective
practice, and understand how they will be assessed.

Time also needs to be built into your schedule for the completion of the reflective
logs weekly, creating and reviewing Career Development Plans on a one-to-one
basis, returning to self-assessments, drawing up CVs, letters, forms and holding
mock interviews etc.

Resources

Learners will need access throughout the unit to sources of information such as
the Internet, newspaper recruitment sections, further education prospectuses and
printed information on industry qualifications. For completion of some tasks,
materials like poster/flipchart paper, coloured pens/pencils, glue, paper clips will
be required.
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Learning and Teaching with Under 16s

Scotland’s Colleges have made significant progress in meeting the needs of
young learners. Our knowledge of the learning process has increased
significantly and provides a range of strategies and approaches which give us a
clear steer on how lecturers can add to their skill repertoire. Lecturers can, and
do, provide a stable learning environment where young students develop a sense
of self-respect, learn from appropriate role models and see an opportunity to
progress. There are basic enabling skills for practical application which can
further develop the learning process for this group of students. So what are the
characteristics of effective learning and teaching which will help to engage young
learners?

Ten ways to improve the learning process for Under 16s
(This list is not exhaustive!)

1. Activate prior knowledge and learning — ascertain what the learner knows
already and teach accordingly. Young people do have life experience but it is
more limited than adult learners and they may not always be aware of how it
will assist them in their current learning.

Tips - Question and answer; Quick Quiz; Quick diagnostic assessment on
computer; present key words from the course or unit and see how many they
recognise or know something about.

2. Tune learners into the Big Picture — the lecturer knows the curriculum
inside out and why each lesson follows a sequence, however the young
learner does not have this information and is re-assured by being given the
Big Picture.

Tips — Mind map or concept map; use visuals, for example wall displays of
diagrams, photographs, flow charts; explain the learning outcomes in
language they will understand; We Are Learning Today (WALT) targets and
What I'm Looking For (WILF) targets; give clear and visible success criteria
for tasks.

3. Use Advance Organisers — these are lists of the key concept words that are
part of the course or unit.

Tip — Highlight on any text the concept words that you will be using; make a
visible list and put it on display — concept words can be struck off or referred
to as they occur (NB this helps with spelling and independent learning as they
do not have to keep checking meaning); highlight essential learning and
action points.

4. Vary the teaching approaches. The two main approaches are instructing
and demonstrating, however try to provide opportunities to facilitate learning.

Tips — Ask students what they know now that they did not know before, or
what they can do now they could not do before, at appropriate points in the
lesson or teaching block; ensure there are problem solving activities that can
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be done individually or in groups; ask students to demonstrate what they have
learned; use a range of question and answer techniques that allow
participation and dialogue, eg. provide hints and cues so that they can arrive
at answers themselves.

5. Preview and review of learning. This helps to embed previous learning and
listening skills and provides another opportunity to elicit learner
understanding. Consolidates and reinforces learning.

Tips — At the beginning of each lesson, or session, review previous learning
and preview what is coming up; at the end of each lesson or session, review
what has taken place and what will be focussed on next time — these can both
be done through question and answer, quizzes and mind mapping activities.

6. Language in the learning environment. Do not assume that the language
which is used in the learning environment is always understood by young
learners, some words may be familiar but do not have the same meaning
when used vocationally.

Tips - At appropriate points ask students what words mean; explore the
various meanings of words to find out if they may have come across this
language in another context; by looking at the structure and meaning of words
there is an opportunity for dialogue about learning and to build vocabulary.

7. Giving instructions in the learning environment. This is one of the most
difficult tasks a lecturer has to do whatever the curriculum area. With young
learners this may have to be repeated several times.

Tips — Ask a student to repeat back what you have asked them to do before
beginning a task; ask them to explain the task to one of their peers; use the
KISS principle — Keep It Short and Simple so that they can absorb and
process the information.

8. Effective feedback. Feedback is very important for the learner to assess
their progress and to see how and what they can improve. Provide
opportunities to engage in dialogue about the learning function of assessment
— provide details of the learner’s strengths and development needs either in
written or spoken form. With younger learners identifying one or two areas for
development is sufficient along with acknowledgement of what has been done
well. Essentially, learners are helped by being given a specific explanation of
how work can be improved. You can also use summarise assessment
formatively, ie. as an opportunity to identify strengths, development needs and
how to improve.

Tips — Ask students themselves to identify their own strengths and
development needs — self evaluation; peer evaluation of work can be
successful once they have been taught how to do it; the lecturer can produce
a piece of work and ask students to assess it anonymously; have a discussion
about the success criteria for the task and ensure the students are clear about
them; allow learners to set criteria for success and then measure their
achievements against these.
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9.

10.

Managing the learning behaviour. Under 16s are coming into Scotland’s
Colleges and training establishments from largely structured and routine-
driven environments in schools and early feedback from those undertaking
Skills for Work courses indicates that they very much enjoy the different
learning environment that colleges and other training providers offer.
Remember though that these are still young learners. They will still expect
lecturers to provide structure and routine and will perform best in a calm
orderly learning environment. Young students will respond to firm, fair and
consistent management. Such routines have to be established quickly and
constantly reinforced.

Tips — Health and safety is non-negotiable and consequences of non-
compliance with the regulations should be made clear and adhered to at all
times; set out your expectations from day one and provide a consistent
message; have clear beginnings, middles and endings for each session; be a
positive role model for your students, i.e. be there before they are and
manage the learners with respect; always deliver what you promise; build up
good relationships and get to know the learners, make the curriculum
interesting and stress the relevance of the learning; set up a positive
behaviour management system. By following these guidelines you will build
up two-way respect, which, while sometimes challenging to achieve, can be
very powerful and work to everyone’s benefit.

Care and welfare issues. School/college partnerships mean increasing
numbers of young learners in college. Lecturers have to be aware of their
professional responsibilities and mindful of young people’s rights. However
lecturers have rights too, in terms of feeling safe and secure in working with
young people and there are basic steps staff can take to minimise risks. It is
essential that colleges ensure that lecturers have a working knowledge of the
Child Protection policies (local authority and college documentation) and to
follow procedures and policies diligently. School/College Liaison Officers will
be familiar with these documents and can provide support and advice. There
are also training sessions on Child Protection available from SFEU (see
below).

Tips — Avoid one-to-one situations with young students in a closed area; do
not do or say anything that could be misinterpreted; if the opportunity arises,
do some observation in schools to see and discuss how teachers use the
guidelines for their own protection as well as the young person’s.

Most young people are a delight to work with and they will positively enjoy the
experience of learning in college. However, there will inevitably be some who are
disengaged, disaffected and who have not yet had an opportunity to experience
success. ‘Skills for Work’ is a unique educational initiative that young people can
be motivated to buy into - you as the lecturer are key to the success of these
programmes.
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Skills for Work Workshops

To take this 10 point plan forward and to add to it, you can attend one of SFEU'’s
‘Get Skilled Up’ half day workshops for lecturers delivering Skills for Work
Courses, when we explore further the learning process and look at a range of
specific teaching and learning techniques to use with the under 16 age group. To
find out when the next event is visit our website www.sfeu.ac.uk or contact the
Learning Process team at SFEU on 01786 892000.

Child Protection Workshops

These are run on a regular basis by staff at SFEU in Stirling and also in colleges.
For more information on these workshops please contact members of the Access
and Inclusion team at www.sfeu.ac.uk or contact the team at SFEU on 01786
892000.
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Student Support Section
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Tutor Note

This section includes both student notes and activities.

Given that this is an Intermediate 2 Course, most tutors will want to explain and
discuss these activities with students, rather than give out the printed instructions
for the students to read. The pages could then be given out as reminders or
reinforcement where this is felt to be appropriate. Likewise, tutors should decide
how much support students will need with the information sheets.

Use of these materials is not mandatory and they are offered to centres as
a flexible set of materials and activities which can be selected, altered and
used to supplement tutors’ own tried and tested materials or in whatever
way suits individual centres and their particular situation.
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Introduction

The notes that you'll be given are designed to help you get the most out of the
Employment Opportunities in the Sport and Recreation Industry Unit, one of the
units in the Sport and Recreation: Intermediate 2 course.

The course is intended to help you progress into the Sport and Recreation
Industry, either through further education and training or into employment.
This unit will help you to explore the ways in which you can do that.

You'll be looking at:

e Employability Skills

e Personal Qualities, Skills and Experience

e Setting Goals

e Reflecting upon your experience

e Job seeking

e Further education and training opportunities
e Career Development Planning

e Reviewing your progress

All these things are valuable in helping you to progress in the ‘world of work’,
accomplish your goals and achieve your ambitions.

Every week, you'll need to fill in your
Weekly Reflective Log. This Log gives
you a chance to think about what
you’'ve been doing during that week,
the new things you have learnt, the
skills and qualities you put to the test
and the progress you are making.
Reflective skills are important to help
you develop in employment, and as a
person, so you should spend some
time on your log each week.

To make this task easier for you, think about ‘reflection’ in terms of a mirror.
What do you see when you look in a mirror? Yourself! So, in this log, write
about yourself, what's been happening with you and think about how you felt
during that time. Your tutor will read your log each week and encourage you to
use it well, as part of reviewing your progress.
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Employability Skills

/a') Activity

Find these employment skills hidden within the grid, vertically, horizontally,

diagonally, backwards and forwards:
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What do Employability Skills mean to you?

=

Using word association*, fill in the boxes to show how you would explain what
these skills are.

Activity

Time .| e.g Prioritising, meeting deadlines, not wasting time
Management fﬁf)

Time Keeping
)

¥

Working with
Others A .
Planning s
and

Preparation &
Taking

Advice M
Positive

Attitude /X
Setting Targets E
Dealing . N

with fi %
Clients

Wearing [
Appropriate ﬁ
Dress

Regular

Attendance ”ﬁ%«.

Completing g%
Tasks

Health and

4
Safety

*Word Association: Write down any other words or phrases that you think relate
to that word.
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Possible Answers to “What do Employability Skills mean to

you?”
Time m Prioritising, meeting deadlines, not wasting time
Management
)
Time Keeping '® Arriving at work on time, punctuality, arriving back from
4& tea and lunch breaks on time

_ _ Being a good team player, being co-operative, being

Working with supportive, being helpful, making the most of other

o

Others m
%

o

people’s strengths and talents

Planning and q

Thinking about a task or activity before carrying it out,
making a written plan, organising equipment, resources,

: 2
Preparation ¥ people, checking

_ Listening carefully, accepting constructive criticism,
Taking # 8 | acting upon advice, making changes
Advice M
Positive Optimistic, accepting constructive criticism and
Attitude 2/ | feedback, willing to learn new things
Setting Targets ; Realistic, thinking about time, motivation
Dealing . a | Clear communication, listening carefully, explaining
with M things carefully, polite, customer service
Clients
Wearing G| Health and safety, being comfortable, looking
Appropriate g presentable, clean and tidy
Dress
Regular Ni@ Attending work/college unless having a valid reason
Attendance ¥
Completing g4 | Motivation, meeting deadlines, planning and managing
Tasks time
Health and .9 | Tidy work area, checking equipment, making sure clients
Safety use equipment correctly, appropriate dress and safety

gear, not taking risks, thinking about other people
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How effective are your Employability Skills?

/a'> Activity

Now, think about how good you are at these employability skills.
How do you demonstrate these skills? How could you improve?

Time {
Management f;%

E.g. I am quite good at this. T usually get my homework in on
time. I could improve - sometimes I forget. I will buy a diary
to help me plan more effectively.

| 4

Time Keeping ®

[

Working with
Others

Planning
and
Preparation

PR

Taking
Advice

»
®

Positive
Attitude

Setting
Targets

L&Z

Dealing .
with
Clients

Wearing
Appropriate
Dress

Regular

Attendance

Completing . o
Tasks

Health and
Safety

ok 3T B ae
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Self Assessment — Personal Qualities

Activit
> Activiy

This self-assessment is designed to help you identify your strengths and
weaknesses.

You should colour the box according to your level of experience, confidence or
aptitude with that particular item.

5 indicates you are very experienced, perfectly confident or very able.
1 indicates the opposite.

You will be required to return to this self-assessment as you progress through
your course, so choose a different colour each time, and fill in the key below, by
colouring the box with that day’s colour and writing the date below it, e.g.

Colour

Date 01/05/06 01/06/06
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Colour

Date

| am:

Friendly

Even-tempered

Energetic

Confident

Reliable

Punctual

Easy to talk to

Enthusiastic

Positive

Responsible

Co-operative

Independent

Helpful

Caring

Tolerant

Patient

Understanding

Assertive

Creative

Honest

Calm in a crisis

Tidy

Practical

Observant

Polite

Presentable

| have:

A good sense of humour

| enjoy:

Challenges

Being on my own
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Self Assessment - Personal Skills

You have already thought about your personal qualities. Now consider the skills
you may have.

How do you rate yourself at: 5 4 3 2 1

Concentrating

Listening to others

Talking to others

Planning and organising your time

Persevering

Coping with people in authority

Showing initiative

Tackling problems

Adapting to new situations

Listening to advice

Meeting new people

Collecting information

Keeping an accurate record of events

Using technical equipment

Explaining things to people verbally

Recognising when you need help and
asking for it

Speaking up when you disagree - without
upsetting others

Working well alongside other people

Making decisions

Coping when you do not feel confident

Taking part in discussions

Coping with change

Taking charge of a situation when necessary

Working on your own

Coping with situations when you get bored

Preparing for an interview

Coping with an interview

Setting realistic goals for yourself to achieve

Completing a task within a time limit

Looking after your own health and safety
and that of others

Leading others

Organising others

Coping under stress

Carrying out practical tasks thoroughly

Working with numbers

Speaking in front of groups

Remembering facts
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Strengths, Weaknesses and Goals

7P Activity

Using the last few pages now list some of your strengths and weaknesses, and
set yourself some goals. Think about this carefully, as it will form part of your
Career Development Plan.

Looking at your Self-Assessments, which skills and qualities did you score highly
— perhaps 4 and 5? These are your strengths. List them here.

Looking at your Self-Assessments, which skills and qualities did you mark low —
perhaps 1 and 2? These might be your weaknesses. List them here.

During your course, what do you hope to achieve in terms of knowledge, skills
and experience? For example, you might want to; increase your knowledge of
the rules of the badminton, improve your IT skills, and gain experience in leading
a group of primary school age children in a game of rounders. These are your
goals. List the five that you most want to achieve.

0-

S

Scottish Further Education Unit 38



Sport and Recreation: Employment Opportunities in the Sport and Recreation Industry
(Intermediate 2)

@

Industry Requirements
,a-) Activity

Using information you’ve found out from visiting Sport and Recreation centres,
listening to Guest Speakers and other research, choose one area of the Sport
and Recreation industry that interests you, for example, Sports Centres, Gyms,
Outdoor/Adventure Training facilities, Sports Medicine/Therapy.

Which of the employability skills, personal skills and qualities that you've looked
at so far are most important for employment in that area? Can you add any
more? Did you collect any printed information on that area — leaflets, websites
etc? If so, attach it to this sheet.
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Write your Personal Profile

/a') Activity

Your task now is to write a short personal profile. Take care over this task, as
your profile will be useful later on in the unit, and when creating CVs, application
letters, filling out application forms etc.

Follow this structure, taking a new paragraph for each bullet point:

e Introduce yourself, your age and your course

e Explain a bit about your course and why you chose it
e Say what you enjoy about your course

e Tell the reader about your hobbies and interests

e Describe any work experience you have

e What are the strengths you identified about yourself?

e Explain why you think you are suited to a job within a certain area of the
Sport and Recreation industry.

Use the table on the next page to get some ideas on what to include, before
typing out your profile or writing it on the next page. Keep this profile safe in your
folder.

Scottish Further Education Unit 40



Sport and Recreation: Employment Opportunities in the Sport and Recreation Industry
(Intermediate 2)

Introducing Yourself | My name is ,Tam years old. I

have been on the course.

Explaining your course | On this course, I have studied/learned how to:

What did you enjoy? I have liked learning about:

I have enjoyed doing

Hobbies and Interests | I enjoy taking part in:

T am a member of:

Work experience I have work experience in:

and my duties were to:

Strengths I am good at:

Suitability I would make a good because
Iam /I enjoy /
I am good at /I have

experience of
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Personal Profile
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Career Opportunities

What is a Career Opportunity?

It could be a job, a college course, a training course, a
gualification, in fact, anything that helps you to develop and
progress your career.

This section will help you to:

e identify where you can find information on career
opportunities

e gather information on career opportunities

e find out what skills, qualifications and experience you need to take up
these career opportunities and how to progress with them.

Where do you start?
Activit
/a* ivity

| First of all, you need to know where to look. For example, you could use:

v
e the Internet - look for sport and recreation websites ﬁ

e places - visit a Job Centre
e publications - look in a college prospectus

e people - talk to people who already work in the industry

Now find 3 useful websites in which you would find information on career
opportunities. A useful example is given to start you off and you might find more
links from here:

e http://www.sportscotland.org.uk/
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Write down 3 useful places where you would find information on career
opportunities.

o jobcentreplus

Write down 3 useful publications where you would find information on career
opportunities.
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Career Opportunities Search Log
/a') Activity

Using the information on the previous page, you must now search for at least six
career opportunities, using at least six different sources of information. Choose
opportunities that you are genuinely interested in pursuing.

To keep an accurate record of your search, you should keep any written or
printed information, such as job adverts cut out of the newspaper, print-outs from
a website or photocopied pages from a college prospectus. You should also fill in
the table below. An example is given to get you started.

Career Type of Source of | Website Contact
Opportunity | Opportunity | information | Address, Details

Name of

Publication,

Address of

place visited
e.g. Pool Occupational | Internet www.ilam.co.uk | Royal
Lifeguard Qualification Lifesaving
Certificate Society UK
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Career Opportunities — Person Specification
/a') Activity

From the two jobs you will have searched for, see if you can obtain detailed and
accurate information about what's required for the job.

This is sometimes called a ‘Person Specification’. Record the details using this
sheet. If you can't find all the details required for this sheet from the information
you have, how could you obtain this? Could you make a telephone call perhaps,
or send an email, or go back to the job centre and ask for help? And what would
you need to do to get ‘skilled up’, in other words, be qualified and experienced
enough for the job? Discuss these things with your tutor.

Here’s an example to get you started.

Career Opportunity: Trampolining Development Officer
Company/Organisation: Inverburgh City Council
Skills Required:

Health and Safety
Dealing with clients, mainly children
Planning and preparation

Qualifications Required:

HND or equivalent in sport-related field
Trampolining qualification
Driving Licence

Experience Required:

At least 2 years in professional or voluntary sports coaching
Knowledge of Sports Development Practice

How well do you match the Person Specification?
How could you get this job?

Volunteer to coach at local youth club 2 nights a week whilst I'm at College.
Apply to study NC and HNC after this course.

Start driving lessons when | turn 17.

Get part-time job to pay for lessons.

Practice planning and preparing for coaching sessions via this course.
Listen to feedback from my tutors.
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Career Opportunities — Person Specification

Career Opportunity:

Company/Organisation:

Skills Required:

Qualifications Required:

Experience Required:

How well do you match the Person Specification?

How could you get this job?

You should also attach your printed information to this log sheet.
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Career Opportunities — Person Specification

Career Opportunity:

Company/Organisation:

Skills Required:

Qualifications Required:

Experience Required:

How well do you match the Person Specification?

How could you get this job?

You should also attach your printed information to this log sheet.
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Career Opportunities — Courses and Qualifications
,a') Activity

From the four courses or qualifications you will have searched for, choose one
that interested you and think about the following:

e What qualification would you get from doing this course?

e What qualifications and experience would you need to get on the
course?

e What would you learn? (Knowledge and experience)

e What kind of person would be interested in or suited to this? (Skills
and qualities)

Now, design a leaflet or a poster to promote this course or qualification, ensuring
that all the above information is included, as well as details on ‘where you can
find out more’.

Show the completed leaflet or poster to your classmates, or ask your tutor to
display it on the wall. Which of your classmates do you think would be interested
in the course or qualification you are advertising and why?
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Career Development Planning

Using information from the tasks you've already completed, you can now create
your own Career Development Plan.

Firstly though, think about the following questions:

e What is the purpose of a Career Development Plan?
e Why do you think it is important to plan your Career Development?

e What sort of things would you include in a Career Development Plan?

The purpose of your plan might be to help you identify your development needs,
or keep your motivation up, or to consider your short and long term goals.
Ultimately though, it should be to help you to create a pathway from where you
are now, to where you want be, and to help you to work out the stages in
between.

The importance of planning and preparation is something you will have already
considered in this unit. It's important to plan and prepare so you that you have
the necessary information and resources that you will need in order to carry out
the final task. In this case, the final task is accomplishing your goal.

The sections of your Career Development Plan should include objectives, short
and long term goals, development needs, action points, realistic time scales, and
a place to review your progress.

The following pages contain a blank Career Development Plan which you can
work on with your tutor.
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Career Development Plan

Setting Career Objectives

To complete this section, think back to the Career Opportunities — Person
Specification tasks you carried out. Is there a job there that you want to do? Is
that job your ultimate ambition? If not, think about what your ambition is, and
complete a Person Specification for that job.

Answer the following questions, as honestly and carefully as you can.

What is your career goal?

In the long term, what career outcomes do you want to avoid? What
would you not enjoy in a job?

What do you hope to achieve in the ‘short term’, i.e. over the next 2
years? How would you like to spend the next two years?

In the short term, what do you want to avoid? What would you not enjoy
doing?
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Skills, Qualifications, Experience

To make your objectives achievable, you will need a range of qualities, skills and
experience. Using your research so far, compare your skills, qualifications and
experience to your person specification.

Strengths In terms of the skills, qualifications and experience you have
already (you have recorded these earlier on in this pack) list 3 things that
match you to the person specification.

Development Needs In terms of skills, qualifications and experience noted
on your person specification, list what your ‘gaps’ are, i.e. list what you still
need to achieve to match the person specification.
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Key Strengths and Development Needs

Using your reflective logs, describe how you have demonstrated your 3 strengths
during your course.

e Strength 1

e Strength 2

e Strength 3

Using your research into Career Opportunities, describe how you would ill the
gap’, i.e. meet each of your development needs.

e Development Need 1

e Development Need 2

e Development Need 3
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Steps to Meeting Development Needs

=

Activity
Development | How can | meet | When When How will | Have |
Need it? can | can | know if I've | finished
start? finish? | finished? yet?
(enter (enter (enter
date) date) date)
I need to be | Find a driving | Now 1 month | I will have
able to drive | instructor and chosen an
find out how instructor
much lessons
are. When T have
Start saving up Now 1 year £XXX in the
for lessons. bank
My 17™ | émonths | My instructor
Take lessons. | irthday | later | will tell me.
Take tests. 6months | When I | when I have
later have my licence.
passed
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Reviewing your Progress

You should review your Career Development Plan at least twice during your
course, to ensure you are on track and to make any changes if necessary, for
example, to timescales, to add extra action points or development needs. A
review can also act as a motivator as it should help you to clearly see and record
the progress you have made.

Review | Action Progress Made New When | When
Date | Point(s) (Use your Reflective Action(s) | canl can |
Log) Needed? | start? | finish?

You and tutor should both sign your Review to demonstrate that you are both
happy with any changes made.

Student Date

Tutor Date
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Curriculum Vitae

Now might be a good time to think about developing your skills in applying for
jobs, for use now if you are looking for part-time or voluntary work, and in the
future when you are looking for full-time work in the Sport and Recreation
Industry.

Let's start with CVs. It is a good idea to keep a copy of your CV on a computer
disk or something like that, so you can update it easily as you gain more skills,
gualifications and experience.

In your class, discuss the following things:

e What is the purpose of a CV?

e Who will read your CV?

e What information will you need to put on your CV?

e What are some important things to remember when creating your CV?
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,a-) Activity

Complete the worksheet on the next page, or use it to help you start a CV on a
computer to help you bring together all the information you might need. A
sample CV is included to help you create your final copy.
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CV Worksheet

Complete the sections below with honest information about yourself that
will be relevant when applying for a job in the Sport and Recreation
Industry.

Name:
Date of birth:

Address:

Telephone number:
Email address:

Qualifications:

Work Experience (full-time, part-time, voluntary, work placement):

Skills and Qualities:

Personal Interests:

Referees:

Anything else?:
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Curriculum Vitae
of

Gillian Elizabeth Potter
17 Alma Rise, Inverburgh, Burghshire, IV6 1HZ
gillipot@Yahoo.co.uk
Tel: 01562 222233
Date of Birth: 27/07/1988

Qualifications

September 2004 — June 2005 Inverburgh College

Sport and Recreation: Intermediate 2

Units in: Assisting with Fitness Programming
Assisting with a component of Activity Sessions
Assisting with Daily Centre Duties
Employment Opportunities

September 2005 — present Inverburgh College
National Certificate: Health and Fitness
Units in: Communication Intermediate 1
Numeracy Intermediate 1
Information Technology Intermediate 2
First Aid
Health and Safety
Fitness: Circuit and Resistance Training
Anatomy and Physiology
Sports Injuries
Event Organisation

Work Experience

August 2004 — present Gilbert Guzzler Fast Food Restaurant
62 Inverburgh High Street
Inverburgh

Duties: Ensuring Health and Safety within kitchen and restaurant

Adhering to Health and Hygiene laws
Preparing meals

Giving a high standard of customer service
Cleaning duties

Money handling

September 2005 — present Inverburgh Primary School
| am currently undertaking a work placement at Inverburgh Primary School as

part of my college course. | attend every Friday afternoon to work with Primary 6
pupils on various sporting activities, such as softball, rounders and long tennis.
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For this placement, | have to use communication skills to ensure the children
understand me, be patient and tolerant and ensure that my area and the
children’s equipment etc. conform to Health and Safety regulations.

Personal Interests

e | currently play hockey, in goals, for Inverburgh under-21 team.
e | enjoy reading, swimming and keep fit

e | often babysit for my neighbour’s daughter

Key Skills and Qualities

e (Good time management

¢ Excellent communication and listening skills
e Motivated and determined

e Willing to learn

e Good team player

Referees

Mr Joe Smith

Lecturer in Sport and Leisure
Inverburgh College
Inverburgh

IV5 7PH

Miss Sally Simpson

Manageress

Gilbert Guzzler Fast Food Restaurant
62 Inverburgh High Street

Inverburgh

IV9 5RS
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Application Letters

If you are sending a CV to an employer, you must include a
covering letter with this. Sometimes, an employer will ask
you to “apply in writing, enclosing a CV”. This means writing
a letter, explaining why you are applying for that job.

However, you may also want to send a letter and CV to an employer ‘on spec’,
which means writing to an employer to ask if they would consider you for any
jobs that may come up. They may not have advertised any jobs.

In your class, discuss the following things:

e What is the purpose of an application letter?

e Who will read your letter?

e What are some important things to remember when writing an application
letter?

Use the sample application letter on the next page to help you create your own
letters, one applying for a specific job you have researched earlier, and one
‘spec’ letter, applying to an employer you are interested in working for.
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39 Acorn Avenue
Inverburgh
V4 2WS

4™ April 2006

Mrs W Cranston

Human Resources Manager
Inverburgh Leisure Centre
Inverburgh Promenade
Inverburgh

IV7 4FV

Dear Mrs Cranston

| was interested to see your advertisement for a part-time evening and weekend
Pool Lifeguard in the ‘Inverburgh Gazette’ dated 3™ April 2006 and am keen to

apply.

| am 18 years old, studying for a National Certificate in Sport and Fitness and
hold the required Pool Lifeguard Certificate. | am currently looking for suitable
evening and weekend work whilst studying full-time at Inverburgh College.

| gained my Pool Lifeguard Certificate in February this year and | am keen to put
my qualification into practice. | enjoyed gaining this qualification because | have
enjoyed swimming and other aspects of fitness since | was young and | like the
idea of contributing towards a safe environment for swimmers.

| believe | have a lot to offer the Leisure Centre, as | am fit and healthy, have
experience in dealing with the public and a strong awareness of health and
safety issues. Also, | am observant, patient and approachable, which | think are
important qualities for a Pool Lifeguard.

| have been a customer of the Leisure Centre for a long time and have always
enjoyed the friendly atmosphere. | would welcome the opportunity to join the
team and learn new skills from them.

| enclose my CV for further information and I look forward to hearing from you.

Yours sincerely

Hartin Webster

Martin Webster
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Application Forms

Some employers will request that you complete a job application form, rather
than send a CV and covering letter. This is normally the case if you are applying
for a specific job, rather than applying to a company ‘on spec'’.

In your class, discuss the following things:

e What is the purpose of an application form?

e Who will read your form?

e Why would an employer request you fill in application form, rather than send a
Cv?

e What are some important things to remember when filling in an application
form?

Complete the application form on the following pages as if you were applying for
one of the jobs you have researched earlier.
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APPLICATION FOR EMPLOYMENT

POST APPLIED FOR:

PERSONAL DETAILS (block letters please)

NOTE: Please complete in black ink or

typescript
SURNAME: INITIALS:
ADDRESS: TELEPHONE —
HOME:
POSTCODE: WORK:
SECONDARY EDUCATION
DATES: CERTIFICATES GAINED LISTING SUBJECT AND LEVEL OF PASS

FROM TO
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CONTINUING EDUCATION

DATES:
FROM

TO

UNIVERSITY OR COLLEGE
ATTENDED

QUALIFICATIONS OBTAINED
STATING SUBJECTS STUDIED
AND LEVEL OF PASS

COURSES ATTENDED/OTHER SPECIALISED TRAINING OR KNOWLEDGE

(Please include details of any certificates obtained)
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EMPLOYMENT HISTORY (Present or most recent occupation)

DATES: NAME AND POSTION HELD CURRENT SALARY
FROM TO ADDRESS OF

CURRENT

EMPLOYER

NOTICE REQUIRED

DESCRIPTION OF MAIN DUTIES AND RESPONSIBILITES

REASON FOR WISHING TO LEAVE

PREVIOUS EMPLOYMENT (Please start with most recent and include any periods of
unemployment)

DATES NAME AND ADDRESS OF POSTION HELD,

FROM EMPLOYER DESCRIPTION OF DUTIES

TO AND RESPONSIBILITES,
SALARY AND REASON
FOR LEAVING
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MEMBERSHIP OF PROFESSIONAL BODIES

DATE JOINED AND CLASS
OF MEMBERSHIP

ORGANISATION

METHOD OF ADMISSION
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ADDITIONAL INFORMATION

PLEASE INCLUDE DETAILS OF ANY SKILLS, EXPERIENCE OR PERSONAL QUALITIES
AND EXPLAIN HOW YOU MIGHT USE THEM IN THIS POST.

HOBBIES AND INTERESTS

GIVE DETAILS OF ANY HOBBIES OR INTERESTS AND MEMBERSHIPS OF ANY CLUBS
OR SOCIETIES ETC.
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DO YOU HOLD A CURRENT U.K DRIVING LICENCE? YES /NO

ARE YOU RELATED TO ANY STAFF MEMBER WITHIN THIS ORGANISATION? YES/NO
If yes, please give details of name, relationship and position.

HEALTH

DO YOU HAVE ANY MEDICAL CONDITION WHICH COULD AFFECT YOUR ABILITY TO
CARRY OUT THE DUTIES OF POST? YES / NO
If YES, give details

PLEASE INDICATE NUMBER OF DAYS ABSENT FROM WORK IN THE PAST YEAR:

REHABILITATION OF OFFENDERS ACT 1974

DO YOU HAVE ANY CRIMINAL CONVICTIONS OR CHARGES PENDING? YES /NO

REFEREES (One must be your present or most recent employer)

NAME:

ADDRESS:

DESIGNATION:

TELEPHONE NO:

DECLARATION

| DECLARE THAT TO THE BEST OF MY KNOWLEDGE THE INFORMATION GIVEN ON
THIS FORM IS TRUE AND CORRECT.

SIGNATURE ..., DATE.....cooiii
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Interview Techniques

Job Interviews [@

The purpose of a job interview is:

e to see whether the company likes you
e to see whether you like them

e to sell yourself and promote your skills and
abilities

Below are some types and examples of questions you may be asked in an
interview. Can you think of any others? Form a pair with a classmate and role-
play an interview situation for a job you have researched. One should take the
role of the interviewer and the other the interviewee. It's a good way of practising
and dealing with nerves!

Types of questions

1. Sometimes the interviewer will ask a few ‘closed questions’ to check essential
details. These may need just a ‘yes’ or ‘no’ or a very short answer e.g. “You're
applying for the post of Lifeguard?” “Did you bring your CV with you?”

2. There may also be ‘relaxer’ questions to put you at your ease. Again, only
brief answers may be needed e.g. “Did you have a good journey here?” “Did
you find us easily?”

3. '‘Open questions’ will encourage you to speak at length about yourself. You
may be asked to expand on the details in your CV.

e Tell me a bit about yourself.
e What have you done since leaving school?

e What relevant work experience have you had?

4. The main interview questions will try to find out what qualifications,
experience and personal qualities you have that will make you a suitable
candidate for the job on offer. These are likely to be open questions (i.e.
those which start with *how’, ‘why’, ‘where’, ‘when’, ‘what’) and these will allow
you to give longer answers.
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Qualifications

How will your qualification in ------- help you in this job?
e.g. How will your Intermediate 2 in Sport and Recreation help you in this job?

Experience

What did you learn from doing ------------ ?

e.g. How would you use your experience in helping with the youth club in this
job?

Personal qualities

What are your strengths and weaknesses?

How easy do you find it to work with other people?
Where do you see yourself in five years’ time?
Why should we employ you?

Remember — give reasons and examples/evidence for your answers. For
example:

Question How well do you get on with other people?

Answer Very well. | play in a five-a-side football team every week and in
my last job it was my responsibility to deal with telephone enquiries.
| like meeting and talking to people.

5. Some questions will be designed to ‘probe’ your suitability for the job. You
may be given a situation and asked what you would do. For example:

An important meeting for your company’s clients has been arranged for
10.00 a.m. Due to a misunderstanding, one client arrives at 9.30 a.m.
There’s no-one in authority to greet her. What do you do?

When answering this type of question, give yourself time to think. Then give
a considered and honest response.

6. Never tell a lie at an interview. Try to give a positive response to difficult
guestions. Turn a weakness into a strength wherever you can. For example:

Question  Have you worked with computers before?

Answer No, but I'm keen to learn. | plan to start an evening class at college
next term.

7. Prepare some sensible questions of your own, perhaps about training, safety
etc. Not about holidays and tea-breaks!

Finally:
Be prepared to shake hands confidently with the interviewer both on arriving and
leaving.
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Weekly Reflective Log

Week commencing

Activities T have been involved in this week:

New experiences and knowledge I have gained this week:

The skills and qualities I had to use this week:

The things T have improved on/progress towards my goals this week:
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Weekly Reflective Log

Week commencing

Activities T have been involved in this week:

New experiences and knowledge I have gained this week:

The skills and qualities I had to use this week:

The things T have improved on/progress towards my goals this week:
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