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Introduction

The Self Awareness unit is made up of three parts:

1. Self analysis

2. Project

3. Review

As part of the self analysis you must look at your qualities such as strengths and weaknesses. You must identify two qualities that you have. In addition, look at your feelings, and again a minimum of two must be identified from: likes, dislikes, interests, fears and aspirations. 

You are expected to collect information from another person about your qualities. This person can be a teacher, friend, family member or someone else who is trusted to give you an honest and fair opinion. This other person must be agreed in advance with your teacher.

On completion of the self analysis, you will undertake a project that allows you to develop your self awareness about careers. The project must have at least four straightforward tasks and you should keep a diary or log book of your activities and findings. 

The final stage is to carry out a review of what you have learned during the unit. The review should again look at all the areas identified: strengths, weaknesses, likes, dislikes, interests, fears and aspirations. This should ultimately lead you to make an action plan that identifies areas of development and how you will achieve them.

Aim

The aim of this unit is to use the topic of careers to help you to identify your skills and qualities. Then, by working through a number of different activities, you will develop a career plan tailored to your individual requirements. This will allow you to achieve the goal of a career that suits your skills, qualities and interests.

Evidence

There are a number of different forms of evidence that are acceptable to the SQA and can be included in your folio. These include:

· diary

· log book

· reports

· reviews

· self analysis sheets

· blogs

· emails

· photographs

· letters

· videos

· audio tapes

· PowerPoint presentations

· computer printouts.

It is recommended that you keep a diary or log book for the duration of the course as evidence. Your teacher will give you a template to use. A possible example has been included in Appendix 5. Remember this is part of the evidence that you have completed the work of the course, so it is important that you keep it up to date. Try to allow 5–10 minutes at the end of each period to complete your diary, so that you do not forget any important information.

Unit 1: About me

Name in full
______________________________________________
Address
______________________________________________


______________________________________________


______________________________________________

Postcode
_________________

Telephone Number
_________________________
Mobile Number
_________________________
Email address
_________________________
Date of Birth
_________________________
Are you a member of any clubs or organisations either in or out of school?
YES/NO
If your answer was yes then write a few sentences about them saying what you do, where and when.
Do you have any hobbies or pastimes that you regularly take part in?

YES/NO

If your answer was yes, give a brief description of what you do.

If you have already completed your work experience write a few sentences saying what you did and what you liked most and least about it. (If not, leave this section blank.)

Do you have or have you ever had a part-time job?

YES/NO

If your answer was yes, say what your main duties are or were.

In the boxes below list the qualifications you have at the moment and the ones you will sit this year.

My qualifications at the moment are.

	Subject
	Level
	Grade

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


The qualifications I am sitting this year are.

	Subject
	Level
	Grade

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


In the box below say what your future career plans are. What do you want to be?

My timeline

Using the timeline below, mark the major events and achievements in your life starting from when you were born until today. You can write one word, a short sentence or draw a picture. Remember this is your timeline to help you with your self-evaluation. You should try to mark at least six major events.


Born
Today

In the box below, draw a picture of yourself and all round the picture write words that you think best describe you. Remember: do not describe yourself by your actions.

From the words you have written above, pick the five that you think best describe you and explain why.

	The words that best describe me are:
	I am like this because:

	1
	

	2
	

	3
	

	4
	

	5
	


Everyone has both good and bad points about their personality. Think about some of your friends and family and write down as many good and bad points about them as you can in the table below.

	Good points
	Bad points

	1
	1

	2
	2

	3
	3

	4
	4

	5
	5

	6
	6

	7
	7

	8
	8

	9
	9

	10
	10


If your friends were asked to talk about you what do you think they would say? What qualities, strengths and weaknesses would they say you have? In the box below write the type of things your friends would say about you. If you are not sure, ask them.

Unit 2: Self analysis

Things I enjoy doing 

Review sheet

Think about the things you enjoy doing in or out of school.

From the list of activities below rate yourself 1 to 4:

1 – I do not like doing this

2 – I occasionally like doing this

3 – I more often than not like doing this

4 – I do this a lot

Add anything that you do that is not listed at the end.

	1
	Listening to music
	1
	2
	3
	4

	2
	Working with computers
	1
	2
	3
	4

	3
	Making things
	1
	2
	3
	4

	4
	Drawing, painting, sketching etc.
	1
	2
	3
	4

	5
	Helping people
	1
	2
	3
	4

	6
	Reading
	1
	2
	3
	4

	7
	Being with other people
	1
	2
	3
	4

	8
	Solving puzzles and problems
	1
	2
	3
	4

	9
	Working with old people
	1
	2
	3
	4

	10
	Listening to people’s problems
	1
	2
	3
	4

	11
	Outdoor activities and sports
	1
	2
	3
	4

	12
	Working with pre-school children
	1
	2
	3
	4

	13
	Repairing things
	1
	2
	3
	4

	14
	Working in a group
	1
	2
	3
	4

	15
	Preparing food
	1
	2
	3
	4

	16
	Serving people
	1
	2
	3
	4

	17
	Working with animals
	1
	2
	3
	4


	18
	Trying new activities
	1
	2
	3
	4

	19
	Working with adults
	1
	2
	3
	4

	20
	Singing, dancing or acting
	1
	2
	3
	4

	21
	Playing musical instruments
	1
	2
	3
	4

	22
	
	1
	2
	3
	4

	23
	
	1
	2
	3
	4


From the list above write down your two favourite activities.

1. _______________________________________________________

2. _______________________________________________________

Most people find it difficult to say what they are good at and are quite surprised about what friends and family really think about them. As part of this course you are going to carry out a detailed self-evaluation. You will look at your strengths, weaknesses, qualities and feelings. You are expected to compare your evaluation with one completed by at least one other person. This person can be a friend, relative, teacher or someone else. You must agree who this person is with your teacher in advance and you must trust them to be honest and fair.

The reason for carrying out a self assessment is to find out the qualities, skills, strengths and weaknesses you already have. Comparing it with an assessment completed by someone else about you will let you see the characteristics you have and know about and also the ones people see in you that you did not know you had. You should get someone else to fill in the My Skills, My Qualities and My Strengths and Weaknesses sheets. They may not be able to comment on all of the questions but they should be able to fill in answers to most.

In this unit you are going to use this information to help you decide which career you are most interested in and which is best suited to you.

My skills

Think about the skills you have 

From the list of skills below rate yourself 1 to 4:

1 – I am not like this

2 – I am sometimes like this

3 – I am like this more often than not

4 – I am like this

Add any skills you have which are not mentioned below.

	1
	I am good at cooking
	1
	2
	3
	4

	2
	I like playing sports
	1
	2
	3
	4

	3
	I can use computers
	1
	2
	3
	4

	4
	I can explain what I mean
	1
	2
	3
	4

	5
	I ask for help when I need it
	1
	2
	3
	4

	6
	I can use a telephone to get and give information
	1
	2
	3
	4

	7
	I can follow instructions
	1
	2
	3
	4

	8
	I am a good listener
	1
	2
	3
	4

	9
	I can cope with being bored now and then
	1
	2
	3
	4

	10
	I am good at working on my own
	1
	2
	3
	4

	11
	I can work with other people
	1
	2
	3
	4

	12
	I can express my opinion clearly
	1
	2
	3
	4

	13
	I can work to a deadline
	1
	2
	3
	4

	14
	I pick up new ideas quickly
	1
	2
	3
	4

	15
	I am a good communicator
	1
	2
	3
	4

	16
	I am organised
	1
	2
	3
	4

	17
	I can be trusted to take responsibility
	1
	2
	3
	4

	18
	I have a good memory
	1
	2
	3
	4

	19
	I am self driven
	1
	2
	3
	4

	20
	I like to learn new information
	1
	2
	3
	4

	21
	
	1
	2
	3
	4

	22
	
	1
	2
	3
	4

	23
	
	1
	2
	3
	4


My qualities

Think about the qualities you have 

From the list of qualities below rate yourself 1 to 4:

1 – I am not like this

2 – I am sometimes like this

3 – I am like this more often than not

4 – I am like this

Add any qualities you have which are not mentioned below.

	1
	I am helpful
	1
	2
	3
	4

	2
	I am friendly
	1
	2
	3
	4

	3
	I am easy to get on with
	1
	2
	3
	4

	4
	I am independent
	1
	2
	3
	4

	5
	I am confident
	1
	2
	3
	4

	6
	I am hard working
	1
	2
	3
	4

	7
	I am careful
	1
	2
	3
	4

	8
	I am flexible
	1
	2
	3
	4

	9
	I am considerate
	1
	2
	3
	4

	10
	I am enthusiastic
	1
	2
	3
	4

	11
	I am punctual
	1
	2
	3
	4

	12
	I am even tempered
	1
	2
	3
	4

	13
	I am responsible
	1
	2
	3
	4

	14
	I am energetic
	1
	2
	3
	4

	15
	I can see the good side of things
	1
	2
	3
	4

	16
	I am patient
	1
	2
	3
	4

	17
	I am reliable
	1
	2
	3
	4

	18
	I am honest
	1
	2
	3
	4

	19
	I am trustworthy
	1
	2
	3
	4

	20
	I am considerate of others
	1
	2
	3
	4

	21
	
	1
	2
	3
	4

	22
	
	1
	2
	3
	4

	
	
	1
	2
	3
	4


My strengths and weaknesses

	I am good at:
	I am poor at :

	I like:
	I don’t like:

	My best subject is:
	I wish I was better at:

	I am most proud of:
	I want to change:


New Year Resolutions

At the end of every year people all over the country make New Year Resolutions. Most of them are kept until 3 or 4 January or, if the person is very committed, until the middle of January. One of the reasons for this massive failure rate is that people try to change too much or too many things at the one time. 

Having looked at your own self-evaluation and the one(s) completed by someone else about you, what things do you think you should change and would like to change? Try to be realistic and honest do not say you will change something if you do not mean it!

The things I would like to change are:

1.

2.

3.

4.

5.

6.

The things I think I can change are:

1.

2.

3.

Career plan

	
	Yes
	No

	I know the career area I want to work in.
	
	

	I have discussed my career aims with other people who know me well.
	
	

	I have set career goals that I want to achieve in the next few years.
	
	

	I have set targets for myself to help me achieve my goals.
	
	

	I have written an action plan to step me through my targets in a logical manner.
	
	

	I know what qualifications I need to achieve my career goals.
	
	

	I know how to achieve these qualifications.
	
	

	I have contacted professional organisations to find out more about my intended career.
	
	

	I have experience or knowledge of working in this career area.
	
	


Unit 3: Work and me

There are millions of different types of jobs and more are added to the list each day. Every job requires particular skills and qualities. A skill is a special ability or something that you have been trained to do whereas a quality is a characteristic of you. If you are still unsure about the difference, look back to the skill and qualities review sheets you completed earlier in the unit for examples.

In your own words say what is meant by someone’s qualities or characteristics? If you don’t know try to find out.

What qualities or characteristics do you think a doctor or a nurse should have?

If you wanted to employ a receptionist, what qualities would you look for in the applicants? (Remember the receptionist is one of the first people your customers will meet.)

Think of three other jobs of your own, and give a list of at least five characteristics or qualities that you would hope a person in that job would have. If you cannot think of jobs, pick three from the job descriptions in Appendix 1.

Job qualities

Job Title:

1.

2. 

3.

4.

5.

Job Title:

1.

2. 

3.

4.

5.

Job Title:

1.

2. 

3.

4.

5.

Everyone has different skills and qualities. That is what makes the human race so interesting. People have different likes and dislikes, some are good at sports, some are academic, some artistic, some musical. Everyone has something that they are good at: a talent. It might be being a good listener, solving problems, helping others, selling things, making things. The trick is to find the thing or things you are good at. 

You are now going to think about the type of job(s) you are interested in and find out the skills, qualities and qualifications you need to work in this area. You may already have some of them, but if you really want a particular job, you may have to work at getting better at others or even developing them from scratch.

Job descriptions

Fill in three job profiles for jobs you think you are interested in. There are a number of different sources you can get information about careers from. Your school careers library is probably one of the best places to start. Have a look at the careers directories to see if you can find a particular type of career you are interested in. Some examples of careers directories are listed below. 

Trotman Careers (Current Year) from Trotman Publishing

Jobfile (Current Session) from U T Lifeskills

The Times A-Z of Careers and Jobs by Susan Hodgson 

You should also take a look on the internet.

http://www.careers-scotland.org.uk or http://www.planitplus.net are good starting points.

Remember if you use the internet to find your information, make sure you use a UK website unless the job you want is abroad.

Job profile

Job title: ____________________________

Write a short description of the tasks involved in this job.

What qualifications do you need for this job?

What skills and qualities do a person working in this area need?

What are the prospects and salary for someone in this field? (Can they get promoted?)

Online careers questionnaires

There are a number of online questionnaires that help people to identify the career area or career best suited to them. If you register with Careers Scotland’s website, it will allow you to complete a questionnaire that will direct you to careers that may interest you.

There are other questionnaires available free on:

http://www.learndirect-advice.co.uk/helpwithyourcareer/skills/
http://www.bbc.co.uk/surgery/your_world/work_future
http://www.fasttomato.com/index.aspx
http://www.s-cool.co.uk/careers_final/default.asp
Your school may already have Cascaid or Kudos, which both do the same thing.

These programs give you a report that you can print out and put in your folder as evidence. It is advisable to try more than one of these programs to get the best results possible.

Unit 4: The project

The careers adviser

Making an appointment

Find out if you have a careers adviser who visits your school. If you have, make an appointment to see him or her. Careers advisers have a great wealth of knowledge about the world of work and training. They will be able to advise you what career is best suited to you. They will take into account your qualifications, interests, like and dislikes, strengths and weaknesses and other relevant qualities. The careers adviser will suggest possible career areas or jobs you may be interested in. They can give advice about further training either at college or university or as part of a job (on the job training).

You may be able to choose your own appointment time – if so try not to pick a time that clashes with NABs, tests etc. Make a note in your diary of the date and time of your careers appointment. You should tell your class teacher you have an appointment with the careers adviser and check with them that this is suitable. If not, rearrange your appointment.

Before you go to your appointment

Careers appointments can last from 10 minutes to 30 minutes, which is not a lot of time to sort out a career that could last you the rest of your life. You have to prepare for your interview! Before you go to visit the careers adviser, make a note of the qualifications you have and the subjects you are sitting this year. If you are not sure of your levels ask your subject teachers. It is important to get the facts right if you want the maximum benefit from your interview. Try to think about the type of job you would like, and why you would like this job – be realistic! 

Now fill in the pre-interview sheet, giving as much information as you can.

During your careers appointment

The careers adviser will give you several suggestions about where to get information about jobs, courses or training. Take a notepad so that you can record any information that they give you. Make sure that if you do not understand something you say so. There is no point in leaving the interview with lots of unanswered questions.

Pre-interview sheet

Name _______________________________
Class ____________

Expected leaving date ___________

If you have completed a work experience placement describe where you went and what you did in the box below. (If you have not completed a work experience placement leave this section blank.)

If you have or have had any part-time jobs give some details in the box below.

My qualifications are:

	Subject
	Level
	Grade

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


The subjects I am sitting are

	Subject
	Level
	Grade

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Subject
	Level
	Grade

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Have you decided on one career?
Yes/ No

If yes, what is it and why have you picked it?

Do you have any other career ideas 
Yes/No

If yes what are they and why?

	
	Career idea
	Reason

	1
	
	

	2
	
	

	3
	
	


If you have carried out any research in connection with any of the career paths listed above, give details of where you found your information in the box below.

Note any questions for the careers adviser below.

After your careers appointment

As soon as you can after your appointment fill in your careers interview action plan. If you still have questions that are unanswered make a note of them and see if while filling in your action plan you discover the answer. As with all action plans you should be realistic and honest. Do not put things in your plan that you know you will not do. Remember this plan is for you and should help you with your next step(s).

Careers interview action plan

1.
Job areas discussed


In the box list the jobs/job areas you discussed with the careers adviser.
1.

2.

3.

4.
2.
Sources of information

For each job, give the people/places the careers adviser suggested to visit to find out more information. These could be websites, books, contact addresses, etc.

	Job 1
	Job 2

	Job 3
	Job 4


3.
Things to do (What are you going to do next?)
1.

2.

3.

4.

4.
Notes and additional information
Careers fair

Every year throughout the country there are a number of careers fairs for school leavers, university applicants and people looking for a career change. Find out from the internet, local press, the Careers Scotland website (http://www.careers-scotland.org.uk) or your careers adviser where and when the next careers fair suited to your situation is.

Your class teacher will organise a visit for your class to the fair.

Before you go to the careers fair:

· find out the names and types of occupations represented at the fair

· get a floor plan for the event

· plan who you want to see

· make a list of questions for the different exhibitors

–
training

–
opportunities

–
prospects

–
pay.

Refreshments – you will need to take a break at some point. Use this time to review what you have learned. Then go back to ask more questions or go on to other stalls.

If it is not possible to attend a careers fair then one could be organised within the school by your class. Most major organisations are happy to help if they have a member of staff free to attend and are given enough advanced notice.

Alternatively, you may wish to use the 3D Virtual Work Experience website, http://www.virtualworkexperience.com
This shows workplace simulations in various employment sectors. It can provide learners access to a variety of work experience opportunities that do not exist in their locality and also to work environments that are unsuitable for work experience. The Virtual Work Experience environment should enable learners to review and research various employment sectors and help in the decision making process of choosing a suitable career based on the virtual experience of a sector.

When at the fair

Make sure you get as much information as possible at the careers fair. Ask for contact details or business cards so that you can contact the exhibiters if you have any questions at a later date.

Take a note of websites or addresses where further information is available. Ask when the company recruits – some organisations only recruit at particular times of the year; some have an ongoing programme; others only recruit when a vacancy occurs.





Remember:

· dress smartly
· be yourself

· be polite

· be confident

· don’t put yourself down

· talk about what you can do not the things you can’t

· the person you talk to at the careers fair may be the same person who interviews you for a job.

After the careers fair

After the careers fair you should write a short report about your trip to the fair. Include:

· where and when the fair took place

· the job area you are interested in

· the stalls you visited

· the information you found out about the jobs.

Add in details about the following.

· Having found out more have you been put off a particular job or are you more interested?

· Pick one of the jobs or stalls you visited and give a description of how you get into that area. You should include qualifications, training, prospects etc.

· The conclusion to your report should give your next steps.

There is more information in how to write a report in Appendix 2 or at

http://www.bbc.co.uk/schools/gcsebitesize/business/people/communicationrev7.shtml
http://www.howtobooks.co.uk/business/reports/
After you have completed your report, fill in the action planning sheet giving details of the four things you are going to do next. Try to set realistic completion dates and do not make the targets too involved or complicated. 

Action planning sheet

Name _________________________________________
Class _____

Title of activity ____________________________________________

Date _____________________

My next steps are:

1.

Completion date _____________
Completed  YES/NO

2.

Completion date _____________
Completed  YES/NO

3.

Completion date _____________
Completed  YES/NO

4.

Completion date _____________
Completed  YES/NO

Contacting a professional organisation

Most job areas have a professional organisation or association. These organisations are an invaluable source of information and support for people interested in working in a particular career area and those already in employment. Look in your school’s careers library to find the contact details for the professional organisation associated with the career area you are interested in. Some websites have been listed below that give links to professional association websites – there are many more out there.

http://www.istc.org.uk/Communication_Resources/useful_links.htm
http://www.learndirect-advice.co.uk/helpwithyourcareer/jobprofiles/
http://www.acas.org.uk/index.aspx?articleid=941
http://kic.gstt.nhs.uk/staff/proorg.aspx
Once you have found the contact details, you should write to or email the organisation to get more information about the qualifications, qualities and skills needed to work in this area. You should use the template letters in Appendix 4 to help you write an appropriate letter or email. Do not copy the templates directly. You should personalise the letter for your own needs using the template as a guideline.
Work shadowing

Probably the best way to find out if you would really like a particular job is to try it. This could be through a work experience, work shadowing or an industrial visit. You could organise it to run during a school holiday, at a weekend, during an afternoon or one day a week for a few weeks. Try to arrange your placement so that it causes as little disruption to your other subjects as possible.

Every school has different rules about work shadowing/work experience. Ask you teacher how to go about arranging a short placement or visit in an area you are interested in. Your placement will have to be agreed and discussed with your teacher before you go ahead and organise it.

When picking a work shadowing, work experience placement or industrial visit you should make sure that the placement:

· is relevant to the job or type of job you want and will hopefully help you with your current subjects

· allows you to examine your skills and qualities – you will hopefully discover you have more than you thought

· gives you an insight into what the job really is – not every job meets the preconceived ideas people have about it

· gives you the opportunity to find the areas you need to develop further.

Remember

Work experience is meant to be just that – an experience. You will not get to do everything. If you shadow a surgeon you will not get to perform parts of an operation. You should experience what is involved in the job but not necessarily carry out the activity.
Not all companies can take school pupils for work experience or work shadowing due to insurance or staffing issues. If you get turned down, try not to be too disappointed and keep trying. Use the information in Appendices 3 and 4 to help you contact the companies you have chosen.

Be as honest as possible with the companies you are applying for. Tell them why you are interested and the type of things you want to see and do. Listen to what they say. They may point out other careers or opportunities you have not considered.

Your teacher will have to speak to someone at the organisation. Make sure you get the correct contact details: name, address, telephone number or email. The company will have to be checked by your school’s health and safety officer, which may take some time to organise. 

Once you have completed all the necessary insurance and consent paperwork, it is time to think about what you want to get out of the experience. 
In the box below say what you are most looking forward to about your work placement.

State three things that you will try to find out while on your placement.

1.

2.

3.

When you return from your placement, write a report about your experience. You can use the Writing a Report sheet in Appendix 2 to help you.
Unit 5: Career plan review

	
	Yes
	No

	I know the career area I want to work in.
	
	

	I have discussed my career aims with other people who know me well.
	
	

	I have set career goals that I want to achieve in the next few years.
	
	

	I have set targets for myself to help me achieve my goals.
	
	

	I have written an action plan to step me through my targets in a logical manner.
	
	

	I know what qualifications I need to achieve my career goals.
	
	

	I know how to achieve these qualifications.
	
	

	I have contacted professional organisations to find out more about my intended career.
	
	

	I have experience or knowledge of working in this career area.
	
	


You have now completed all the activities in this course and you should write a full report about it. Your report should include what you have learned both about yourself and about the type of career you are suited to. The information you found out about yourself from other people and from completing the online questionnaires should also be included. You should conclude your report by saying what the next steps are in your career plan.

Use the writing a report sheet in Appendix 2 to help you.

Appendices

Appendix 1: Job descriptions

Traffic warden/Parking attendant

Main duties
· Enforcing parking regulations, patrolling, checking for non payment of fees or illegal parking.

· Work with handheld computer to record details and issue parking tickets.

· Take photographs as evidence.

· Arrange for the removal or clamping of illegal vehicles.

· Give information to the public.

· Direct traffic, school crossings and assist the police.

Personal qualities and skills
A traffic warden should be polite and have a firm manner. They need to be good communicators who are skilled at dealing with awkward situations or angry members of the public. Good observation skills and the ability to follow rules and instructions while working unsupervised are essential. Confidence and self discipline are also essential qualities.

Conditions
Most traffic wardens work outside throughout the year. Working 35 hours over five days per week

Salary and prospects
£10,500 to £14,000

With the limited prospect of promotion to supervisor with a salary of £16,000 to £19,000

As at April 2008

Scientist laboratory assistant

Main duties
· To analyse samples using different methods and different pieces of scientific equipment.

· Record detailed information.

· To carry out detailed scientific analysis and measurement.

Personal qualities and skills
Laboratory assistants have to work to a high standard of accuracy with great attention to detail. They are expected to carry out methodical and repetitive work that can require good manual dexterity. The ability to work with possibly dangerous material and adhere to Health and Safety Guidelines is essential. Good IT skills and the ability to communicate in a number of different ways are essential.

Conditions

Laboratory assistants work in a clean and sterile laboratory while wearing protective clothing. Working hours depend on the type of laboratory and work involved.

Salary and prospects

Laboratory assistants’ salaries start at £11,000 to £13,000 rising to £20,000 for middle managers and finally £32,000 to £40,000 for senior scientists. There are prospects to move into other areas due to their skills being transferable.

As at April 2008

Sports coach/Health and fitness instructor

Main duties

· To give fitness assessments and to work out individual exercise programmes.

· To help with training and supervision of clients while ensuring their safety.

· To run exercise classes.

· To set up, prepare and maintain the equipment.

· To encourage and advise clients.

Personal qualities and skills
Health and fitness instructors have to be enthusiastic, energetic and interested in health and physical fitness. Good communication skills, a motivated attitude along with a detailed knowledge of nutrition are essential.

Conditions

Health and fitness instructors generally work in sports centres, although sometimes they work with individual clients in their own gyms. Working hours vary, and often include evenings and weekends.

Salary and prospects

Salaries generally go from £14,000 to £25,000 with the prospect of promotion to a development officer with a salary of £17,000 to £26,000. Many instructors start their own business.

As at April 2008

Classroom/Teaching assistant

Main duties
· To help pupils and support teachers.

· Plan and deliver segments of lessons.

· To work with small groups of pupils checking their progress.

Personal qualities and skills
Classroom/Teaching assistants should like and be interested in children. They must have a working knowledge of educational development and must have a patient, confident and calm manner. Good communication skills are essential.

Conditions

Classroom/Teaching assistants generally work in one classroom or a number of different classrooms in a school. Working hours are regular schools hours plus preparation time and evening events.

Salary and prospects

The salary starts at £11,000 to £14,000 and with experience and qualifications moves to £16,000 to £21,000; moves to higher level posts are possible.

As at April 2008

Plumber
Main duties
· To install, maintain and repair heating and water systems.

· To work effectively with a range of tools to cut, bend and join pipes.

· To test systems for leaks.

Personal qualities and skills
Plumbers have to be practically minded with good manual dexterity and able to work carefully, accurately and adhere to plans or instructions. Good problem solving and communication skills are essential along with the ability to work independently or as part of a team. Physical fitness and the ability to work in confined spaces or at height are also advantageous.

Conditions

Plumbers work indoor and outdoor and at various locations which makes a driving licence essential. Working hours vary – may include evening and weekend working.

Salary and prospects

Starting salary of £6,000, moving to £15,000 to £17,000, then £18,000 to £21,000, and finally £22,000 to £30,000. There are the prospects of moving into another area of work such as refrigeration or heating; many plumbers become self employed.

As at April 2008

Hairdresser

Main duties
· To shampoo, cut and style hair.

· To give both wet and dry cuts.

· Discuss and carry out colouring, tinting, perming and hair extensions.

· Training of junior staff.

Personal qualities and skills
Hairdressers must be good communicators with a friendly manner who put customers at ease. A flair for fashion and creativity and good manual dexterity are desirable qualities. The ability to work with chemicals, handle cash and work with ICT are also needed.

Conditions

Hairdressers work in both large and small companies, on cruise ships and in film, TV and theatre. Working hours vary; hairdressers are generally required to work on Saturdays and occasionally evenings.

Salary and prospects

Hairdressers salaries start at £7,500, moving to £10,000 to £16,000, rising to £20,000 to £30,000. There is the prospect of moving to a bigger organisation or starting your own business.

As at April 2008

Nurse

Main duties
· To care for patients with a variety of illnesses and injuries.

· To monitor conditions, plan care, give meals and change dressings.

· To support and advise patients.

Personal qualities and skills
Nurses have to have a responsible, friendly and caring attitude along with a desire to help and a sympathetic and sensitive nature. Good communication, listening and observation skills along with the ability to work as part of a team are essential. Nurses also have to have good scientific and medical knowledge and be able to remain clam in all situations.

Conditions

Nurses work in hospitals, in the community and in specialist units. They generally work 37.5 hours per week; many nurses work shifts, including evenings and weekends.

Salary and prospects

Salaries start at £14,000 to £24,000 rising to £24,000 to £31,000. There is the prospect of being promoted to a nurse consultant with a salary of £35,000 to £60,000.
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Bank assistant

Main duties
· Behind the scenes carrying out administration tasks.

· Provide services to customers selling products and services.

· Deal with account transactions such as paying in and withdrawing funds.

Personal qualities and skills
Bank assistants have to have a friendly attitude with good communication and ICT skills. They must have a good attention to detail, like handling money and be both trustworthy and accurate. The ability to sell products while giving good advice is also desirable.

Conditions

Generally based in a branch; however, in some areas there may be the opportunity to work in a mobile bank. Working hours are generally 37.5 hours over five days.

Salary and Prospects
The salary starts at £11,500 to £14,000, rising to £25,000 with experience and further qualifications.

As at April 2008
Appendix 2: Writing a report

Any report you write should be accurate, concise, clear and well structured. 

Try to write in a logical and factual way. The report is meant to show what you have found out and give evidence to support your findings. You should state the purpose of the report clearly at the start so that the reader knows what to expect. 

The main parts of a report are:

1. Introduction: should state the purpose of the report and put it in context.

2. Procedure: should give a factual account of what you did and why.

3. Findings: the results of the project or activity.

4. Conclusions: the meaning of what you discovered. Conclusions should be backed up with evidence.

5. Recommendations or next steps: a brief summary of what you think should happen next.

If you are still unsure about how to write a report ask your teacher for help or have a look at the websites listed below.

http://www.bbc.co.uk/schools/gcsebitesize/business/people/communicationrev7.shtml
http://www.howtobooks.co.uk/business/reports/
Appendix 3: Making a telephone call

It is important that you get all the details and information correct when making a telephone call. Fill in as much of this form as you can before you telephone someone to avoid mistakes.

	Name of the company or organisation

	Contact person
Position within the organisation 

	Telephone number

	You will have to tell the receptionist who you are and what you want. Write out what you will say to introduce yourself.

	Make a list of the questions you want to ask.

· 

	Answers to the questions and notes.

	Name
Class

Date
Time


Appendix 4: How to write a business letter

1.
The address of the school should appear in the top right hand corner of the letter unless you are using headed paper which already has the address on it.

2.
The date should be in numbers and month in full, for example 16 April 2008, and should be on the left-hand side one line below the end of the school address.

3.
The company name and address should be written in full below the date on the left-hand side.

4.
You should start the letter ‘Dear Sir/Madam’ unless you know the person’s name.

5.
You should then state the purpose of your letter and any information you require. If you write the information in a logical and organised manner, it will make the letter much easier to read. Your letter should have a clear beginning, middle and end.

6.
The letter should finish with ‘Yours sincerely’ if you know the person’s name, or ‘Yours faithfully’ if you do not.

7.
Then sign your name and print it underneath

Two example letters are shown on the next few pages or more information can be found on:

http://www.bbc.co.uk/schools/gcsebitesize/business/people/communicationrev5.shtml
Any School

School Lane

Any Town

SC00 0LE

16 April 2008

The Company

Company Street

Big Town

BO55 1T

Dear Mr Smith

I would like to thank you for giving me the opportunity to shadow your production manager Mr Jones. I found the experience very useful and it has helped me with my future career planning. I particularly enjoyed learning how your production line worked and seeing the different operations involved in producing your products. 

I realise how busy you and your staff are and really appreciate you taking the time to help me.

Thank you again

Yours sincerely

S Tudent

Any School

School Lane

Any Town

SC00 0LE

16 April 2008

The Company

Company Street

Big Town

BO55 1T

Dear Sir/Madam

I am a 5th Year student at Any School and I have been interested in becoming a graphic designer for a number of years. Can you please tell me the qualifications and any experience needed to get into this area of employment? Are there any particular courses you would recommend at college or university and is it possible to train while working with a particular employer? I would be very grateful for any information you can send me. 

Thank you in anticipation.

Yours faithfully

S Tudent

Appendix 5: Diary

Name _________________________________________
Class______

Date _______________

The things I have completed today are:

The things that went well are:

The things I would do differently next time are:

My next steps are:

























How competitive are the jobs?





What prospects of promotion are there?





What qualifications will I need?





How much will I get paid while I am training?





Can I start straight from school or do I need to go to college?





What training do I need?
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