OUTCOME 1
OUTCOME 1

Outcome 1
Evaluate your own task management skills in preparation for a vocational project.

Task 1: Project options 1

The key to success in this unit is selecting a quality vocational project from the start and completing the remaining tasks around your project.

If you choose poorly then that will have a bearing on the quality of your personal development experience.

Working with a partner, consider the following options for your project:

· work experience placement, for example, a one-week placement, one day a week or afternoon with a local employer

· starting a vocational course/unit, for example studying Intermediate 1 early education and childcare at your local college

· organising a careers event for your school, for example, contacting local employers, colleges and training providers to attend a careers evening for S4, S5 and S6

· setting up an enterprise company; for example I scream 4 u!, an ice cream enterprise company selling ice cream within the school.
Spend time discussing each one and make a list of your options below:

	Project title
	Type of event
	Duration

	EXAMPLE: Work placement at a local garage
	work related
	1 week

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	

	5.
	
	


Task 2: Project options 2

Working in a pair or individually, look over the list you created in Task 1 and draw up list of positive and negative points for doing each project. 

You should think carefully about every option as the chosen project will have to be completed within a strict time limit, should be one you will enjoy and will support your work in the rest of this unit.

NB: you can complete the project on your own or as part of a group.

	Project title
	Positive points
	Negative points

	EXAMPLE: Work placement at a local garage
	Enjoy working with cars

Already completed basic car maintenance course
	Only one garage located in the area

Health and safety issues

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Task 3: Choosing your vocational project

A work-based experience is one of the most effective ways for students to develop skills and qualities to excel in life beyond school and the following examples have been designed in relation to choosing a work-based learning opportunity as the vocational project. 

Deciding on what work placement to try can be a difficult decision.

There are many different career-planning resources in your school to help you decide what to do.

Discuss with your teacher which option is best for your needs:

· Speak to your careers advisor.

· Visit the careers resource centre in your school library.

· Visit the Careers Scotland website (http://www.careers-scotland.org.uk).

· Discuss your options with your guidance teacher/pupil support teacher.

An excellent website to help you focus your mind is Planit Plus. http://www.planitplus.net
Register your details on the website and complete the Career Planning section. 

Take time to read the job case studies on the website and to complete the My Portfolio section on the website.

You may want to print out aspects of your portfolio and add them to your work folder for help when making your mind up.

Task 4: What interests you?

Complete the following table to help you decide. Circle the answer that applies to you.

1. I would prefer to work 
indoors
outdoors
don’t mind

2. I do not mind getting dirty/dusty/oily.
yes
no

3. I enjoy working with computers.
yes
no
4. I enjoy working as part of a team.
yes
no
5. I do not mind having to wear a uniform.
yes
no
6. I am prepared to travel 
only a few miles on a single bus/train



a longer distance (maybe up to 2 buses)

7. I am prepared to work outside school hours.
yes
no

Task 5: Initial self-assessment
In this assessment you are asked to consider various aspects of your personality. For each of the qualities listed below, decide what your score should be. For example, if you think you are always very punctual give yourself a score of 5. A score of 3 would suggest you are on time most of the time but you could do better and a score of 1 would suggest you use a sundial to check that you are on time for events and are always late! Circle the score that applies to you:

Part 1

	Tidy
	1
	2
	3
	4
	5

	Organised
	1
	2
	3
	4
	5

	Practical
	1
	2
	3
	4
	5

	
	
	
	
	Total
	


Part 2

	Punctual
	1
	2
	3
	4
	5

	Good attender
	1
	2
	3
	4
	5

	Reliable
	1
	2
	3
	4
	5

	
	
	
	
	Total
	


Part 3

	Friendly
	1
	2
	3
	4
	5

	Outgoing
	1
	2
	3
	4
	5

	Confident
	1
	2
	3
	4
	5

	Lively
	1
	2
	3
	4
	5

	
	
	
	
	Total
	


Part 4

	Tolerant
	1
	2
	3
	4
	5

	Patient
	1
	2
	3
	4
	5

	Adaptable
	1
	2
	3
	4
	5

	
	
	
	
	Total
	


Part 5

Able to work: 
	Under pressure
	1
	2
	3
	4
	5

	To a plan
	1
	2
	3
	4
	5

	Unsupervised
	1
	2
	3
	4
	5

	As part of a team
	1
	2
	3
	4
	5

	On your own initiative
	1
	2
	3
	4
	5

	
	
	
	
	Total
	


Part 6

Do you think you could, if necessary:
	Ask for instructions
	1
	2
	3
	4
	5

	Change your way of going about things
	1
	2
	3
	4
	5

	Ask someone for help
	1
	2
	3
	4
	5

	
	
	
	
	Total
	



Total score

Peer assessment

Working with a partner in your group or class, show him/her your assessment and ask him/her for their comments on your scores. If necessary, amend your scores after your discussion with them. 

Task 6: Follow up to initial assessment
After completing Task 5, think a little deeper and try to justify your grading for each section.

For example, I graded myself 15 out of 15 for Part 1 as I always ensure my work is tidy, I use my school planner to record all my homework and for making to do lists, and I am excellent at undertaking practical tasks.

Answer in the spaces provided.
	PART 1


	PART 2


	PART 3


	PART 4


	PART 5


	PART 6


Task 7: Choosing your placement
There are number of different ways of arranging your placement:

· using a work experience database such as http://www.workit.info
· using existing school business partners

· contacting all local firms you would like to work with personally

· shadowing a relative in their workplace

· visiting http://www.virtualworkexperience.com to gain an insight into various employment sectors.

It can be argued that undertaking a work placement with a relative is not as realistic as taking part in one with people you do not know. It is up to you and your teacher to decide what is most appropriate.

Spend time researching the organisations you would like to work for.

You may want to search on http://www.yell.com for specific firms or try visiting your local business gateway service. Most local business gateway services have a website listing all local firms listed in job categories, eg http://www.westlothian.com. A nationwide option is to visit http://www.bgateway.com and search the directory of businesses.

Make a provisional note of your five top workplaces in the chart on the next page.
	Business name
	Type of business
	Contact name
	Address
	Contact number

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Task 8: Contacting the employer

Sample letter
13 Old House Road

Uphall

Broxburn

EH52 6GB

23 June 2008
Sportsland PLC

Nothview Industrial Estate

Broxburn

EH52 5TW

Dear Sir/Madam

Vocational project placement request

I am writing to ask if it would be possible for me to undertake a work placement within your organisation during September this year.

I am a fifth year pupil at Broxburn Academy and I am currently working towards a personal development qualification. As part of my course I have to evaluate my skills and qualities, identify personal targets and undertake a vocational project. It would be my intention to complete my project as part of my placement.

I have always been keen to pursue a career in retail and I have a particular interest in sport fashion. I am competitive athlete in my spare time and it is something that I know a great deal about. I would relish the opportunity to learn about the industry from the market leader and I would be delighted to be part of your team as part of my project. 

I have enclosed my application form along with this letter for your information. 

I look forward to hearing from you soon.

Yours faithfully

Bruce Banner

Enc: application form

Task 9: Contacting the employer

General application form
Personal details

Surname: _____________________________
Title: ___________________
First names: _____________________________________________________

Date of birth: ______________________

Address: _______________________________________________________________
_______________________________________________________________
_______________________________________________________________
Education

	Subject
	Level
	Grade/expected grade

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Subjects currently studied

	Subject
	Level
	Grade/expected grade

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Previous work experience


	Personal statement


References

Name:__________________________________________________________

Address:________________________________________________________

_______________________________________________________________
Position: _________________________

Name:__________________________________________________________

Address:________________________________________________________

_______________________________________________________________
Position: _________________________

Declaration

I certify that the above is correct.

Signature: _____________________________________________ 

Date: _______________

Task 10: Finalising the project

Write the details of your chosen project below.
	Name of project
	

	Context of project (what is involved)
	

	Duration of project
	

	Location of project
	

	Start date of project
	


Task 11: Finalising placement details

Business name: _____________________________


Contact name: ______________________________

Job title: ___________________________________

Business address: ___________________________

Postcode: __________________________________
Fax number: ________________________________
telephone number: ________________
Email address: ______________________________
web address: ____________________

Mobile: ____________________________________
number of employees: _____________
Placement details

	Job title
	Key tasks/duties to be undertaken by pupil

	
	


Please tick as appropriate

Do you wish pupil(s) to contact you prior to the placement?
Yes

no


If yes please indicate your preferred method of contact:

Telephone 
Letter

Application form
Email
Interview

Start time: _____________________________
Finish time: ___________________________
Lunch arrangements: __________________________________________________________
Requirements (subject requirements, specific skills, personal qualities)
Dress requirements

Smart
Protective clothing provided

Casual 
Protective clothing required

Other
Details: _____________________________

Medical requirements (please indicate any working conditions that may affect pupils with certain medical conditions, eg asthma, colour blindness, hearing impairment)

Please complete as appropriate.
	Employers’ compulsory liability insurance

	This is to certify that our insurance company (name & address): _________________________

____________________________________________________________________________

Policy number: _____________________________________ expiry date: ________________

Signature: ___________________________________________________________________
Name (please print): ___________________________________________________________

Designation: _________________________________________________________________

Date: _______________________________________________________________________


Task 12: Personal SWOT analysis

One of the most common methods used for evaluation in the world of work is the SWOT analysis. A swot analysis identifies Strengths, Weaknesses, Opportunities and Threats and can be used for an individual or on an organisation as a whole.

Here is a sample of one completed for a person undertaking their vocational project at a local garage:

Strengths 
· I have a good basic understanding of working with cars – I have completed basic car maintenance course.
· I enjoy working with cars in my spare time.
· I have experience of shadowing an uncle as he completed a full service of his own car.
Weaknesses
· I have been late to school quite a lot this year and I struggle to get to classes on time.
· I take time to adjust to working with new people.
· I can rush my work at school and this is something that I cannot do in a work setting.
Opportunities
· I know that the motor trade are always looking for new quality apprentices and I know that the garage I am going to is actively recruiting school pupils.
· I will have the chance to observe, talk to and learn from experience technicians.
· I will find out if this is going to be the career for me once I leave school.
Threats
· I don’t have my own safety boots or overalls and I may not be able to take part unless I have them.
· I may not get on with my mentor and not learn as much as possible.
· I may not be allowed to carry out certain duties due to health and safety constraints.
Now you are going to prepare one but this time it will be all about you!

Use the template on the next page to fill in your own personal SWOT analysis on your task management skills required for your chosen vocational project. 

Points to consider:

· Personal time management

· Punctuality

· Personal organisation

· Quality of own work

Personal SWOT analysis

Name: _________________________________________________________

Name of project: _________________________________________________

Date: __________________________________________________________


Strengths 
Weaknesses 
(areas you are good at) 
(areas for improvement)


Opportunities 
Threats
(the opportunities to you from undertaking 
(what may prevent this project 

this project) 
being a success?)
Task 13: Target setting

Use the results of your SWOT analysis in Task 12 and your initial self assessment in Tasks 5 and 6 to help you identify two main personal targets for your vocational project.

Make a note of your targets in the space below. An example has been put in to help you:

TARGET 1

EXAMPLE: My time management has always been a weakness and I would like to use this opportunity to work to improve my skills in this area.

TARGET 2
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