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Career and Enterprise General 11 2ed. 2022 @ $59.50 @ $660
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PDS Intermediate 4ed. 2020| @ $42.50 _ @ $27.50| _ @ $275 __@$99 or __ @ $330 or ___ @ $440
PDS Senior 3ed. 2020 @ $42.50 __ @ $27.50| _@$275 < _ @ $99 or _ @ $330 or __ @ $440
WRS Foundation 2ed. 2020 @ $42.50 __ @ $27.50| __@$275  __ @ $99 or _ @ $330 or __ @ $440
WRS Intermediate 4ed. 2020 @ $42.50 __ @ $27.50| __@$275  __ @ $99 or _ @ $330 or ___ @ $440
WRS Senior 3ed. 2020 @ $42.50 __ @ $27.50| _@$275 @ _ @ $99 or _ @ $330 or __ @ $440
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1.02A Pathways options

1.04B Career pathways and values

.06A Types of training

.08A Career goal-setting

.106. GROWMA goal-setting
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.14B Attitudes to work

.15C My attitude

.16D Values and attitudes and me

.17A My job-seeking network

.198 Online job sites

1.20C Online site investigation
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1.21 Who’s who?

e A
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104 Career Pathways

Your career

Welcome to your future, what will you make of it? As a post-compulsory student
undertaking study or training beyond the official school leaving age, the main
reason why you are still here is to develop some sort of career for yourself.

You already know that in order to enjoy a fulfilling and satisfying life you need to
do more than just find a job; you need to develop a career.

Even at this point in time, many of you might already be employed and have
jobs. Being employed as a productive member of society enables you to:

= earn an income,

= gain experience and develop work-related skills and workplace
competencies, and

= build and grow self-esteem and responsibility.

So how many of you are currently working, and if so, are you planning to
build a career based upon your casual or part-time work?

N

What is a career?

?Fem lew:Sam p e:

own reasons.

Often a young employee might say, “No, | am only working in a call-centre
to earn ThIS is Just a job. | want to builg a career as an actress.”

Someti d wo er 2 u kn
be an ag ys sa m e Care as
And we can even hear a retiring employee say, You know, | spent 4

years as an engineer, but | always wanted to be a firefighter!” Each o

these people, for various reasons, has not been able to match their chosen

employment with their preferred career.

It's sad that in each of these cases their employment has left these people image: piotr marcinski/
unfulfilled.

So we can say that a career describes the employment that a person
undertakes in order to satisfy their personal values. Personal values are those
things that we, as workers, wish to obtain from working.

It is important that you develop a career that matches your personal values,
otherwise you might go through life unfulfilled.

@ A job might help you to pay life’s bills, but a career will help you to enjoy life’s thrills. #I&E1&2

7:33 PM Feb 2nd via fortune cookie from Con

2 I&E Units 1&2: Towards an Enterprising You éed.
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Career Pathways = 102

Why work?

There are many different reasons why people work. You may expect to get various benefits
from working and these expectations as an employee will influence your choice of work

and career.

People are more likely to seek and undertake work that satisfies their values. Choosing a 'g
suitable occupation may help your expectations of work be fulfilled. So what do you want or
expect to gain from working?

income
non-income benefits working conditions
Reasle
job satisfaction @@E’ self-esteem

Weldnd

health and wellbeing lifestyle security

socialisatiqp power and respect I

Preview-Samp

Pathways options A

1. ons folfworllli tHi diagrfiin abofie il : nigflisted
i scordiiout atfll the ex\@nt 1 o his
“l want to earn me “I want a lot of
some serious moolah.” holidays and time off.”
“l want to meet “I want to enjoy
new people.” what | do.”
“I want to work in “I want people
a nice office.” to look up to me.”
“I want to be able to feel “l want to be
good about myself.” challenged and to grow.”
“l want to be able to “I want to do good
support my family.” for others.”

2. List 3 part-time or casual jobs you have had, or that students or teenagers typically have.
3. Briefly outline your possible future career pathway.

4. Explain how your preferred career matches (or doesn’t) these typical part-time/casual
student jobs.

I&E Units 1&2: Towards an Enterprising You éed. 3
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108 Career Pathways

Multiple career pathways

These days, very few people experience a linear career pathway. Instead people develop
multiple career pathways.

Most modern pathways branch off in different directions supported by lifelong learning.
Many people change occupations and develop different careers throughout their working
lives. These changes reflect changes in personal values associated with the stage of one’s
life. Sometimes a sideways or even a backwards step can advance a person along their
career pathway. This could involve changing jobs or industries in order to access better
career growth opportunities.

Increasingly, in the contemporary world of work, many employees are creating a portfolio
career. A portfolio career involves a combination of part-time, casual, contract and other
modes of work, including self-employment.

Career life cycle

As people go through different stages of their lives they will have different expectations
related to career development as part of their career life cycle. When first starting their
careers people are likely to trade leisure time for income and usually have little loyalty to
their employer.

As people age and d®elop through their lives, jght seek out more motivating,
' ati o u
L3ger iglife peoglgmi ok to sqiate thgir car rst e @ba 1@
ndTnantial u
'4

wOrk, fa a rity:

In the final stage of their careers people might seek
. . . . Starting a family can drastically alter your
alisation whereby they can fully achieve their g, eer pathway development. How long

ighsiag in A SQIMRLOlCes t be be ou girgaalo
@ eechfingefio @ SHting t ﬁ
bypugre satigyindiro

Career development & personal life

One of the most important ways to live a happy and
healthy life is to match your personal values with your
career.

n@ging toggtart your
1l

An average person will spend about 40-50 years of
their adult life working. The demands of working life
will dictate how much family, personal and leisure
time is available.

You must strike a work/life balance between career
demands and your personal life. At different stages of
your life your personal and family responsibilities will
influence your ability to develop a career.

Many people develop career pathways in areas that
don’t suit their interests or their values and end up
experiencing an unfulfilling work life.

Choosing a career that matches your values is likely
to help you satisfy your personal goals.

4 I&E Units 1&2: Towards an Enterprising You éed.
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Career Pathways = 104}
“I value having a really
“I value ‘ high standard of Iiving."J “I value
freedom.” J spirituality.” J

1 value the What W@@ “I value ‘
opportunity to be W@U@@@ certainty.” J

creative.”

“I value a lot of

“Ivalue social | leisure time.
contact and
meeting people.” “I value being
7 my own boss.”
“Ivalue my “I value my
friends over health more than
anything else. ) anything.”
, .
“I value my “I value
fam.lly over excitement and
anything else.” glamour.”
iflg a .
itila opPrtghi
vi St Wl W helpin f akll defl¥si u

as number one.”
Image: zhev/iStock/Thinkstock

.not copy"

Why is it better to develop multiple career pathways?

1

2

3. What is a career life cycle?2 How might this affect you over the course of your life?

4. When it comes to your personal life, explain which is more important - a job or a career?
5

Briefly describe how 4 values will influence the development of your career pathway.

Values Influence on my career pathways development

e.g. | want to develop a career pathway that allows me to have job security so that | know
certainty | how much | will earn from week to week.

I&E Units 1&2: Towards an Enterprising You 6ed. 5
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1408 Lifelong Learning

Lifelong learning

If you think that when you’re finished with school you're finished with learning,
then think again! A successful career pathway relies on lifelong learning.
Lifelong learning refers to all the different types of study and training you might
participate in throughout your career.

You need specific qualifications to enter certain occupations. However, you also
need to maintain and upgrade your qualifications as your career evolves. This
might involve apprenticeships, TAFE, university, professional development,
industry courses and so on.

For example, an electrician will have to complete an approved Australian
Apprenticeship in order to be qualified to enter the occupation. Electricians
will then have to undertake regular training throughout their career in order to
maintain their qualification and to specialise in certain areas. This training will
reflect changes and developments in technology, legislation, safety and other
industry issues.

An accountant will have to complete a university degree to be recognised as a
qualified accountant. Throughout their career they will undertake more training
so as to keep abreast of changes in taxation, superannuation and other financial

and legal issues. If they want to be a qualified , ey will also have to
. . "]
ertfike 1 riglelsi
review..oalhnplie
. . |
courses as part of their lifelong learning.
0 SO hirty,
g
the mod€Mm workforCe can complete thell hitia

qualification and then expect to be set up in a job
for life. Career success requires employees to
participate in lifelong learning.

Advances in technology cause the structure of industry
and the economy to change and skills shortages can
occur. As a result, workers must keep up to date with
ongoing professional development and training.

Think of a motor mechanic who may have started

their apprenticeship in the mid-1990s. Around

30 years have passed during their career, and
technological advancements in motor vehicles and
engines have drastically altered the work-related skills
required of modern mechanics. And we might be talking
about an employee who is only 45 years old (younger
than some of your parents) and who still has more than
half of their career ahead of them.

6 I&E Units 1&2: Towards an Enterprising You éed.
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Lifelong Learning 103

ofliraining

Formal training
= Training that leads to certification and qualifications. Formal
training may be performed both on-the-job and off-the-job.

= Examples include school certificates, Australian
Apprenticeships, VET, TAFE courses and higher education
qualifications.

J
On-the-job training Off-the-job training
= Formal or informal training = This is training that takes
that takes places directly in place in a formal learning
the workplace. environment rather than in
= This is usually a normal part the “everyday’ workplace
of learning and undertaking and often leads to a
work tasks. e.g. CBT, direct certified outcome.
supervision, etc.. = e.g. TAFE, e-learning, etc..
Competency-based training Professional development
= CBT is learning basedyon = Training opportunities f
ongtrating achieyeme R i -
e o&kcole Tgie |I! ha
) d going trai r
pgrormin Cl v t their ggreers,
sks N Aust@ian cludhg all of |

Apprenticeships. types of training.

Informal trgining
f that usfiall@o n{he-job
ﬁ des sfipergsi ﬁ tllring arf@l day-1 @
as ce, deMons®atiOMEdyi®®and s rt. g

Types of Training A

Complete this table by outlining examples of the types of training you have participated in, or
are likely to participate in, as part of your own career development.

Training Example
e.g. As an accountant | will need to undergo ongoing professional development training to
Professional keep up to date with new software, changes in tax laws and superannuation laws as well
development as new financial regulations.
I&E Units 1&2: Towards an Enterprising You éed. 7

Written by Michael Carolan Copyright © 2021 DELIVER Educational Consulting and its licensors. All rights reserved



107 Career Goal-Setting

You and goal-setting

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

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

The most effective way to achieve any longer-term goal is to break this
goal down into a series of smaller, shorter-term, and more achievable,
‘bite-sized’ objectives.

The standard way to start planning your future goals is to ask:

= “Where do | see myself at the end of the year?”

= “Where do | see myself in 2-3 years time, when | am 17-197?”

= “Where do | see myself in 9-10 years time, when | am in my mid-20s?”

Preview

eak longer-
term goals down into
a series of smaller

ih|fle you
‘ ursel
: (Dut don

daydream).
3. Aim high but keep |
your goals realistic.

4. Find out as much
information as possible
about what you need
to do in order to
achieve your goal.

5. Plan and make
short-term sacrifices to
achieve a longer-term
investment in yourself.

6. Plan and use your
time efficiently.
7. Ask for help and
get advice when
needed.
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Written by Michael Carolan Copyright © 2021 DELIVER Educational Consulting and its licensors. All rights reserved



Career Goal-Setting 108

Career goal-setting A

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

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

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

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

iv. What will | be doing in 9-10 years?

v. What will | be doing in 25 years?

2. Use the 7 goal-planning steps to lay out an action plan so as to start developing your
career pathway. You can draft some information below.

review Sampile:

2. Visualise /describe yourself in these roles.

D0 not copy

4. Find out information.

5. Plan and make sacrifices.

6. Plan your time.

7. Get advice.
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108 Career Goal-Setting

Kick’n the right goals

o you like the idea of stumbling through

life with no real idea of where you're
headed? Just as having a clear focus and goals
in your personal life is important, so too is having
goals for your career. In fact the two go hand-in-
hand.

And just as you can’t expect to
adequately plan your personal
life in five minutes, neither can
you work out what you want
from work in such a short time.

Goal-setting for different
areas of your life takes time,
and if done properly any time
you spend will be a profitable
investment. When undertaking

any planning, including career
planning, you need to divide your
goals into long-term, mM-term

s oa
ealfihg down W Ighg-Rrrilgoa
o o wml® of iMErmeWMat es,

and then further breaking down
these intermediate objectives into

Richmond that is aiming to win
the premiership. They might
embark on a 3-7 year rebuilding
phase. That is a long-term or
strategic goal. They aim to win a certain number
of games to get into the finals, their mid-term or
intermediate goal. They also have to win their
weekly matches. These are their short-term or
immediate goals. (Note: This passage was first
written in 201 1. And what happened? They won
the flags in 2017, 2018 & 2020!) Who's next?

Even within short-term goals there are a series
of smaller goals - quarter by quarter, minute by

minute, kick by kick. Another analogy goes like
this, “Take care of the cents and the dollars look
after themselves!”

It can seem at times to be somewhat daunting
and difficult to achieve broad long-term
life objectives. They seem too hard and too
far away! But by focusing on day-to-day
achievements you will find that the bigger picture
might fall into place; sometimes even
without you really
knowing it.

So far in your life your goals may have
been necessarily clear and straightforward;
saving to buy something special, planning for a
holiday or goals related to school or sporting
achievement.

Some of you will already be saving for a car.
That seems a long way off. But you know that

y ecMing g regular income from casual fihd
. n [ |
k walkek
week, Qo %
0 rs [ |

buy that car, to achieve that londi

A sacrifice taken now can go a long way towards

helping you achieve your longer-term goals
edlito ke b r i sin
t‘ls er < ‘ yplanning
-t ’ Il d ' g be listic and

mid-term and short-
term goals.”

to focus.

At times people need to adjust, delay or
even modify their career goals, especially
when unforeseen external factors impact on
the labour market, such as with the COVID-19
pandemic.

So ask yourself, what can you do today, '
right now to help you achieve what you want
tomorrow and in the future?

ZIN

Oh, and if you don’t know the answer, then it’s
time to start planning.

@ If you don't know where you are going then how will you know when you have arrived?

#I&E1&2
7:33 PM Feb 5th via carrier pigeon by Dante
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Career Goal-Setting = 1.10
GROWMAYGoalsSetting

1: Goals
= In one clear sentence, state what you are trying to achieve.
= Consider what outcomes are you aiming for, i.e. what are your objectives?

2: Resources

= What are your strengths and what 3. Organise
are your weaknesses?

= What threats exist and what
opportunities exist?

= What do you need to put in, or
invest; your time, money, study,
work experience?

= Who else might be involved; and
who could help?

What is your timeframe?

What are your priorities?

What tasks will you need to do?
What specific actions need doing?
What resources will you need?
What assistance might you need?

What sort of backup is needed in
case things go wrong?

LR U U

4: Worl‘
E’m emeptahoriaie -
id nQstolftelic floald s
se Qdia Vlln togel -
you start achieving your immediate =

Identify any reasons for

goals. achievement.

= Put the plan into action by doing the =

‘Do not

6: Adjust
= Carry out ongoing reviews; ensure that you are moving towards your long-term goals.
= If you need to make changes then plan and implement these changes.
= Implement your back-up plan if needed.

You might also use the PODR planning process, see p.97 to help achieve your goals.

GROWMA goal-setting B

Why is it important to plan and set goals? Use an example.

2. Use examples to explain the difference between short-term, intermediate and long-term
goals.

3. How might breaking goals down into smaller, achievable bites help you to achieve your
goals? Use an example.

4. Why does the achievement of goals rely on a sacrifice, or an investment? Use an example.

5. Use the 6-step GROWMA process to help plan and achieve a goal related to your career
pathway. (Draw up a table or develop a pro-forma for this.)
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141 Values and Attitudes

Personal values

You have already investigated how personal values are a key determinant of
your career pathway. Values are the guiding principles upon which you live
your life and will often dictate the things that you do. Your values will help you
develop social and personal competencies. Your values will also help to form
your attitudes. Therefore your attitude to work is strongly influenced by the
things that you value, both in your personal life and from your working life.

Here are a number of key values identified as part of the Employability Skills
For The Future Project, way back in 2002. So do many, or any, of these
'6 sound like you, because these still apply today?

ability to deal with pressure

loyalty contribution to society |
enthusiasm commitment
reliability - A common-sense A
Preview:Sample:
onabresen est¥ an in | u
adaptability motivation

Do-not-copy

Community values

Community values and attitudes to work represent the shared values of
people in society. As society evolves, different values and attitudes come
to the fore. For example, in recent times changes have occurred in respect
to the role and status of women in the workforce, the types of occupations
that are valued within society, and the way that work is structured, including
acceptable working hours.

Some of the more common community values, which might be said to
reflect ‘societal values’ include the following.

= People are expected to work for a living.
= People who are unable to work should be supported by the community.

= People are expected to contribute directly or indirectly to the broader
community.

= People should have access to education and training opportunities.

4

People should be given a fair go, including freedom from discrimination.
= People should be able to achieve a positive work/life balance.
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Values and Attitudes

Generational values

Generational values
There are some clear
generational differences in
values and attitudes to work.
People are now more likely to:

= value certain types of

You've all heard it before. Baby Boomers did the hard
yards, stayed loyal in the one job, worked long hours and
scrimped and saved to build wealth so that they could
wear their denim and fleece in their retirement.

Generation X was the cynical and at-times idle slackers

who didn’t put in enough. Unashamedly media-savvy
and anti-corporate they reacted against the previous
generation’s blind workplace loyalty.

And Gen Y (or Millenials) are the Peter Pans! The
me-generation with an overblown sense of ego and

occupations (white-collar)
over others (blue-collar)

go to university; and spend
more years studying

leave home at an older age

112

and start a family later

= change jobs, (and careers)
more often and quit work
to travel overseas more

= expect greater workplace
flexibility

combine a number of part-
And where does your generatlon (sometlmes known as time and casual jobs as part

rp it i ? |s it tog@€ar of a portfolio career rath r
ti
Or s{lﬁV} ' ' I I l p

does that really help at all?

..Do not copy

One of the important aspects of developing a career pathway
is to determine your attitude to work. Our society has an
attitude that says we should work. But not everyone shares this
attitude to the same extent.

entittement. Brand-washed, tech-savvy and image-
conscious these Millenials jump from casual job to
casual job. They want the world but aren’t prepared to do
anything for it - accept that is, sponge off their parents!

So to what extent do you agree with these clichés about
previous generations? o

Our society uses the status of our jobs to help define our
place in society. Sometimes those who don’t participate as
workers are derided or put down.

It might surprise you to learn but there are other cultures
in the world that value leisure time, family relationships,
spiritual beliefs and other non-work activities more highly
than ‘productive work activities’. And at different times in
history work has been viewed as less important in defining
ourselves than it is today.

“It was much harder in my day and
we worked damned hard for every
cent we ever got.”

So what is your attitude to work? Does it match the attitudes of your parents? Is it similar or 'é
different from your peers, and how does it vary from people older and younger than yourself?
And perhaps most importantly, do you have the attitude that employers are looking for, or an
attitude that employers will avoid like the plague!
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148 Values and Attitudes

Attitude

EVenlifgyougrelthinking ™ Y eulsholldlinsteadisay

“The world owes
me a living!”

“l want to join the workforce
and enjoy a successful life.”

“l don't like being

told what to do!” “l work well without

direct supervision.”

“l only want this job

for the money!”

financial indep

“I want to start building my
S |
b hen
willl-traine
y Rlilled.”

“| feel | would be very
valuable given my (outline
skills /experience /training).”

“l find it hard to deal
withk siup.. neople.”

“l know more
about this job than
they ever will!”

A  Attitude alert

1. How might a person’s values influence the type of career pathway they might develop? Use
examples.

2. Develop 2-3 more values that should be added to the list in the Community values section.
3. Why might values and attitudes to work change depending on someone’s generation?

In one paragraph summarise your attitude to work (include some values as part of this
summary). You can complete the survey on p.16 to gain an extra insight into your attitudes.

5. Do you believe that your generation has different values and attitudes to work compared
to other generations? Interview some people and get their viewpoint. Share the information
with the class.

ZIN
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Values and Attitudes = 9.4

“Wot’s wit’ d’tude, dude?”’

hen you ask employers what skills they Your personality strengths and weaknesses,
want in new younger employees and and your ability to interact positively in social
trainees you might be surprised by their answers. situations, will strongly influence whether you
Employers know that when they are hiring a obtain employment.
first-year apprentice motor mechanic that they As you develop your career pathway it is
are not going to get an employee who is able to important that you reflect on your character
perform the same tasks as a fully experienced strengths and weaknesses and assess your
employee. That's not what they’re looking for! suitability for different occupations. An honest
What they do want, however, is someone who self-assessment now might save years of
has well-developed work-related skills, and also heartache and job dissatisfaction.
strong personal and social competencies. Many attributes rated as most important by
One thing, rightly or wrongly, expected of young employers when hiring new staff are:
people is an ease of use of new technologies, v’ reliability
including computers, digital communication v willingness to work

technologies and software applications
(and not just games).

v’ initiative

v relevant work skills

But what they are most often “You can change - )
looking for in apphcqn'rs |sﬂqose someone’s skills ¥ ability to get on with co-workers
h with training, b evant experience, and .
s chan os .
n”
em ude. + 1l po
cha ]

wi employlng young people indiide ge'r'rmg

but it’s hard to change an G"”Ude' a balance of age in employees, cheGper staff,

When employees ring the referees of young gqining the opportunity to train workers, and that
people, a jlo, they usually ask questions good to support the youth of Australia.

about pu ' , rella!n O ployer @

respectful bns, regPons unger ;
initiative a ng oor at | F

A person’s aptitude, interest and ability for an of responsibility, unrealistic

occupation will develop throughout their post- impact of social life on work attendance and
compulsory schooling years via their subject priorities, and low self-esteem.

choices, work experience, casual and part-time
work and enthusiasm for a particular occupation.
But when does one’s attitude get formed?

/Z

So are these the sorts of things you are hearing? ':
Ask around or go online and find out!

Attitudes to work B

1. Look at the list of commonly asked questions by referees. Classify each as relating more to
a skill, or to an attitude.

Do you think that the attitudes of employers to potential staff are reasonable? Explain.

What do you think about the attitudes of employers to young potential employees? Justify
your answer.

4. Consider the statement... “You can change someone’s skills with training, but it’s hard to
change an attitude.” Carefully explain the meaning of this statement. Also, explain whether
you agree with this statement given that you are a potential employee. What about if you
were the owner of a business, i.e. a small retailer or a tradesperson? Explain now whether
you are more likely or less likely to agree with the statement. '

ZIN
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148 My Attitude

C My attitude

Complete this work attitude survey. Remember this is only a guide to your feelings and is not the
'é law! Collate and discuss the results as a class.

Do you work to live or live to work?

Score each statement from 1 to 5 (i.e.: 1 = strongly disagree, 2 = disagree, 3 = neutral, 4 = agree, 5 = strongly agree.)
1. | can’t wait to leave school and get into the workforce.

2. | have trouble functioning in the morning or on Mondays.

3. For me working is a necessary evil to support my standard of living.

4. It is my personal relationships that define who | am as a person.

5. | would rather build a happy family rather than try to be rich.

6. | would rather be in a high paying job | dislike than a low-paying job | like. ......cceceveucnee.
7. Respect comes from who you are as a person rather than what job you do. .....ceeveeeneenene
8. | am hoping to develop a career where | will be respected. ...

9. At the start of my career, my personal relationships will be more important than my job.
10. | don’t mind working 70 hours or seven days a week; as long as | get paid well. ..............
11. I need a one-hour lunch break at least! . reeteeetease st saenas
12. If a co-worker jgn't up to speed then they shou out of my way. .
evie |
1 me[iro

16. | want to know that at the end of the day I've made a small difference in someline’s life.

17. If I had a choice | would rather build a family than a career.
20.

18.

ges fr

us on lings
21. will open doors 18 suc

19.
22. I'd rather do or try any job rather than do nothing. .

23. I'm willing to invest another 4-5 years or more in training and/or study for my future. .....

24. If something is too hard then it’s not worth doing. ...

Key to scoring:
a. Add up the scores you gave for the statements numbered 1,6,8,10,12,13,15,16,19,21,22,23.

This is your ‘W’ Score: This score gives an indication of your attitude to work and can be
described as your ‘Live to work’ rating. It indicates how much you are committed to working,
your balance of values between your work life and personal life, and your commitment and
willingness to sacrifice towards building a meaningful career - at this stage of your life. W

b. Add up the scores you gave for the statements numbered 2,3,4,5,7,9,11,14,17,18,20,24.

This is your ‘L’ Score: This score gives an indication of your attitude to work and can be
described as your ‘Work to live’ rating. It indicates how much more important you see your
personal and social life, the balance of values between personal and working life, and your
willingness to place personal and social life above a career - at this stage of your life. L

c. Subtract the lower score from the higher score. Label the result with the appropriate ‘W’ or ‘L.

Your ‘Live to work’ or ‘Work to live’ score. The size of this final score indicates what seems more
important - at this stage of your life. There is no correct score, however, a huge difference either
way suggests an imbalance in your work/life attitude which may need re-considering.
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Values and Attitudes 91.16

Values and attitudes and me D

1. Choose key personal values that the commercial world commonly expects from workers.
Start with those from p.12 and/or add others of your own choosing.

2. For each one describe how you could communicate to a potential employer that you could
deliver on this value. Use a specific work-related example to ‘convince’ them.

3. For each of these, use one clear sentence to describe how this demonstrates a positive

attitude on your behalf.

Value Values and me

I am reliable because | am rarely absent from
school and always on time. | hate being late,
it’s better to be on time, or early, because then
there is less stress all round and everybody is
ready to get started.

e.g.
reliability

My attitude

Being reliable and on time shows that
I am respectful to other people that
I'll be working with because | accept
responsibility for my role as people
will be relying on me to be there.

review Sampile:

DO not copy

Application

ZIN

Role play some of these values and attitudes in action in work-related situations. Take turns
playing the roles of workers, co-worker, bosses and customers/clients.

Switch around ‘good’ and ‘bad’ attitudes - do any of these behaviours seem natural or

unnaturalz Why so?

Video your interactions and share and discuss with the class to get feedback.
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147 Sourcing Work

Finding work

Finding work requires a systematic approach whereby you use and combine as many
different methods as possible. Finding work can be really hard work in itself! So you
can'’t just rely on one single method of job-seeking. If you want to get an edge in the
job market then you must use all the job-seeking tools at your disposal. And of course
the jobs won’t come to you; rather you have to get out there and actively seek work.

Some methods of finding work are much more effective than others. This depends

on the type of work you are looking for and also the stage of your career. An effective

modern-day job-seeker is likely to use many online portals as well as utilising their

network and contacts. So do you know where you can find suitable jobs advertised

online? And are you aware of all the people in your life, and all of the specialist

agencies you can register with, that can help you find employment? If not, then it’s time
@:to find out!

Job-seeking network

In today’s job or labour market, is it what you know or who you know? It's often
reported that almost three quarters of all jobs are not advertised. Although this statistic
is not proven, it still is basically true that the large proportion of jobs are filled through

recommendations an®being ‘in the know’. In o ds, through your job-seeking

| a e .
Y@ a a Iregdyafamylia h
_ 'S I I l |
importance of ¢

rt tinually elopifg your job-
seeking network. Now you don’t have to be
special to know the right people. You just have

Withgagople w i
care@. T @ |
; g bf the pegoNRbsiFolre
looking for. And if you’re prepared, with a résumé

and other information, then you’re ready to go.

A My job-seeking network

¢ ldentify 5 members of your own job-seeking network. They should be different ‘categories’ of
people. Identify their area of speciality or industry, and include their contact details.
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Sourcing Work = 148

Sourcesiofyobs!

Online employment websites jobactive
The growth of online employment Jobactive members are called
portals has been staggering with Jobactive providers and they are
online employment advertising contracted by the government to
becoming the dominant method for assist unemployed people to access
attracting applicants. Try: workforce opportunities.
www.adzuna.com.au Some providers specialise in remote
www.seek.com.au jobs and disability support. Start with

and www.jobsearch.gov.au

These are the main portals for
sourcing employment. These sites
also offer the benefit of lodging
résumés, career profiling, job

matching and message alerts. J

www.careerone.com.au Centrelink or:
https://au.jora.com www.jobsearch.gov.au
Social and online media

Many entry, lower-level and casual
positions are advertised through
social media using ‘word-of-mouth’;
with opportunities shared through
personal networks. Many major
companies do ‘call-outs’ on varied

social media sites.
asH4 it [ ]
i j ; :
(@] .u .

beware - some may not b

LinkedIn is a major source for
professional referrals and positions.

e yented age'm':les Thes thogiegyil| gomiggueto qgow

S ‘ a”_’”?ﬂ (andfhew orff sifiety
Orga ecialisin come it .
appre ips. Y opera®® to , J
match potential apprentices with

available training and employment Cold-canvassing
opportunities. Examples include This is when you show initiative, and
Apprenticeships Plus and MEGT. approach potential employers by

visiting or calling them. You must
have all your information ready.

Employment agencies

Many employers use agencies such
as Drake and Skilled. You can register
with these agencies who can match

Newspapers and print media

Employment vacancies are now less
widely advertised in print media.

you to jobs, especially temporary The weekend papers have some job
or contract work. Some agencies ads (usually higher level jobs). Local
specialise in finding workers for and regional newspapers (and online
particular industries. ) sites) can be a source of local jobs.
Networking

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

20

Online job sites

Pair up and investigate each of the following jobs and careers sites. Briefly evaluate how
useful each site is for young people building their career pathway.

Online site Job-seeking features to help young people Q

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

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

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

Australian Jobsearch (Commonwealth Government)
www.jobsearch.gov.mu

review Sampl
mﬂOtCOpy

Austrdllan Apley
wwwikustralfiin

Youth Central (Victorian State Government)
www.youthcentral.vic.gov.au

https://au.jora.com

Vic Tertiary selection or Vic Vocational (TAFE) courses
www.vtac.edu.au www.skills.vic.gov.au/VictorianSkillsGateway/Pages/Home.aspx

(Your choice)
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Online site investigation C

Produce a factsheet, brochure, guide,
poster, website or multimedia presentation
for young people your age, summarising
the features of an online careers or jobs
site.

Include information about each of the
categories below.

You might complete this activity in pairs.

Basic details Who are they? Features of the site
O name U Agency/organisation? U Describe these clearly.
U organisation U What do they do? U Who are they targeting?
O address U What is their mission? U What does the site allow
U email U  Are there any fees or costs you to achieve?
QO phone involved? U What can you do/or find
out directly from the site?
U social handles " 7
H orjli§ |
et
H effictivll ol
chell andlind n¢ [ |
Services they provide Online resources Contacts
a U What resources are U Can you speak with them?
i e ffic
a ‘ i : h
‘ : e ne-YWfone
U Do they work with another jobs data supporiflervices2
agency? +  job vacancies U Which people should |
0 Can they help you face-to- ¢ courses contact and how?
2
face? * help and advice
* career tips
* registration facilities
* some other information.
Contacts Strengths Weaknesses
U Who should use the site? U Summarise the good points | 1 Summarise the not so
Age, etc.. and usefulness of the site. good points and lack of
O  When should they use it? O How easy is the site to use? usefulness of the site.
Year level and stage of O How much can the site assist = How difficult is it to use the
pathway, etc.. young people to find work? site?
U Which features work best? O What improvements would
O Do you have any quick tips you suggest?
or handy hints about the
site?
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Interpersonal Activity

Who’s who?

As the Industry and Enterprise unit progresses you will be required to work with others and
to develop your work-related and team skills. So by now you should know everyone in your
class. Right? Well if not, then maybe it’s time to undertake a bit of a human treasure hunt.

Steps:

1. You are required to find someone in the class
that ‘is’ or ‘has’ an item of treasure listed
below.

2. You need to amass the biggest total of points,
but you can only use each person in the class
once.

3. When you find an item of treasure,
write the person’s name, the item
and the number of points in the
table.

4. Your teacher will set a time limit for the
hunt and will also supply a great prize
for the winner! Your teacher might also
add some other Measure items.

(o 1 EETITTITIRN

n irument... 6
3 O can draw really well.......7
3 U has a TAFE qualification 7
3 U has a learner’s permit
3 U works in retail ...............

U has painted nails

Person

Item

Points

Py

U is a good swimmer ......... 4  does volunteer work.......
U doesn't like R&B 4 O cooks regularly .............
U has/wants tattoos........... 4 O supports Geelong

U allergic to nuts .....eeeeeeenne 4 Q is wearing green...........
U has a Samsung mobile...5 U has a pet bird ...............
U ate toast today ... 5 U has no ID on them........

U can supermodel walk .....5 W has no siblings...............
U has been to your house..5 O doesn’t eat chocolate...10
U can change a car tyre....5 U texts <10 times a day.10
U name begins with J........ 5 O can juggle well.............. 10
U was born overseas 5 O has been to the NT.......T1
U has a hat with them........5 U works for their family..11

U is a tennis fan.................. 5 U is good at maths........... 12
O has an iPad.....eeeeenenes 5 Q has done first-aid.......... 12
U isn’t on Facebook............ 5 U believes in aliens........... 12
U is a photographer 5 U works, but not in retail.13
U has dyed hair ...c.cceveenennee 5 U name hasan X or Y .....14
U is a good dancer ............ 5 U has done ballet............. 15
U is an online gamer-......... 5 U drove to school............. 16
O wants to be a cop 6 O likes classical music ...... 17
U uses a gyMueeeeeeeesenennnne 6 O has a university degree 18
U can play poker................ 6 U is a vegetarian.............. 19
U rode to school......cu... 6 U is wearing odd socks ...20

Total:
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The Australian Workforce

The labour market

The Australian labour market operates on the same principles as any other market.

The demand for, and supply of labour is governed by the scarcity of the skills offered
(supplied) by job-seekers, combined with the demand for those particular skills required by
potential employers.

This means, that in theory, employees with well-developed skills-sets are more likely to be
‘in-demand’ by employers. They are also more likely to earn higher incomes and less likely
to experience long periods of unemployment. In other words, employers will try to look for
and reward higher-skilled, i.e. ‘more valuable’, employees. A skilled workforce is needed
to drive economic growth and help maintain Australia’s standard of living.

And alternatively - well you know the drill! Lower-skilled workers may experience reduced
demand for their labour. And this is an ongoing problem for entry-level employees such as
younger job-seekers. They are also likely to be paid less and may have trouble finding and
keeping work. Now that’s a problem we want you to avoid!

The Australian labour force includes all those people working (which is measured by total
full-time, part-time and casual employment levels); as well as all those people willing and
able to work who are actively seeking work (which is measured by total unemployment).

The Australian Iabour.market has

review Sample:

pandemic. And bear in mind that
the trailing effects will be felt for

0 come.
0\, some
the key y s withﬂ O ‘ O
labour W /\s Yaufcad eh o
these, reflect on how they relate to
you and your potential ‘value’ in the

@< contemporary labour market. Image:kaarsten/
iStock/Thinkstock
jobs
Py
employers T employees
A ~ ~
demand ) -~ e supply

income < —_— labour
- Market o
skills il T experience

. A

&~ N
training ¢ location
A Py
economy
.
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The Australian Workforce

Employment Unemployment

People are considered to be People are only counted as being officially
officially employed if they provide unemployed if they are actively seeking work.
at least one hour of their labour in According to the Australian Bureau of Statistics
return for: (ABS), the official definition of unemployment
= a wage or salary, or requires someone aged 15+, who was not
= a3 commission or other form of employed during the reference week to:

payment, or = have actively looked for work during the

= payment-in-kind such as board, SESURBIATE S S

free rent, or goods and services = be available to start work in the reference
in return for their labour. week if a job is available.
Obviously people are also officially As part of this definition it is important to
employed if they are self-employed understand that many people who are ‘not
and own and/or operate a business employed’ are not necessarily unemployed.
(owner-operator). These might include retirees, aged people,

invalid people, non-working spouses, high-
school and post-secondary students and other
people not part of the labour force for one
reason or another, and who choose not to work,
and who therefore are not actively seeking work.

Of course paid workers who work
for charities are also employed. But
unpaid volunteers are not officially
counted as employed even though
they are 'working'.

oth paid and unpaid fa.mily Also, y uld note that qualification for
e iNg i mj aymegts and a c trg \ n
bugines| asqfigt afle d nrelate e icll m@su
empl enigin nt
In Rustra S at Migud® 202 : y 9 [ |

13.02 million people were In Austfr?h‘a,”as at Auglust 31021, 613,1 0 pecl)(ple
employed (full-time represented were officially unemployed, i.e. actively seeking
work. The unemployment rate was 4.5%. *

68.8%). * .
! rce I’ BS 6. L Fi usgalia
> Jul 2021.
* Note: The 2021 thly figufes were afeeted by OVID- ck ,m that@@oth the

Source: AB
employment and unemployment numbers most likely ‘appeared’ lower.

Australia,

Employment and unemployment A

Use the official definitions to describe the difference between employment and unemployment.

Discussion

There are some people who will not be counted in either of these definitions. Why is that and 'g
who might they be? How might this effect the official statistics for each of these definitions?

Where do you fit?
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The Australian Workforce

The Australian economy

Australia has a mature, developed western capitalist economy. The economy consists of
the private sector and the public sector (government) producing a vast range of goods
and services (outputs) using varied combinations of inputs. International trade through
the export and import of goods and services is also a key part of Australia’s economic
activity.

Factors of production

Inputs are the productive resources that a firm uses to make its goods and services and
can be grouped in four categories as the factors of production. Firms use these inputs
(resources) and combine them together to produce an output.

i. Land (natural resources): Raw materials and physical components.

ii. Labour: Human effort, skills and expertise.

iii. Capital: Investment in equipment, machinery and technology.

iv. Enterprise: The ability to combine and manage the other three factors of production.

Outputs may be goods, or services. Some organisations produce goods that are sold as
final products to consumers (e.g. a frozen chicken in a supermarket), while others make
producer goods (e.g. bulk chickens) that are sold as intermediate products to other
producers (e. g a fast!ood chlcken franchise). he same chicken ‘farmer’ mig

rkets}
e @rganisa ce se t are
arracco nt d incdte xreturn

are sold to other producers as an intermediate
service (e.g. an accountant preparing annual

returns
account
comme

is the use of human effort, or labour. Humans

manage and facilitate all aspects of the other

three factors of production. Therefore it is vital to

have a highly skilled workforce so as to generate This commercial bakery will manufacture bread

successful productive outcomes. that ends up both as an intermediate product and

a final product.

Image: i]’ackchen/
depositphotos.com

A skilled workforce

In order to produce quality goods and services firms need to have a skilled workforce.
Firms use employees to produce goods and services. Employees contribute their skills,
expertise and experience to their employers in exchange for wages, salaries and
other payments.

As the structure of the Australian economy continues to evolve, workers need to have
well developed and sophisticated work-related skills. These skills are developed
through general and industry-specific vocational and TAFE training, university
qualifications, on-the-job training, coaching and mentoring, ongoing lifelong learning
and professional development and many other skills development methods.
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Written by Michael Carolan Copyright © 2021 DELIVER Educational Consulting and its licensors. All rights reserved

ic@to @bn S e
du®e s8rv, a



The Australian Workforce

If Australia is to remain competitive in an increasingly globalised commercial world then
private and public sector firms throughout all industries will require workers who are not
only multi-skilled but also able and willing to retrain to upskill as part of lifelong learning.
Workers need technical, professional, people and leadership skills in order to produce
quality goods and services as efficiently as possible.

The benefits of a skilled workforce extend beyond the world of work to society more
generally. Higher skills usually result in greater employment opportunities, increased

pay and remuneration, greater job satisfaction and motivation, more access to quality
goods and services, a sense of community, social and economic contribution, personal
wellbeing, and a higher standard of living.

ilowardslaiskilled\Workforce

VET in schools
Australian Apprenticeships
TAFE & Industry vocational training
University & professional training

Employers provide... : Employees get...
Induction & training Skills & training
' IE S .
n
L/ .
Employers provide... : Employees get...
On-the-job training Knowledge & experience)
. e . :
njRredi® ched
, .
Government: Training Government: Education Government: Training |
rules & regulations ) and training spending J support & subsidies

Image:
photography33/
depositphotos.com

A skilled workforce B

This topic includes many key words that you may or may not be familiar with at this stage of
your learning program. However, all of these key terms are relevant to understanding basic
economic operations and the importance of a skilled workforce.

1. In your wordbooks choose 8 key terms from the section, The Australian economy.

2. Explain the meaning of each of these, and give an example from a workplace or industry
with which you are familiar.

3. Explain using examples, 8 key terms from the section, A skilled workforce.

4. Describe 5 clear reasons why Australian and Australian industry needs workers who are
skilled. Give examples from a workplace or industry with which you are familiar.

5. Summarise the key roles and responsibilities of the 3 stakeholders groups: employees,
employers and the government in relation to developing and supporting a skilled workforce.
Use examples where appropriate.
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Labour Market Trends

Employment trends

In the Australian labour market there are a number of key issues and employment trends
that impact on opportunities available for young people entering the workforce.

i. Higher skills and qualifications enhance employment prospects
Most occupations within the Australian

labour market require employees who Employment by Qualification Level
can demonstrate that they have the skills - Australia 2010 & Nov 2020
and qualifications needed to fulfil the 2020

roles and responsibilities associated with BTAFEC3+  mBachelor degree + Other or none

that occupation. This means that young

people who leave school without adequate
qualifications are placed at a disadvantage
when starting to develop a career pathway.

One key employment trend is that people
need to have higher-level skills and
qualifications just to access entry-level
employment.

The proportlon of workers with no

rve
'c e

trend wi contlnue So it is vital that you
skill-up to ensure that you have adequate
skills and gualifications to assist you to gain

3-NOL COpYy

school (i.e. post-secondary) qualifications
such as VET, TAFE and uni are more likely
to be employed than those who don’t have
these qualifications, and who only have Year
12 or lower! This is also indicated on this pie
chart, i.e. 67% in 2020 versus 56% in 2010.

Sample:

W TAFEC3 + M Bachelor degree + Other or none

Source: ABS, 6227.0, Education and
Work, May 2020 (Nov ‘20)

A Skill-up

Why do you think young people who wish to enter the workforce need higher level
qualifications than they did a decade ago? How might this impact on your choices?

ZIN
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Labour Market Trends 203

ii. Youth unemployment rates are higher than overall unemployment rates

Two key economic terms that you need to understand clearly are employment and
unemployment. Each has a clear and distinct meaning (see p.25) when it comes to
measuring official statistics.

The graph below shows the official Australian unemployment rate as at June for the years
2012 to 2021, as well as the youth unemployment rate (aged 15-24). What do you notice
about these trends? What caused the spike in 20207 And how relevant is this ‘macro’ '
Australian figure for your own personal situation?

ZIN

Australia: Unemployment & Youth Unemployment Rate %:
2012 - 2021 (as at June)

%

18.U%

16.0% Youth unemployment

14.0%

12.0%

Preview Sample:

Unemployment

6.0%

‘Do no

2.0%

0.0%
2012 2013 2014 2015 2016 2017 2018 2019 2020 2021

Source: ABS, 6202.0 Labour Force, Australia.

Unemployment B

1. Find out the current unemployment and youth unemployment rates for Australia. What is the

trend? '

2. You can find out regional unemployment statistics which give more insight into particular
issues that might face young job-seekers where you live. Try the Commonwealth
Government’s Labour Information Portal through www.Imip.gov.au and search for your
region on the map or menus.

7N
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Labour Market Trends

iii. Industry trends

There are various employment patterns throughout Australian industries. Structural
changes to work and the economy have seen consistent ongoing employment growth
in industries such as health care and social assistance, education and training, and
professional, scientific and technical services. These structural changes have resulted
in ongoing decline in manufacturing industry employment. Cyclical changes (economic
growth and decline) have resulted in swings in construction and mining.

For the 5 years from 2017, there were approximately 1.18m new jobs created in
Australia. 15 industries experienced an overall increase in employment. 4 industries
recorded an overall decrease in employment. It is important to note that of all the new
jobs created, more than 70% of these were in just 4 industries: Health Care and Social
Assistance (+267,900), Professional, Scientific and Technical Services (+263,700),
Education and Training (+206,900), and Public Administration and Safety (103,500).

Australian Industry Growth and Decline: May 2017-21 (and projected to 2025)

T lecom muni cations

Food Services

erﬁes

(ficand Technical Services

d SupportServica s

o
£

as, Water and Waste Services

d Insurance Services

@, Forestry and Fishing

Health Care and Social Assistance
Rental, Hiring and Real Estate Servicas
Transport, Postal and Warehousing

=
£ =
£ k5]
= =
< [}

Other
Whaole

Minin

% 8
L4
30

Agri
Arts a

Source: ABS, Employment Region -

C Indusi'ry trends | Employment by Industry, May 2021.

1. Which industries recorded the strongest job 2. Which industries recorded the largest job
growth between 2017-20212 Why might this be | falls between 2017-20212 Why might this be
the case? the case?
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Part-time Employees (May 2021) *
Highest industry
= Accommodation and Food Services 59%
= Retail Trade 50%
= Arts and Recreation Services 46%
= Health Care and Social Assistance 44%
Lowest industry
= Mining 3%
= Electricity, Gas, Water & Waste Services 11%
= Construction 16%
= Manufacturing 16%

Labour Market Trends

Qualification: Bachelor degree+ (May 2020) 2
Highest industry

= Education and Training 70%

= Professional, Scientific & Technical Services 63%
= Financial and Insurance Services 58%

= Information Media & Telecommunications 54%
Lowest industry

= Construction 13%

= Agriculture, Forestry and Fishing 15%

= Accommodation and Food Services 15%

= Other services 16%

J 7
Employees Aged 15-24 (May 2021) * Qualification: TAFE Cert 3+ (May 2020) 2
Highest industry Highest industry
= Accommodation and Food Services 46% = Other Services 50%
= Retail Trade 30% = Construction 49%
= Arts and Recreation Services 27% = Mining 45%
= Other services 16% = Electricity, Gas, Water & Waste Services 39%
Lowest industry = Manufacturing 35%
= Public Administration eld Safety 5% Lo jdustry
P a Wat = duca ion raifli

= urfihce llervifies

= il & fechiiralligg
= Rental Hiring and Real Estate Services 7% = Retail Trade 24%

Empiapiags Aged 55+ (May 2021) * Apprentices and trainees (Dec 2020) 3

Highest i hest ti
= Agricul Constjuction |
= Transp g adcgen 8,885
= Rental, Hiring and Real Estate Services 25% = Electrotechnology & telfgcom’s es 41,900
= Education and Training 24% = Community and personal service 32,650
= Manufacturing 24% = Clerical and administrative 22,610
Lowest industry = Other technicians and trades 16,995
= Accommodation and Food Services 10% = Machinery operators & drivers 16,865
= Financial and Insurance Services 12% = Sales 16,030 /// Food trades 12,090
= Mining 14% Fewer employed in industries such as:
= Information Media & Telecommunications 16% = Mining, Education, Arts and Recreation
= Retail Trade 16% J Services, Professionals, Finance, etc. J

Sources: Source: 1 ABS: Employment Region - Employment by Industry, May
2021. 2 ABS, 6227.0, Education and Work, May 2020 (Nov ‘20). 3 NCVER:
Apprentices and trainees 2020: December quarter - Australia (Jul 2021).

Industry trends Il

The information shown above can help you gain insight into some industry patterns of
employment in Australia. Identify 5 pieces of information relevant to you. For each one
explain how this might relate to your own career pathway choices, or help inform your career

pathways decision-making.

You can also find out current information and much more in the Department of Jobs and
Small Businesses publication, Australian Jobs, with an updated release annually.

www.nationalskillscommission.gov.au/australian-jobs-report
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Changing World of Work

Your future work options

If there is one thing that you can be sure about your future work options, it's that they will
be very different from that of your parents. The structure of society is changing. Society’s
attitudes towards work are changing. The labour market is evolving.

As an employee you might now be expected to work any day of the week, for as little as a
1.5-hour shift and be notified of this by SMS while still sitting at school in your English class!

Some industries such as hospitality and retail, which both employ significant numbers of
young people, operate 24-7! Work availability clashes with your ‘life’ making it harder to
achieve a positive work/life balance.

Many industries are experiencing significant change due to new models of digital service
provision. New economy digital disruptors have impacted on transport (Uber), food services
(Menulog), retail (Amazon Prime) and accommodation (Airbnb). Traditional industries such
as retail, banking and finance, and media, have also taken on digital service-provision in a
big way. This has impacted on the number of jobs available, the types of jobs on offer, the
work environment for employees, and the flexibility expected of workers doing these jobs.

And of course, the impacts of the global COVID-19 pandemic have lasting repercussions on
'éworkplaces, industries and the future world of work. How will this affect you?

As a result, you are ngw expected to have greategtechnological skills and compete

ies,
icati kil ewbiligy togearn d \Y% ro eflo
avgila t 4 | u | work q ufip b@o @ n
'éﬂ iblRgs mdu cofiti cYfivaire yo leflge

So the structure of Australian industry is changing. This has come about duclgo a number of
factors and changing work trends.

the structure of industry, including industry growth and decline.
@ des gnhd gl i ividuallf as @ a sushers.
thaagthat wiirk iglviqeghin gaciet
A move towards more capital-intensive production and greater Jge of t ology.

Ongoing growth in digital technology platforms for service-provision.
Changing employment patterns including more part-time, casual and contract work

44 803 0 8

Direct and ongoing changes arising from the global COVID-19 pandemic.

A Industry employment

1. Describe 3 ways that your work options will be different from 10 years ago. Consider
work trends.

2. Choose an occupation you are interested in. List 5 ways that the type of work or the work
environment is changing for that occupation. Consider work trends.

3. Why is the structure of industry changing? Which industries are changing the most?¢ Do
these changes impact on occupations you are interested in pursuing? Explain.

4. Use statistics to show whether your are likely to work in a growing or declining industry.
What can you do to improve your prospects?

5. Try to imagine new occupations, new work activities, or new work settings that might

evolve over the next 5-10 years. Search the web for some support material and
present this to the class.
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Changing World of Work = 2410

Weik Tienes

Ongoing replacement of physical
and manual labour with technology,
making manual work ‘safer’and
manual workers more highly-skilled.

Increased efficiency of
transport, communication,
trade and commerce.

ICT innovations making
some jobs redundant;
while creating new job

opportunities.

Global online digital disruptors that
are altering how services are delivered,
creating a new army of self-employed
(and often poorly paid) contractors.

Accommodation & Food Services 880,600
414,400
_ 8
. I 2"

i 1,1%% .10
Education & Training 1,147,800
Electricity, Gas, Water & Waste Services 146,400
Financial & Insurance Services 488,400
Health Care & Social Assistance 1,832,300
Information Media & Telecommunications 178,500
Manufacturing 908,200
Mining 278,800
Other Services 524,700
Professional, Scientific & Technical Services 1,244,800
Public Administration & Safety 865,100
Rental, Hiring & Real Estate Services 211,300
Retail Trade 1,302400
Transport, Postal & Warehousing 642,600
Wholesale Trade 369,000

All Industries 13,150,800
Source: ABS, Employment Region - Employment by Industry, May 2021.

The direct impact of the
COVID-19 pandemic; and
ongoing changes to the post-
pandemic world of work.

J

Changes in working hours
leading to greater workplace
flexibility expected of
workers.

J

ICT replacing semi-skilled
occupations in retail, finance
and service industries re: use

of data.
J

Faster and more accurate mass
manipulation of digital data leading to
job-redesign; employees become data

managers.

|
Emp. %' "/ime 0/ o 34 Ema) -
)

6.7% 59 51 46 15%
3.2% 44 49 10 26%

9 34 1

Do 46 43 3

3% 16 1

8.7% 37 68 10 70%
1.1% 11 24 5 33% 39% 7.8% 7.6%
3.7% 16 47 5 58% 19% 11.5% 5.9%
13.9% 44 76 10 51% 30% 15.2% 14.2%
1.4% 20 44 11 54% 24% -82% -3.9%
6.9% 16 29 12 23% 35% 1.5% -0.7%
2.1% 3 16 7 24%  45% 23.5% 8.3%
4.0% 31 42 16 16% 50% 10.1% 1.9%
9.5% 21 40 9 63% 20% 22.0% 11.0%
6.6% 17 50 5 44% 28% 11.9% 4.2%
1.6% 27 50 7 33% 33% -2.1% 6.5%
9.9% 50 54 30 20% 24% 3.6% 4.1%
4.9% 23 22 9 21% 27%  3.0% 7.3%
2.8% 18 36 9 26% 30% -3.5% 0.8%
100% 31.3% 46% 15% 37% 30% 9.2% 7.8%
2 ABS, 6227.0, Education and Work, May 2020 (Nov ‘20).
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Changing World of Work

Changing employment trends
Generally speaking, employment trends are influenced by three main factors.

1. The overall strength of the economy driving employment growth,
including skills shortages.

2. The changing structure of industry, including the growth and decline
of certain industries.

3. Changing patterns in the way that work is performed, including
numerical flexibility and functional flexibility of employees.

Global external shocks, such as the COVID-19 pandemic, impact on
each of these factors.

You must realise that you cannot control these trends. But you can
control whether you have the work-related skills necessary to suit “It’s a different world now.

. e When | started working |
changlng emplloyment .trends. Therefore, it |§ important the.]t. you _ was a felephonist and then
consider how industry is changing and evolving. Opportunities will a typist. When | got married |

. . . . _ was expected to give up my
contlnye to emerge in occupations and industry sub-sectors that iob! And don’t get me started
you might not even have thought of yet! Make yourself ready. on the gender pay gap back
then - we were only paid 75%

of what men were paid for

Skills shortages

n exactly the samegiob!”
O f key factgrsin plagni r fyfure p@hwawis n
ols £ t e ki's sho h e dEcugti hj
review-Sample:
m

Skills shortages arise because of a mismatch between the occupations in and within

i entry i S ns.
i berien@ling @ik rtgges in @hany die : ses has
[ iI[w=fOrkers ®ore to Wevacarnesss, #sh s h3¥e been
blamed on factors such as poor industry image, lack of appropriate trining ortunities

and ineffective recruitment. One thing is sure, a lot of money, time and expertise is now
being allocated to attracting young people to these occupations and industries; perhaps you
could consider these as a pathway? Have you seen the State government and associated
TAFE campaigns advertising ‘Free TAFE’ for courses in certain industries and occupational

'é areas?

34

Future trends

There are some clear employment trends occurring. Employment in goods-producing
industries is under threat; whereas employment in service industries will continue to grow
as more and more people are employed in ‘white-collar’ and customer-service roles (but
fewer in face-to-face roles).

Over a decade ago Australia’s mining boom saw huge employment growth in that industry
as well as supporting industries, but the boom passed as global demand for commodities
stabilised. Manufacturing employment continues to decline due to greater use of capital-
intensive manufacturing processes and relocation of local producers offshore. Health-care
and social assistance, as well as education and training, will continue to grow, as too will
industries that provide professional services.
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Changing World of Work

Skill shortages - Australian Skills priority list as at Jun 30, 2021

Australia

Australian occupations in

national shortage, with strong

future demand.

= Accountant (General)

= Aged or Disabled Carer

= Agricultural and
Horticultural Mobile Plant
Operator

= Agricultural Consultant

Agricultural Scientist

= Aircraft Maintenance
Engineer (Avionics &
Mechanical & Structures)

= Arborist

Baker

= Butcher or Smallgoods
Maker

= Chef

Child Care Worker

Civil Engineer

| |
i ologist
Co
w.ntio

4

U

g

3

4400420303033 03083308308338730

Corporate Services Manager
Developer Programmer
Educational Psychologist
Electrical Engineer
Electrician (General)
Electrician (Special Class)
Enrolled Nurse

External Auditor
Geotechnical Engineer
Hospital Pharmacist

ICT Project Manager

ICT Security Specialist
Internal Auditor
Landscape Gardener
Locksmith

Management Accountant
Mechanical Engineer
Metal Fabricator

Mining Engineer (excluding
Petroleum)

Multimedia Sp

4

Orthoptist

Pastrycook

Petroleum Engineer
Pressure Welder

Quiality Assurance Manager
Quantity Surveyor

Retail Pharmacist

Shearer

Sheetmetal Trades Worker
Software Engineer
Sonographer

Speech Pathologist
Structural Engineer
Surveyor

Taxation Accountant
Transport Engineer

Urban and Regional Planner
Veterinarian

= Welder (First Class)

Source: Extracted from National Skills
Commission, Skills Priority List,

202
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What are the 3 main factors influencing employment trends?

What could you do to deal with these trends?

What is a skills shortage? Why do skills shortages occur?

Work-related trends

Are there any skills shortage occupations that you are interested in?

Find the updated list of skills shortage occupations. Search through:

www.nationalskillscommission.gov.au

Summarise 3 main trends that are occurring within Australian industry generally. What can

you do to deal with these trends?

Do you have the flexibility needed for today’s workplace; and what about for tomorrow’s?

#I&E1&2

7:33 PM Feb 29 via the Astral plane by Uri
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248 Changing World of Work

The digital age

As young people in the digital age you The ongoing trend is that the use of digital
are right in the midst of a revolution that is networks and information systems is growing as a
shaping your world. Given that this has occurred natural day-to-day part of doing business.
naturally within your timeframe of maturing, So it is expected that newly emerging job-
you might not even realise how this revolution is seekers will have the required work-related skills
impacting on the world of work. to be able to effectively and proactively deal
So you can't investigate the future world of with the ongoing digital technological evolution in
work without considering the impact of digital any, and perhaps even all, work settingsl!
technologies on society, industries, workers, 2. Changing patterns in customer and client
customers and clients, and other stakeholders. ordering and service
Now we could devote a whole book to the digital One of the biggest changes that has occurred
economy and its impacts on the world of work. as part of the digital age has been in the way
In fact millions of words are published customers and clients are using online portals
daily (digitally of course) on “...the impact of and mobile smart devices to purchase goods
how "Ne should deal with these digital technologies and services. This has seen a shift away from
ongoing changes so as to better on society, the more traditional ways of shopping and
prepare ourselves for the industries, workers, buying such as face-to-face or phone sales
:shock ?f the new econ?my. But customers and transactions.
n I’eC1|I1‘)j we can classifgthese clients, and oth tomated digital systems, sales portfijis

el e stikehlflders.\g, cnd d P ; t

billy thibug il
i a priceNging 4 W ier eah ingliiny v a E

Digital technologies are not new. Business the enterprise (or the workers) syl plying those
enterprises have been making use of these goods and services.
technologies for decades. Business-to-business You can see this in retail and online shopping,

ys have been facilitated since

the earl prnet ol erfiiil
‘back-e hnilic ystemd{ibind @p!
portals do and gldbal dim §

networks. customer /client face-to-lhice, or r the phone
Industrial enterprises have been using digital interaction.
technologies to support and even control This has meant a shift away from traditional
manufacturing and production systems. These people-centred service roles. The result is that
technologies have also been embraced by many many workers are being engaged in information
agricultural and primary producers. support and processing roles; as well as in ‘back-
Wholesale, retail and transport industries have end’ logistics’ (i.e. processing, organising and
also been using barcode systems and automated facilitating orders using courier and delivery
scanning technologies to order and track stock contractors as service-providers).
and supplies in real time. Now, all we seem to Communication is now usually in a ‘written’ (often
hear about is QR codes, but they have been in scripted or formulaic) digital format, rather than
use in industry for decades! orally; using automated notifications, texts and
Professional services enterprises have been using emails - if indeed any communication happens
digital communication technologies to manipulate at all! Customer service support can seem to be
and send large volumes of data, to facilitate almost non-existent.
tele-commuting and to service clients remotely; as Added to these ongoing trends was the significant
too have engineering and design professionals. shift to digital shopping brought about by the
And of course firms in media and communications COVID-19 pandemic. The decline of cash was
industries have had to innovate to keep up with significant and digital payments methods now
changing digital technologies. account for the majority of retail transactions.
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3. Industry disruption 4. Changing work arrangements and modes of
Many of the new digital firms position themselves employment

as digital ‘disruptors’. This means that what they Digital innovation has resulted in significant and
do is ‘disrupt’ traditional ways of offering services. ongoing change to how people are working. The
They claim that traditional service models are ‘gig’ economy is so named because many people
outdated, inflexible and over-regulated, and now essentially are going from gig to gig chasing
that new service models, supported by digital contracts communicated through digital media.
interfaces, need to be implemented to make best There has been an increase in workers engaged
use of ongoing digital innovation. as self-employed contractors. A benefit of this is
As examples, consider the disruption caused by: the opportunity to achieve workplace flexibility by
= Amazon Prime to the retail industry choosing when and how often to work.

= Uber to the taxi industry However, this trend has resulted in job insecurity

and claims of worker exploitation. Many workers
are paid under ‘per job’ or piece-rate contract
arrangements, and not according to minimum
wage conditions. These workers also often have to
self-insure and supply their own equipment.

= Deliveroo and Uber Eats to the hospitality
industry

= Airtasker to manual and practical service
industries

= Airbnb to the accommodation industr
v Digital communication technologies, and cloud-

= WhatsApp to the telecommunications industry based data and information sharing, has lead to
= Netflix to the media and entertainment increases in tele-commuting and remote working
industries which can also help improve work/life balancg for
Facebook, Twitter, You'IEbe, Instagram and emfifoyedRin information indusiries. This has oflo
o i brofifc giist rti hel d fe .
iftlust @S, spgce req
EsseMially; al dipto™ op as Ho 5 . z u
intermediate service-providers by automating a on call around the clock, which is an jon i
customer service process using apps, online portals  their personal lives.
and other Jisiiggelnterfaces. at you are likely to experience is greater
This results f

business an

lisatighh eg
fUlither bluling of
A €

Ongoing st
occurring within many ‘traditional’ entitlements and
firms leading to closures, job losses, being an independent self-employed
job insecurity; and a fundamental contractor (who carries much of the
shift toward information gathering, risk, and a lot of the on-cost, just for
collation and aggregation doing their job).
- facilitated by a third-party And of course, you will also be witness
provider or app. to, (and perhaps even be part of)
And digital disruption will continue the growing army of micro digital
to evolve impacting the types of entrepreneurs, endlessly plugged
jobs that will be available. into new ways of sourcing and doing

Image: daisy-daisy/

depositphotos.com work.

The digital age C

Use the article and other research to outline 10 advantages and 10 disadvantages
associated with digital innovation in industry.

Consider the impacts on employees, employers and customers/clients.
Use specific examples related to industries and occupations with which you are familiar.

Prepare a summary that explains the likely impact of digital innovation on your work future, as '/

well as potential digital innovations that might be introduced into work-related situations. )
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248 Changing World of Work

Change

“Welcome young entry-level job-seekers to the world of work in the 2020s. Some things will
never be the same again!”

This decade has seen momentous change in the world of work. Ongoing change was
already occurring due to the evolution of digital technologies, and the impact of ‘digital
disruptors’ on traditional ways of working. Added to this was enhanced global trading
opportunities for large corporations, and even for smaller ‘bespoke’ traders.

The structure of industry was evolving, with fewer people required for job roles in primary
and secondary industries such as agriculture, mining and manufacturing, driven by a shift
towards more capital-intensive ways of operating.

Employment was surging in professional, administrative and other more highly-qualified
‘white-collar’ roles, as well as for skilled workers in construction, trades and technical
support roles. And of course demand for workers in human services such as education,
medical, care and support, and in personal services, continued to climb.

Post-pandemic world of work

However, society, and by extension, industry, has been turned upside down due to the
global COVID-19 pandemic. We have seen global, regional and local lockdowns shutting

all non-essential indugjry production. Internation d interstate border closures hgyve
; ogstrygagto s jtergationdtour’Sm e ' inleegatigha

stide e rgfi and pe rs i 4 a

allie e er . ogourse [ fofe

ongoing restrictions and closures.

Society’s emphasis on what were the most vital work roles shifted to essential retail workers
(many o &younger workers), transport ang distribution, local manufacturing (especially

food ang it pt pap u cr@ cleandls, r , tgiichers,
¢ Jo mers, 8d o lefentre@jobs.
cd ‘star TOles such as ifiternationaltennis players, ial a weness

commu
Highly fa

influencers, Hollywood megastars, longhaul pilots, and global musical sensations, suddenly
seemed to be less important, as peopled struggled

through with the very real prospect of little, or no work.

Some of the changes necessitated by the

acute phases of COVID-19 lockdowns, and

the ongoing changes to the world of work
thereafter, are here to stay. And you will

emerge into a world of work where these changes
are cemented-in, with little, or no real prospect, of
going back to how things were before.

If things have changed for you and others, forever, as
a ‘consumer’; then things will necessarily be different
for you and others, as a worker.

@< So how do you think your future career will be impacted?
“l can’t earn a living without an audience for my Elvis

impersonation act! | can’t do any gigs, | can’t perform
in aged-care settings...I'm all shook up...”
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Changing World of Work 246

The post-pandemic age D

Use the table headings to analyse the impact of each of these work trends brought about, or

accelerated by, the COVID-19 pandemic, and changes in the post-pandemic world of work. Do '<
any of these no longer apply? Add 2 more of your own.

Change How are workers affected? Impact on you? Are changes ongoing?

Decline in the
use of cash as a
payment method.

Increase in buy-
now, pay-later
apps.

Growth in online
retail shopping.

Changed venue
density limits and | =
BvglieDankeqgire-

delivery and
transport services.

in |1
Closure of
international
borders.

Closures of
interstate borders;
and intrastate
travel restrictions.

Lack of back-
packers, skilled
migrants and
imported seasonal
workers.
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247 Training Providers

Skills-development and training

The TAFE and vocational education sector is often described as the key educational
provider that is responsible for ‘skilling’ Australia. The three key stakeholder groups
responsible for delivering vocational education and training in Australia are TAFEs,
accredited private provider colleges and Registered Training Organisations.

TAFE

Industry-specific vocational training and education is offered through the TAFE system
in each state. TAFE is a government-funded and operated system that provides
vocational training and skills-development in a wide range of industry and occupation
areas.

Some of the most common areas of training include cooking and hospitality, retail,

ICT, engineering and electrical, manual and practical trades including construction,
automotive, business and management, child-care, aged-care, community services, art
and design, and many other areas.

TAFE offers courses from certificates | to IV, through to diplomas and advanced
diplomas. TAFE courses are nationally accredited courses (although some
occupations might require further specific licensing and certification to meet different
state based legal guidelines so as to be eligible ualified to work in that occupatgn

traI ainwlg iMbffered K gam,

and Federatlon Tralnlng TAFE as well as many others Some courses can Be
completed partly, or even whoIIy, online.

job units of training as part of their apprenticeship. Some schoo eavilrs mighiglo a
Certificate Il in their industry area as a type of ‘pre-apprenticeship’.

The vocational training and education sector also extends to accredited private
providers (or colleges) such as the Australian Institute of Fitness, Elly Lukas Beauty
Therapy College and Cambridge International College. Private providers generally
charge higher fees than TAFE

institutes because many

government TAFE courses are

subsidised by the government.

As part of lifelong learning
employees may go back to
TAFE to upskill or develop their
career pathway or articulate into
uni.

The more theoretical off-the-job
components of vocational training
are usually delivered at TAFE.

Image: photography33/
depositphotos.com
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Training Providers 243

Registered Training Organisation

A Registered Training Organisation (RTO) delivers relevant training for
vocational education, including apprenticeships and traineeships according to
the guidelines set down in a training package.

TAFEs, private providers, group training organisations, industry associations
and many industry training specialists register as RTOs in order to deliver the
off-the-job component of training,

in conjunction with the employer

who delivers the on-the-job training

component. A workplace assessor

monitors progress of trainees and

‘ticks-off achievement of competency

standards.

Some employers and schools register
as RTOs in their own right and supply
all of the training as part of a VET

in schools vocational education
certificate or SBAA.

u Imagefboodluz/
ostt] t0s.CQ, .
ugiRliQWAppregticesilp,
Australian"Apprenticeships are structured competency-based training (CBT) thatfinvolve a .

combination of on-the-job and off-the-job CBT. An apprentice or a trainee is exposed to

Training ioTTeNyg by 3 TAFE or i . ili i ers are
accredite@and rd@yis y 3
Many trailing pavi , isghi q  a ntices

Gro
Training Organisation may then organise off-the-job training for the app®entice; Wif they
are an RTO deliver some of the training themselves.

Apprenticeships are the traditional ‘trades’ and usually take between 36-48 months to
complete depending on the occupation. They are usually awarded at certificate III level.

Many tradespersons also undertake further training (after their apprenticeship) for specific
skills and areas, such as a plumber undertaking training in gasfitting.

Traineeships usually require completion of a competency-based Australian Apprenticeship
(traineeship) lasting approximately 12

to 18 months combining formal on-

the-job and off-the-job training.

Some traineeships are specialised
practical occupations that support
trades, whereas others are entry-
level qualifications for business,
administration, ICT, retail, hospitality,
community service and many other
types of work.

Refer to p.93.

Image: photography33/
depositphotos.com y,
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249 Training Providers

Universities

Universities (higher education) are responsible for the education and training of people
for professional occupations. University initially involves completion of a bachelor (or
undergraduate) degree. Post-graduate study may involve an honours year, graduate
certificate or graduate diploma, masters or doctoral degree achieved through even more
intensive study.

Most professions require at least a bachelor degree of between 3-5 years. Some also
require completion of post-graduate studies in order to qualify for the occupation, such as in
teaching and psychology.

Some people undertake specific university studies that grant them qualifications for

a particular occupational or industry field such as nursing, medicine, teaching, law,
accounting, social work, engineering and so on. Graduates develop a suite of professional
industry and occupation skills that serve as entry-level qualifications into that profession.
Many of these courses also require completion of work experience and/or industry
placements or internships.

Other students undertake broader study areas such as philosophy, arts, history,
communication, media and so on. These types of degrees often don’t match a direct
occupational outcome but graduates develop a broader enquiry-based set of professional
skills.

review:

e.g. An engineering tradesperson such as a fitter and turner might then go ofto TA
to gain an englneerlng diploma, and later to uni to complete an engineering degree. One
course lates into another through the Australian Qualifications Framework.

Q H/' . @
The A tions Mam as cognition
of formal trammg The AQF is a unified system of national qualificatio for e oIs

vocational education and training and the higher education (uni) sector.

Senior school certificates, Australian
Apprenticeships, TAFE courses and higher

Australian Qualifications Framework

42

. AQF level  School TAFE University

education are all examples of formal = Doctoral

o 48 degree
training. . Masters

degree

The AQF gllows you to start at a e — .
qualification level that suits you. As part Graduate diploma diploma

. . . Vocational Graduate
of Ilfelong Iearnlng you can build up your 8 Graduate certificate certificate
skills portfolio over the course of your life. Bachelor
Under the AQF a person can upgrade their h°“;:c’;::§‘r”“

. . . . 7

qualification level in order to advance their degree
career through lifelong learning. 6 Associate degree
The AQF allows for credit transfer and 6 Advanced diploma
recognition of prior learning, meaning you 5 Diploma
can be assessed for ?kl”S and knowledge A Cortiflcate IV
you have already gained through formal . )

N . . 3 Senior Certificate IlI
training, and also informally through secondary:

) 2 VCE, VCAL, Certificate Il
previous work. et
1 based CEs Certificate |
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AQF & training A

1. Identify the level of education/training required under the Australian Qualifications

Framework for entry into 3 of the following occupations. Add 2 more occupations of your
own.

secondary teacher, bank officer, greenkeeper, farm manager, motor mechanic, lawyer,
windscreen fitter, Division 2 nurse, hairdresser /barber, admin manager, barista, GP

2. Identify 2 examples of further education/training that each of the occupations above
might need throughout their career.

Occupation Education/training Further education/training

view Sample:

3. Outline 3 types and levels of education/training that you have done, or would need to do,
as part of your career pathway.

Application

Who are your local training providers? What courses do they offer that you might be
interested in?

N

What might you have to do if there aren’t any local providers offering the courses you are '4
interested in?
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Pathways to success

Lifelong learning is essential to keep After her course she got a traineeship, helped
abreast of the changes required in one’s by her past experience, with a local ‘green’
employment. Occupations as varied as chefs, carpet manufacturing company and was
doctors, plumbers, hairdressers, engineers and essentially the back-up office person. Although
retail managers undergo regular training, her trainee wage was lower than many of
either through on-the-job or off-the-job training her friends who were working casual shifts,
courses offered by a range of different training Frederica really enjoyed the chance to learn
providers. all the work tasks required to run the office and

Lifelong learning is also essential if you are also the responsibility she was given.

thinking about advancing your career or When her office manager went on maternity
changing career direction. A change in career leave, Frederica, now 21, was given the office
direction might see you return to study. This manager role. Soon after this, the company
might be in a formal training course at TAFE landed a government supply contract and

or university part-time to advance your career, expanded rapidly. The CEO wanted Frederica
secure a promotion or move info a management to run the administration department so he sent
role. Many people also need to return to study her to University part-time to obtain a degree in
to learn accounting and management skills as administration.

they get promoted into more senior roles.

. A | ]
Doing training courses or

e fomal Mudifig
S e r g
the rceNlfs anlikm3

you are required to quickly
learn and adapt to changing
technolgadas and work practices.

ternity leave,
Frederica,
now 21, was

< gquired en e office
@ ensin m er role.
o

You might also be surprised to

know that many adults who have been in the This made her long-tim yfriefld very proud

of her. Her previous training and experience
was taken into account and reduced the time
she needed to complete her studies. Frederica,
combining part-time work and study paid for
by her boss, was now successfully supervising a

workforce for many years see participating

in further study as an adventure and an
opportunity to keep them fresh and interested
in life. So, do you think that you'd need to learn
anything new to update your skills between now
and 20702 department of seven people.

By the time she was 30, Frederica was the Head
of Administration in a company that employed
over 120 people. When shopping one day,
Frederica wasn’t the most academic student she saw one of those same former classmates

at school but she always did all her work and working at Spiceline. Frederica asked,

passed VCAL Senior. She also completed VET
Certificate 3 in Business (Office Admin).

Frederica N’rkette

“So you must be managing the store?”
Unfortunately the reply was,

Her admin skills helped her land a part-time job
in a legal office which meant she could quit her
checkout job at Mad Moosh’s Discount Bazaar.

“No; I'm still only casuall!”
; Y

Frederica was really happy to have her career
in order and thought that it might be time to

She was accepted into a TAFE certificate IV in
combine career and a family.

Administration and completed this quickly.
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Joseph Borg

Joseph didn’t really mind being at school

but he didn’t like the theory classes too much
because he was told he had too much ‘nervous
energy’ - anyway he would rather have been
up and about, fixing things. Joseph did well in
his practical classes and really wanted to be
a mechanic of some sort. He studied Systems
Engineering in VCE and enjoyed Industry &
Enterprise, especially when he did one day a
week structured workplace learning.

Joseph’s boss was impressed by his enthusiasm
and half way through Year 11
offered him an apprenticeship
das a motor mechanic. But
Joseph’s mum wanted him to
stay at school and finish his
VCE, so Joseph’s boss hired an
apprentice which meant Joseph
also lost his work experience
placenment.

Pre

Part A: Lifelong learning

'rwoy'r Sudiies
e pe s key sMlls aAd

\ASANY
&

Lifelong Learning

Joseph got a different placement working at
SuperCheap Auto and while there, a client of

his former boss, recognised him as that ‘work
experience kid’ who was always keen and full of
energy.

He offered him a paid trial in his light engine
reconditioning business, servicing outboards,
motorcycles, other small engines and modifying
wheelchairs. His school helped set up the trial.
Joseph did really well and after a meeting with
teachers, the careers teacher and his coordinator,
Joseph’s mother agreed to him finishing Year 11
and then taking the apprenticeship.

5 years later Joseph’s I&E teacher saw him on
television as winner of a community award.
Joseph was now running an organisation that
was sponsored by companies to ‘pimp and hot
up’ modified wheelchairs for disabled kids. Who
would’ve thought it back when he couldn’t sit still
in English!

Sampl

easons why lifelong learning is an essential part of career pathways

le@and fh( ans»@
th

b. List the occupations and roles that the person undertook and identi

) Meglions.
¥ the t s of

training they needed to complete for each of these roles.

c. Describe some of the obstacles that the person had to overcome. How did they deal

with these?

d. Describe the values and/or the actions that helped the person to develop a successful

pathway.

Part B: Pathways timeline

1. Draw a pathways timeline that maps out your life.

2. On the pathways timeline show major milestones that you hope to achieve, and the ages at

which you plan to achieve these.

3. Include personal and social milestones as well.

4. Show any education/training you think you will need.

Tips:

= Make the graphic large. Use a whole page turned to landscape or make a poster.

= Include graphics or pictures that represent your key milestones. Show at least 8 milestones.

= Do a rough plan or sketch first.
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22% OH&S Induction

Nobody should get injured at work. When you set out for

work each day you should expect to arrive home safely at the WORKPLACE SAFETY
end of your workday. Indeed, WorkSafe Victoria’s vision is *Jg
“Victorian workers returning home safe every day.” (J ARE YOU READY?

Working can present many dangers and young workers
face an increased risk of being injured. Before you enter
the workplace you need to be work ready. A strong awareness of occupational health
and safety issues is one important aspect of work readiness. Nationally, work health
safety (WHS) is the general term used to describe all the rights, responsibilities, training,
regulations, guidelines, laws and other issues that relate to a safe work environment. As at
2019, Victoria still uses the term occupational health and safety (OH&S).

All workplaces and work tasks can present physical, mental or emotional dangers. Certain
industries (construction), occupations (nurses), certain work environments (factories) and
certain work tasks (lifting) are inherently dangerous. In addition, some tasks which do not
seem obviously hazardous, become so with repetition, e.g. using a computer. Another major
OH&S/WHS issue is increased workload which can cause workers to rush, cut corners and

to be careless.
[ |
(o) ? ]
Blorﬁn elxee , lvork place t req@\Vdakq :% e rre
ydl ne as urdlf ar@safilland re e iio e wirkings#” The [ ]

world of work is much different from your school. Different work environmentll have their
own safety issues. You need to have excellent OH&S/WHS awareness to operate safely

and effejeiggin these workplaces.

Everyo : 2 ibRi f@work pffac Ol W3 yojfto be
injured ¢ ‘ ' t you Qut ugt rdsafgianQ g@ady. So if
you are ' ing 4t schGOl. YoulFteacherand/gryour cgprdinator will

'égive you lots more information on your OH&S/WHS responsibilities.

A My OH&S/WHS responsibilities

'é After talking with your teacher, clearly outline your OH&S /WHS induction responsibilities.
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OH&S/WHS student induction

As a student you are required by law to complete an appropriate OH&S induction
program before you are allowed to go on work experience or Structured Workplace
Learning.

That induction program might be safe@work or another similar program for your
state. If you are undertaking a VET/TAFE certificate you will need to complete the
relevant OH&S/WHS unit(s) before commencing Structured Workplace Learning.

safe@work

In Victoria, you must complete the safe@work General
Module and then a related Industry Module
prior to going out into the workplace.

After you have worked through each module

you are required to undertake a multiple

choice test. You must answer at least 12 out

of 16 questions correctly to receive your Award of
Attainment.

If 12 months or more have passed since you
ampleted the General Module and Industry Mod

n ofo wilodlle a u
redofhe ri dgst um.
If yod'wan ndeftakea p entl'in a-different ry u

you need to do the Review Module and then do the Industry Module for the ne
industry. If you are undertaking a VET course then you must complete the relevant

s Bpr diffeent w i
i f WOl k9

and help support induction, training and supervision programs.

General Module Industry Modules
1. Health & safety responsibilities = Automotive
2. Hazard identification, risk assessment & risk control = Building and construction
3. Manual handling = Electrical work module
4. Hazardous substances & dangerous goods = Hairdressing
5. Noise = Health & community services
6. Electricity = Horticulture
7. Mechanical equipment = Hospitality & tourism
8. Falls from height = Manufacturing
9. Personal safety = Metals and engineering
10. Personal protective equipment (PPE) = Office and business services
11. Dealing with an emergency = Painting
12. Health & safety laws = Plumbing
13. Duties of employers = Primary industry
14. Duties of employees = Retail
15. Health & safety representatives & committees =

Veterinary
16. The role of Worksafe inspectors

17. Resolving health & safety issues  \yww.education.vic.gov.au/safe@work/index.asp )
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2255 OH&S Induction

B OH&S/WHS induction

Use the terms to complete the following passage about OH&S/WHS induction.

Workplace safetyisas__ responsibility. However, when you are

undertaking work experience or Structured Workplace Learning it is the

responsibility of your employer to ensure that your work e

is safe and free from h

When working you must use the correct personal p equipment.

It might be your responsibility to be dressed in appropriate ¢

and to wear safety b . It will usually be your employer’s responsibility

to supply appropriate protective equipment. You need to be aware of these

requirements b you go on your placement.

At the start of your placement you must be given an i tour

of your work environment so that you are made aware of any potential

_ayou Lst be made familig with thelocatj _ -
EVIEW:< pte
th regres®ntative: u

Your employer is also responsible for giving you adequate t

andj™Ngpriate s _ __ig order to safely carry out your day-
120.N0L.CO

Du rreg ment Wou Mu oVmmafe p anydo
your work a in a safe manner. This ensures that you do not
harm yourself, your c , your c nor any other
person.

If you are ever unsure of anything you should speak up and ask; your

S , a fellow workmate, a safety or union rep or anyone

s . If you feel you are in danger, are being t or that

you are not being looked after appropriately, ask to be excused and contact

your school supervisor i

O adtivities U dangers U immediately U supervision N
U before U environment O induction U supervisor
O boots O exits Q practises U threatened
U cdlothing Q Airst-aid O protective U training
U colleagues U hazards U senior
\ U customers U health & safety U shared )
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OH&S Induction 2253

Signs and symbols

You probably have already been exposed to safety signs in your everyday environment,
school or in workplaces. Workplace safety, warning and danger signs play an important role
in helping to promote a safer work environment.

Safety signs have to be universal in order to be effective. This means
that a viewer must be able to understand the picture or phrase
immediately. Signs need to use recognisable pictures and simple text.
Signs can also use colour to convey their message. Red for danger,
yellow for caution, green for exits and so on.

Image: k-libre/iStock/Thinkstock
Young workers

ZIN

Special care needs to be taken to ensure that young workers are safe in the workplace. '
Young workers face a greater risk of injury in the workplace than any other group of
workers. According to WorkSafe Victoria:

® young workers are more likely to be injured at work than any other age group

® young workers in construction, retail, manufacturing and hospitality suffered the most
injuries

® poor manual handling caused the most injuries 31%, and then being hit by a moving
object 29%

[ |
hignd, d Acli regtfe ghost c t ingry.
(Sourc: orkX@fe Vicgggria, worers\Qnerajle to pl Injuries, 2
Personal sd¥ety plan C

oga

ant
efat
t- er

¢ 2. Make an appointment to meet with the person responsible OH&S/WHS outcomes.
for OH&S/WHS at the worksite. Find out the most common = Safe Working at Heights

Safety induction/

(occupation).

workplace hazards related to the occupation you are certificate.
interested in. = Certificate 1 in Food
Handling.

3. List the work-related tasks that you will be permitted to

undertake and any training you will need. = Responsible Service of

4. Find, reproduce and explain 8-10 workplace safety signs. N ?ilrc;,:_ha?; certificates.

5. Identify the personal protective equipment you might e e et
require for the occupation you are interested in. programs, films and

6. Complete a preliminary safety audit/investigation of this practical simulations.
worksite noting potential hazards, and strategies to deal = Worksite tours and
with these hazards. inductions.

= Safety equipment

7. Summarise the procedures for dealing with accidents and X
demonstrations.

emergencies that exist in this workplace. ) ]
. ] = Licensing and
8. Visit www.worksafe.vic.gov.au and search for

] ) ¢ certification programs.
Injury Hotspots
the Injury Hotspots |ndus‘fry safety poster m?st = safe@work modules and
relevant for your potential workplace learning certificate

work setting.
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277 Career Investigation

Occupations Common occupations

These are the most common occupations for

An important part of developing your career each of the 8 types of workers classifications.

pathway is to start investigating career data Managers Clerical & Administrative
i i i i i -Retail Managers Workers
for different occupations in which you might be ~ Advertising, PR & Sales ~General Clerks
interested. Managers ~Receptionists
. - . ~Construction Managers -Accounting Clerks
You might already be familiar with some of the ~Livestock Farmers ~Contract, Program &
more obvious jobs that are available throughout | ~Human Resource Project Administrators
. . Managers -Office Managers
industries. However, there are also hundreds 5
. ) Professionals Sales Workers
more occupations that you might not be as ~Registered Nurses ~General Sales
il i P ~Accountants Assistants
famlll_ar _Wlth_' Mar_]y of t_hese are _occuP_atlonal ~Primary Teachers ~Checkout Operators &
specialisations in which you might build a ~Software & Applications ~ Office Cashiers
Programers ~Real Estate Sales
career as you get older. ~Secondary Teachers Agents
Listed on pp.52-53 are hundreds of occupations | Technicians & Trades *aaieslzeprese.ntatlves
. . . . . - Retall supervisors
given by their correct Australian job title. Juorkers. " oup
. . ~Electricians Machinery Operators &
They are grouped in boxes of six under one ~Metal Fitters & Drivers
of 11 interest area headings. Each box also Machinists ~Truck Drivers
. . ~Carpenters & Joiners -Storepersons
includes another two interest groups that ~Plumbers ~Delivery Drivers
i i ~Structural Steel & ~Forklift Drivers
these occupations relate to. Spend some time Welding Workers  Drillers, Minere & Shot

identifying those boxeéM, and also specific munity & Personal  Firers
i e MhaffRouight Servic Mrs 0
bdfint i n W am i R W S
) ild - Milg PP umbi
RememDeT, youion'thee dectde ~Education Aides .

anything definite yet. You just need to get an ~Waiters

idea of some of the many occupations that are *E:FisAttatse”da”ts &

eﬁ)ughoﬁp\ﬁt : :

1. Without any research, list 10 possible occupations that you might be interested in pursuing
as part of your career pathway.

2. Are any of these on the Common occupations list above? What qualifications are needed?

50 I&E Units 1&2: Towards an Enterprising You éed.
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Career Investigation

Interest area Description
Artisti You may be interested in music, drama, writing, painting, crafts, design, media or generally might just be
crhsh.c & creative. You may be good at using your mind to initiate ideas or solve problems. Strong crossover with
reative Literary, Influencing and Personal Contact, Technical and Engineering and Practical and Manual.
Clerical & You may be interested in working in business collecting, analysing and organising information. This may
Ad erical & include dealing with correspondence, figures, data, clients, sales or finances. Strong crossover with Figures
ministration & Computational as well as Influencing and Personal Contact.
= You may be good at working with numbers, statistics, formulae or finances and have well-developed maths
c igures & I and/or computer skills and the ability to solve problems or analyse data. Strong crossover with Clerical &
omputationa Administrative in a business sense and Technical & Engineering and Scientific in a practical sense.
Helping & You generally like to help, teach or care for people. You are likely to have good communication skills and
Community a desire to improve people’s lives. You may be employed by a government agency that deals with helping
Service the community. Strong crossover with Influencing & Personal Contact and with Medical.
Influencing You are likely to have good communication skills, the ability to effectively deal with people and skills in
& Personal influencing people. You may also be suited for business roles such as management and sales. Strong
Contact crossover with Helping & Community Services, Literary, Medical or Clerical & Administrative Fields.
You might be good with writing, speaking, presenting ideas or other forms of communication. You are also
Literary likely to be good at developing and expressing opinions and to have research skills. Strong crossover with
Influencing & Personal Contact, Artistic & Creative and Helping & Community Service.
You will like to help people and society improve physical or mental health either by dealing directly with
Medical patients and clients or by researching and solving medical problems and issues. Strong crossover with
Influencing & Personal Contact, Helping & Community Services and Scientific.
You are likely to want to work outdoors, or with nature and the environment or to move about from
Outdoor worksite to worksite. Strong crossover with Practical & Manual, Technical & Engineering or environmental
Scientific issues.
L . . .
; 3 You may be skilled in the use of your hands to g@ferateqggols, make products or repair equipment. ju
8 neefifiolio/vgoNe W andile ac@ifrate, adge and phy ¥R ST 2R N P il & [ |
nug ‘ ndihedling. DuillRr sluations, A & Creative It ‘h @ m ical @ ‘-
Yo v e likgily tq@RNjoyEXPE Y en v and resegching gife @ esjiés willl patjlinc @ engie, ‘
sS&entifi pre®®on a8 go O |y tic M Kills"™rong crossO pren Fide S M utaMona Vel C8 ien®), u

Technical & Engineering and Helping and Community Service.

Technical &
Engineeri

You like to use tools, machinery and equipment to fix things, find out how things work, improve
processes and build, design and manufacture items. Strong crossover with Practical & Manual, Figures &
Computational, gientific and even Medical.

1. Which of these 11 interest areas above sound like you? Why so2 (Choose more than 1.)

2. Which of these 11 interest areas don’t sound like you? Why not? (Choose more than 1.)

3. List some occupations that you think might match the areas that you are interested in.
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278 Career Investigation

Mini aMatchzup:

52

1. SCIENTIFIC 2. TECH/ENGINEERING 3. LITERARY 4. PRACTICAL/MANUAL 5. INFLUENCE/P.CONTACT
Meteorologist Programmer (Info Tech) Librarian Also: || Dressmaker Also: | Psychologist o
Meteorological Tech Officer | Systems Designer Also: || Editor H&C || Clothing Patternmaker F&C | Welfare Worker Med
Geologist ATlgs‘fEJi Computer Engineer (F:i:(CA Archivist Visual Merchandiser Social Worker

Landcare Worker out | Multimedia Developer Writer Graphic Design/er Youth Worker
Engineer-Environmental Computer System Auditor Historian Textile Designer Counsellor

Winemaker Business Equipment Tech. Teacher Tailor Indigenous Health Worker
6. FIGS/COMPUTATIONAL 7. OUTDOOR 8. OUTDOOR 9. TECH/ENGINEERING 10. ARTISTIC/CREATIVE
Laboratory Worker Ao | Army/Navy/Airforce 50 Landscape Gardener 49 | Foundry Worker Fashion Designer 4=
Engineer - Chemical sci | Ship’s Officer 1&P | Pest/Weed Controller T1&E | Engineering Trades -Fabric Dressmaker P&M
Patent Examiner Police Offi/cer Florist/ Engineering Trades -Mech. | Wardrobe Supervisor
Optical Mechanic Customs Officer Horticultural Trades Engraver Also: || Visual Merchandiser
Medical Lab Technician Correctional Officer Nursery Assistant Vehicle Body Builder i‘é’\c" Graphic Designer

Teacher - Secondary Park Ranger Landcare Worker Tool/Die Setter Fashion Coordinator

11. MEDICAL 12. FIGS/COMPUTATIONAL 13. HELPING& COMMUNITY | 14. LITERARY 15. LITERARY

Dietician Also: || Pilot Ao | Teacher - Primary Also: | Journalist Ao | Interpreter 4o
Dietary Aide scl | Army/Navy/Airforce 1&€ || Childcare Worker p&M | Editor A&C | Translator H&C
Weight Loss Counsellor Engineer - Aerospace Teacher - Secondary Writer Teacher

Hospital Food Service Mger | Aircraft Mainten. Engineer | Teacher - Early Childhood Public Relations Officer TAFE Lecturer

Health Promotions Officer Air Traffic Controller Education Aide Publisher Community Worker

Food Technologist Flight Attendant Nanny Copywriter Tour Guide

16. ARTISTIC/CREATIVE 17. INFLUENCE/P.CONTACT | 18. SCIENTIFIC 19. LITERARY 20. ARTISTIC/CREATIVE
Photographer Also: | Sports Coach Aiso: | statistician AlSo: | Desktop Publisher Ao | Graphic Designer g0
Camera Operator 1&E | Fitness Instructor sCl | Actuary ceA | Editor c&A | Visual Merchandiser F&C
Media Equipment Operator | Teacher - P.E. Astronomer Multimedia Developer lllustrator

Desktop Publisher Recreation Officer Accountant Copywriter Architectural Drafter
Multimedia Developer Sportsperson Economist Advertising Account Exec’tve Fashion Designer
Audiovisual Technician Teacher - Primary Programmer (Info Tech) Secretary Architect

21. OUTDOOR 22. ARTISTIC/CREATIVE 23. HELPING/COMMUNITY | 24. HELPING/COMMUNITY | 25. SCIENTIFIC
Construction Worker — £50:  Artist fso: | Childcare Worker Aiso: | Sports Scientist A80: | Computer Engineer  Alse:
Rigger 1&E | Illustrator LT | Childcare Supervisor  c&A | Sports Coach P&M | Programmer (Info Tech r&C
Crane Operator Teacher - Art Teacher - Early Childhood Recreation Officer Systems Manager
Scaffolder Gralmiec Designer Teacher - Primary Fitness Instructor Business Equip t Tech.
Building Technician Arc ctural Drafter Teacher - P.E. Computer Systefil Auditor
D a Nl iter Phasas rapi e, TecilMan

2 CH/

Erjlneer e
Erjlineer echanical
Aillraft ngin

Army/Navy/Airforce
Pilot
Computing Engineer

Laboratory
Research Scientist
Forensic Scientist

Desktop Publisher
Office Administrator
Call-Centre Operator

Panel Beater
Vehicle Painter
Engineer-Mechanical

Infq v

0.
ng
ng cel
ng ica

eer - Chemical
puting Engineer
Engineer - Industrial

Biochemist
Medical Lab
Laboratory
Funeral Attg

32. CLERICAL/ADMIN
Bank Officer
Accounts Clerk

33. FIGS/COMPUTATIONAL
Storeperson Also:

34. ARTISTIC/CREATIVE
Signwriter
Screenprinter

Beauty Therapist

35. HELPING/COMMUNITY
Police Officer - State ~ AlSo*
Police Officer - Federal c&A

Multimedia Developer Also: | Systems Manager 3 5 Also:
Programmer (Info Tech TL(;!(TE Computer Engineer éiEA Court Officer HL(QC Hairdresser PaMm %“Q
Desktop Publisher Business Systems Analyst Criminologist Make-up Artist Cabinet Maker

Business Systems Analyst Programmer (InfoTech) Legal Executive Weight Loss Counsellor Building Technician

Graphic Designer Business Equipment Tech. Conveyancer Model Wood Machinist

Media Producer Computer Systems Auditor | Secretary Naturopath Construction Worker

41. PRACTICAL/MANUAL 42. CLERICAL/ADMIN 43. CLERICAL/ADMIN 44. HELPING/COMMUNITY | 45. PRACTICAL/MANUAL
Electrician Also: || Accountant Also: | Accounts Clerk Also: | Education Aide Also: | Florist

Engineer - Electrical Z)XQET Accounts Clerk F.f;% Secretary ﬁ§§ Teacher - Primary plgiﬂ Horticultural Tradesperson
Electrical Linesperson Economist Office Administrator Special Care Worker Nursery Assistant %ISL%
Electronics Engineering Tech.| Financial Dealer & Broker Clerk Childcare Worker Landcare Worker A&C

Automotive Electrician
Security Systems Installer

Bank Officer
Purchasing Officer

Public Servant
Data Processing Operator

Teacher - Early Childhood
Personal Care Worker

Pest/Weed Controller
Landscape Gardener

46. MEDICAL 47. FIGS/COMPUTATIONAL | 48. ARTISTIC/CREATIVE 49. INFLUENCE/P.CONTACT | 50. CLERICAL/ADMIN

Vet Nurse ﬁ';féi Bookmaker é';% Chef é';&i Real Estate Agent é';g Financial Dealer & Broker
Animal Technician ouT | Gaming Worker &P Cook 1&P | Auctioneer c&A | Financial Dealer’s Assistant
Animal Attendant Accounts Clerk Kitchenhand Sales Representative Accountant é‘lég
Horse Manager Credit Officer Catering Manager Town Planner Accounts Clerk 1&P
Stablehand Financial Dealer’s Assistant | Confectioner Conveyancer Management Consultant
Veterinarian Insurance Officer Pastrycook Valuer Economist

51. CLERICAL/ADMIN 52. FIGS/COMPUTATIONAL | 53. HELPING/COMMUNITY | 54. MEDICAL 55. ARTISTIC/CREATIVE
Travel Consultant /;gg: Sales Assistant ’é'é‘i{ Welfare Worker Allgfgr Pharmacist Aslts:cr: Hairdresser A|!€§:
Flight Attendant &p | Cashier 1ep | Social Worker ur | Biochemist cea | Beauty Therapist P&M
Tourist Information Officer | Retail Buyer Youth Worker Engineer - Chemical Make-up Artist

Tourism Manager Retail Manager Psychologist Naturopath Florist

Recreation Officer Accounts Clerk Teacher - Secondary Medical Lab Technician Wardrobe Supervisor
Airline Passenger Officer Sales Representative Counsellor Sales Assistant Visual Merchandiser

56. MEDICAL 57. SCIENTIFIC 58. MEDICAL 59. CLERICAL/ADMIN 60. HELPING/COMMUNITY
Medical Practitioner ﬁlgg Research Scientist ?/:E% Veterinarian ﬁlggi Data Processing Officer ?Eg: Teacher - Secondary AIISO:
Physiotherapist &P | Medical Scientist rac | Vet Nurse ouT | Secretary 1ep | Teacher - Primary LT

Nurse - Registered
Medical Scientist
Forensic Scientist
Medical Lab Technician

Medical Lab Technician
Physicist

University Lecturer
Agricultural Scientist

Animal Technician
Laboratory Worker
Animal Attendant
Zoologist

Receptionist
Accounts Clerk
Call-Centre Operator
Office Administrator

Education Aide

Training Officer

Teacher - Early Childhood
Youth Worker

I&E Units 1&2:
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Career Investigation

Minil{GOA'scoreriziMatch

aU| ;
63. PRACTICAL/MANUAL 64. INFLUENCE/P.CONTA [ 65. INFLUENCE/P.CONTACT

61. INFLUENCE/P.CONTACT | 62. OUTDOOR

Physiotherapist Also: || Shotfirer Also: || Driver - Truck Also: || Flight Attendant Also: | Fitness Instructor Also:

Medical Practitioner 'SAS?M Miner %E Car Driver ,9&% Catering Manager c%((/i Lifeguard E‘Sﬁ

Massage Therapist Engineer-Mining Car Rental Attendant Airline Passenger Officer Therapy Aide

Occupational Therapist Forestry & Logging Worker | Bus and Tram Driver Tour Guide Teacher - P.E.

Chiropractor Agricultural Tech. Officer Driving Instructor Interpreter Weight Loss Counsellor

Osteopath Engineer - Chemical Clerk - Transport Travel Agent Recreation Officer

66. MEDICAL 67. OUTDOOR 68. TECH/ENGINEERING 69. MEDICAL 70. SCIENTIFIC

Nurse -Registered flko: | Park Ranger Ao | Sound Technician Dentist Also: | Taxidermist o

Ambulance Officer 1&P | Forest Technical Officer sci | Media Equipment Operator | Dental Assistant 1&P | Historian T&E

Nurse - Enrolled Landcare Worker Audiometrist ASI(S:?: Dental Therapist Zoologist

Personal Care Worker Natural Resource Manager | Audiologist paM | Dental Technician Animal Technician

Ward Assistant Fisheries Officer Audiovisual Technician Dental Hygienist Funeral Attendant

Health Promotions Officer Zoologist Film and TV Producer’s Asst. | Model Maker Museum Technician

71. CLERICAL/ADMIN 72. OUTDOOR 73. PRACTICAL/MANUAL 74. OUTDOOR 75. TECH/ENGINEERING

Functions Coordinator éggi Lifeguard ﬁzg Cook ﬁ';% Bricklayer ;\5&3 OH&S Officer

Catering Manager &P | Fitness Instructor peM || Chef raC | Construction Worker  1ge | Quality Assurance Inspector

Marketing Officer Recreation Officer Kitchenhand Plasterer Building Surveyor é‘}f;’,;

Chef Diversional Therapist Barista Concrete Worker Nurse - Registered 1&P

Hospital Food Service Mger | Sports Coach Cake Decorator Stonemason Rehabilitation Counsellor

Flight Attendant Paramedic Waiter Tiler Health Promotions Officer

76. LITERARY 77. PRACTICAL/MANUAL 78. MEDICAL 79. TECH/ENGINEERING 80. OUTDOOR

Archeologist Also: || Plumber Massage Therapist Also: | Vehicle Bodybuilder Also: | Geologist Also:
. ; out ) . . > . H&C P&M . SCI

Historian ceA | Refrigeration & Aircon Mech | Physiotherapist peM | Panel Beater r&C | Geophysicist F&C

Anthropologist Automotive Air Fitter Occupational Therapist Vehicle Painter Engineer - Mining

Sociologist Environmental Health Officer Fitness Instructor Tool & Die Setter Archaeologist

Archivist Water & Plant Operato %‘503 Chiropractor Engineering Trades-Fabrication | Miner

Museum Curator Tiler - Roof 78 | Orientation & Mobility Instructor| Metal Press Operator Cartographer

81. FIGS/COMPUTATIONAL | 82. HELPING/COMMUNITY | 83. LITERARY 84. TECH/ENGINEERING 85. LITERARY

Architect Also:
Architectural Drafter
Landscape Architect
Engineer - Industrial
ilding Technician
inegg jvil

A&C
T&E

Journalist

Firefighter Also:

Firefighter - Aviation
Army, Navy, Airforce
OHS Officer

Ambulal& Officer
Buildiag

Ol
P&M

Viedia Producer

Also:
Actor oo
Dancer 1&P
Stage Manager
Announcer

Media Producer

Business Equipment Techn.

Computer Engineer AS‘SC?i
IT Support Technician  rac

Systems Designer - IT
ogrammer - Info Tech

Agricultural Tech. Officer

Film Producer & Editor
Film & TV -Producer’s Ass.
Media Equipment Operator

Media Producer Also:
A&C
P&M

Stage Manager

Copywriter Audiovisual Technician Horticultural Tradesperson | Announcer Public Rillations Officer Fég
Public Relations Officer Medical Imaging Tech. Aquaculture Technician Diversional Therapist Human Resources Officer
91. FIGS/COMPUTATIONAL | 92. HELPING/COMMUNITY | 93. INFLUENCE/P.CONTACT | 94. LITERARY 95. MEDICAL

Management Cog Training Officer é';tﬁ Public Relations Officer  Also: || Editor é‘g& Secretary - Medical é'S(X
Accountant Teacher - Secondary 1&P er cea | Writer &P | Ward Assistant H&C
Insurance Agent 4

Public Relations ecutive

Marketing Officg

Human Resourcq

96. OUTDOOR . INEERING
Auctioneer Also: | Gemmologist Aiso: || Biomedical Engineer  Also: | Optical Mechanic Also:
Valuer ;'iﬁ; Jeweller E&(‘;ﬁ Laboratory Worker ,\;géED Optical Dispenser ps&c,\h
Real Estate Agent Geologist Medical Imaging Technician | Optometrist Health Information Officer
Building Inspector Powder Coater Medical Lab Technician Orthotist Primary Products Inspector
Sales Representative Watch & Clock Maker Research Scientist Medical Imaging Technician | Chemist

Land Economist Engraver Prosthetist & Orthotist Projectionist Dietician

101. FIGURES/COMP 102. ART/CREATIVE 103. MEDICAL 104. CLERICAL/ADMIN 105. OUTDOOR

Personnel Clerk Photographer ‘}Egi Audiologist As'éffi Court & Hansard Reporter Landscape Architect AA';%
Human Resources Officer Photographic Processol pem | Audiometrist &P | Legal Executive AL‘fTOi Architect P&M
Public Servant é‘;ﬁ: Media Equipment Operator ' Speech Pathologist Secretary & | Town Planner

Training Officer &P || Camera Operator Sound Technician Word Processing Operator | Quantity Surveyor
Accounts Clerk Artist Disability Services Instructor | Data Processing Operator Horticultural Tradesperson
Clerk Audiovisual Technician Broadcasting Technician Desktop Publisher Nursery Assistant

106. MEDICAL 107. CLERICAL/ADMIN 108. FIGS/COMPUTATIONAL | 109. INFLUENCE/P.CONTACT | 110. TECH/ENGINEERING

Dental Technician
Prosthetic & Orthotic Tech’n

Dental Hygienist ATI(?E:
Dental Nurse H&C

Model Maker

Dental Assistant

111. PRACTICAL/MANUAL

Painter And Decorator Also:
T&E

Plasterer out

Interior Decorator

Glazier

Industrial Spray Painter

Vehicle Painter

116. INFLUENCE/P.CONTACT

Training Officer élso:
TAFE Lecturer Hféé

Human Resources Officer
Teacher - Secondary
Teacher - ESL

OH&S Officer

Call-Centre Operator  Also:
N F&C

Receptionist 1&P

Radio Dispatcher

Telephonist

Telemarketer

Announcer

112. OUTDOOR

Crane Operator

Forklift Operator

Mobile Plan Operator

Dogger

Construction Worker

Building Technician

117. SCIENTIFIC

Forensic Scientist

Life Scientist

Botanist

Chemist

Biochemist

Museum Attendant

Also:
T&E

Also:
T&E
out

Valuer Also:
P&M

Conveyancer &P

Land Economist

Real Estate Salesperson

Sales Representative

Stock And Station Agent

113. LITERARY

Copywriter Also:
Editor ‘.‘éé?
Proofreader

Writer

Publisher

Advertising Acc. Executive
118. HELPING/COMMUNITY

Therapy Aide ?/:é%
Education Aide \&P

Special Care Worker
Diversional Therapist
Disability Services Instructor
Indigenous Health Worker

Personal Care Worker Also:
Nurse - Enrolled QA&E,\EA)
Ward Assistant

Therapy Aide

Diversional Therapist
Disability Services Instructor
114. PRACTICAL/MANUAL

Cabinetmaker Also:
R T&E
Joiner out

Wood Turner

Wood Machinist

Wood Carver

Timber/Forest Prod’t Worker
119. LITERARY

Archivist Also:
. . A&C
Librarian T&E

Cultural Heritage Officer
Conservator

Records Manager

Info Technology Manager

Broadcasting Technician
Audiovisual Technician Also:
Electrician i‘%
Business Equipment Tech’n
Sound Technician

Media Equipment Operator
115. ARTISTIC/CREATIVE

Make-Up Artist Algg:
Beauty Therapist H&C

Hairdresser

Naturopath

Weight Loss Counsellor
Film & TV Producer’s Assist.
120. SCIENTIFIC

Zoologist Aolfﬂ:
Life Scientist P&M

Marine Biologist
Animal Attendant
Animal Technician
Veterinarian
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23 Career Investigation

C Mini GOALscorer

1. Circle any of the 120 occupation boxes If the next box you circled was 15, you
from the Mini GOALscorer Match-up on would write 15 next to Influencing &
pp-52-53 that you might be interested Personal Contact and also next to Helping
in pursuing as a career pathway. Then & Community Service.)
complete the table below. 4. For Column 4 calculate your total score

2. In Column 2 write all the box numbers you for that interest area by adding up the
have circled in the row that matches the number of times you have a box number
interest area that was the heading for that next to an interest area. Compare these
box. (e.g. If you circled box 1, you would scores to the descriptions on p.51.

write 1 next to Scientific. If the next box
you circled was 15, you would write 15
next to Literary.)

In Column 5, list those occupations from
your circled boxes you are most interested
in. If an occupation appears more than
3. Look at the ‘Also’ tab for each of your once give it a tick. (More space? = use
circled boxes. In Column 3 write these box workbooks!)
numbers in the rows next to the interest
areas they match. (e.g. If you circled box
1, then you would write 1 next to Technical
& Engineering and also next to Outdoor.

Highlight those occupations you are most
interested in and then use My Future or
Job Qutlook to find out more information.

. Interest 2. Box nu—bers 3. Boxes circled 4. Interest 5. Some occupations from the boxes | migh* be

area circled areda sco . vterested in; | should research some of th se.

Helping/
Community
Service

Influencing/
Personal
Contact

Literary

Medical

Qutdoor

Practical/
Manual

Scientific

Technical /
Engineering
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Career Investigation 232

Occupation investigation D

1. Choose an occupation you are interested in pursuing as part of your career pathway.

2. Check out www.myfuture.edu.au and complete the following occupational summary.
Use www.joboutlook.gov.au for the data information.

Correct Occupation Title (& any alternative names): Use Job
Outlook to

=
find out the

following
data info.

Summary Description:
=

Total
Employment

5 Main Tasks:

When?

Employment
Growth (5 yrs)

v

4

To When?

4

Unemployment
Rate

pecialisations (if applicubFe):

review Sam

Personal ments: Year?
=
ted Job

o rowth
=

To when?
= % Full-time
Related Occupations:

When?

= Main Industry

Education & Training Required:
=

. 2
Course Entry Requirements: When?

=

Average Age

Employment Opportunities:

= When?
% Male /Female

Additional Information:

=

Contacts (for your state):

=

When?
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238 Assessment Task

AT1 Career Pathways Portfolio

Unit 1: Workplace Participation - AOS1: Contributing to the Workforce
Ovutcome 1
U Explain the importance of Australia having a skilled workforce.
U Investigate your own career pathways opportunities.

U Analyse current and future work options.

Required

In order to achieve this investigation and analysis you will be required to complete a report
that responds to the following questions. You should provide current and relevant information
and statistics wherever possible to support your responses.

Part A:
Explain the importance of a skilled workforce for Australia.

1. Why is it important for Australia to have a skilled workforce?

2. Discuss 3 ways that employees can develop work-related skills. Use specific examples to
support your discussion.

3. Explain how your 8wn development of work-r, kills can better equip you to bellome
mb 1 T li ojkforce
rt
ndertaKe a career pathwdys investigation related fo youfr own future careefipdthways
goals.
1. Outline your own future career pathways goals and objectives. Give reasons for your

chojes.
@ f possiPle i e d ccupo@e e I quired
ng ag ahitions feed br Ygi t@l achieVvll the, g
describe employment patterns and other key informd@tion for affhosen

2. Dey 3
3. Use stafistics to
er patfway.

trai
occupation (or occupations) you are interested in as part of your ca

Part C:
Analyse the impact of current and future work options on your own career pathways
development.

1. Identify and discuss industry and labour market trends that might impact on your future
career pathways opportunities.

2. Describe actions you might need to take in order to deal with the potential impact of these
industry and labour market trends.

Record any other important information and due dates here.
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Job-seeking skills

3.01 Job-Seeking Skills................
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|
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v
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N J p,
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76-
AT1 Career Pathways 77
\ J J
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3.21 Using the phone effectively 78
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( )
Comments
\ J
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31 Job-Seeking Skills

Successful job-seeking

You might have heard before that being successful at job-seeking is like having a full-
time job. As with any task you have to put the time in if you want to achieve a good
outcome.

At this stage of your career pathways development you probably have two main

outcomes in relation to job-seeking.

1. Finding a structured work placement opportunity related to your longer-term
career goals.

2. Finding a casual or part-time job.

You should note that for some career choices the two points above might be directly

related. e.g. A casual job as a checkout operator might lead to a long-term career in
retail management.

However, no-one is going to knock on your door and offer you a job. You have to get
out there to find or create that job or work placement opportunity.

resilgate reallstlc career

pathways and options that

a I e .
I I l |
match your goals.
E e i
= | .o ™
At e ' .
you can seek Orgarffse a pAiways

help and portfolio including: résumeés,
support! application letters, copies of
certificates, interview tips,
Step 4: referees, etc..
Find job opportunities that
are available in the labour
market.
Step 5:
Tailor your pathways
portfolio to suit the position
you are applying for.
Step 6:
Apply for those positions
e B Step 7:

that suit your pathways
aims. Revisit and modify your

goals, and/or improve
your skills if you are not
immediately successful.
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Job-Seeking Skills

Pathways Portfolio A
Your teacher will expect you to complete a number of tasks as part of an ongoing Pathways 'g

Portfolio. Use this pro-forma to record information about these and any others they set.

Pathways Portfolio

Name: Class:

Teacher: Final Due Date:

Portfolio Activity/ Requirements [Details Comment /Details

(] Identification of people in my job-seeking
network and their contact details.

investigation/pathways survey.

D Interview with careers teacher.

Interview /profile /meeting with career/
industry contact or mentor.

Participation in a worlBelated training
rs |
o of Wrgft rdllu
em [

Q Completion of final résumé using a computer. [ j [ J

Completion of relevant careers {

(N, Y/ .

Comp draft application letter.

Comp
a com

Sourcing and collation of certificates and
references.

Registration with online job-seeking sites
and/or youth agencies (if relevant).

Sourcing of potential of job opportunities
(or simulated opportunities).

Completion of application process for a
position (or simulated position).

Participation in job interview or mock
interview program.

Completion of relevant industry-related
OH&S /WHS induction program.

OO0 00O 00O QOC

Compile a suitable e-portfolio of pathways
resources and personal information.

TN NN N N N Yy
Y, G, W Y, U, W, Y, Y,

\_/\_/\_/;/;/;/;/\_/;J\J

I&E Units 1&2: Towards an Enterprising You 6ed. 59
Written by Michael Carolan Copyright © 2021 DELIVER Educational Consulting and its licensors. All rights reserved



Résumés

Résumé

A résumé is still the most commonly used initial selection tool for job applicants. A résumé
should clearly and concisely describe you, your skills, your training, your attributes and your
experience to potential employers. It should sell you and get you an interview! Depending
on the format of the application process you might need to supply a full résumé as a hard
copy or as an attachment, or alternatively you might need to input sections of your résumé
into various fields as part of an online form.
What to do: Content...
v 2-3 well-spaced pages is enough at
this stage of your career pathway.
v Include your name in a page header
or footer on each page.
v List in order from most recent to
earliest.

v Use work-related skills and
employability skills to outline your
competencies and skills.

v Explain how you have

What to do: Formatting...
v" Use a word processing package, duh!

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

v" Use one consistent font only and use
no more than 2 font sizes.

v Use headings and sub-headings
as sections (this will also help with
breaking it up for online forms).

v Use size, bold and italics to show i i i

_ A _ d either in your
different informatign/headings. Cwogilbi;jtschglol or in{/

;
S nu S ttogm of] C ]
InqQudegple f vilhi e. il ylr sulNadindla -

4 Use tabs to indent and line up widely used pro¢
sections. Word or a PDF.

ormaij .
B résurfé (ulll

% Don't use a font that is too small and

crowded or is so large that it looks * Don't make the reader have to work
awkward on the page. out for themselves the skills and
x Don't use a font that is too fancy; or competencies you have.
use more than 2 font sizes. % Don't send originals of certificates.
x Don't crowd too much onto a page. % Don't have any spelling and
% Don't use spaces to indent and don't grammatical errors.
have uneven indents. * Don'tinclude a photograph unless
x Don't use coloured paper. necessary (e.g. modelling) or for bulk
cattle calls.

x Don't use gimmicks and tricks.
— ) e * ..and don't have any spelling and

A My Résumé grammatical errors!

1. Use the information and the template on pp.62-65 to prepare your draft résumé. Get your
teacher to check over this.

2. Use a word processing package to prepare a final version of your résumé. Once again
have this checked, correct any errors and prepare a final copy for your Pathways Portfolio.

3. Use the information on these 2 pages to develop a poster, factsheet, webpage, PowerPoint
or some other learning tool to communicate a ‘Top 10’ of tips for writing résumés.
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1. Clear personal details

= Make sure your personal details are
included neatly in their own section at
the top.

= Showing your age can indicate how
close you are to driving.

= Use a professional email address that
will not offend people.

3. School & VET subjects & units

= List main subjects that you are
studying and also the main units that
you are studying as part of VET.

= Pick those that match the job type you

are applying for.
= Help@ www.myfuture.edu.au

5. Career ambition

[
lu shart ' r
a it \§ refpt
ccUgatiop y re

7. Employment tasks and skills

= State hat your job position
was a

= List 3 : atyo
perfo a -day sis. Be.

What did you do?

= Also list 6 to 10 work-related skills that
you developed doing this work. State
‘ings’; tasks that you can be relied upon
to do competently.

9. Your professional or technical skills

= Include all of your other skills under
the heading 'Professional Skills'.

= If you are applying for a trade-related
job add a section ‘Technical Skills'.

= Make sure to include your abilities
with computers, software, tools and
equipment.

11. Referees: accurate and suitable

S

Résumeés

2. Current education: Easy to follow

= There's no need to include specific
results under ‘Education’ unless asked.

= Feel free to fully explain what you are
studying by using full sentences.

= People may not be aware of different
qualifications, such as VCAL, so clarify
these.

4, Other qualifications & certificates

= List any extra non-school certificates
you have obtained.

= You might have completed these at
work, or at TAFE, but they should be
listed separately.

yment/experience history

Nt sto’
oylentliw
k.

experience and voluntary wq

= Start with your most recent experience
first.

A
.Yow@err @ i
or sect] under

= Include all of the ot
the heading ‘Transferable Skills'.

= This way you are telling them that you
have developed a lot of other skills
and experiences that you can use in
different occupations.

10. Other information & achievements

= Include any ‘Achievements’ or awards
you have received either through
study or through sport or community
participation.

= One line is enough for hobbies, your
boss might be into these too!

= You must include ‘Referees’ but first, ask these people if it is OK to use them; and
get them to write out their correct contact details. Do not use family members!
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Résumés

Résumé: Thierry Novoclap, April 2022

Thierry Novoclap

3/45 Klingsred Lane, Lightown, 3065
DOB: 1/4/2005

M: 0412 0412 0214
thierry@wotmail.com.au

Education o

2022: Lightown College, completing VCE Year 11 and Certificate Il in Hospitality.

VCE subjects include:
e English e

e General Maths

e Food Studies

e Health & Human Development
e Industry and Enterprise

Certificate Il in Hospitality (pre-apprenticeship) units include:
e Operate a Food Outlet

e Follow Workplace Hygiene Procedures

e Use Basic Methods of Cookery

review-Sample:

Qualifications & Trainin

e Apr2022: Certificate in Basic First Aid
: Certificate | in Food Hygiene

& itaIityﬂr @

IN customer service, progressing

TAFE

e\@lop a

ee
training, rough to event man

Employment History 0
Employment
= Lumpy Burgers, 202 Doolan St, Crainbourne

Position: Food service sales assistant Duration: February 2022 - current

Tasks: In-store and phone orders, customer service, food preparation and cooking,
cash and EFTPOS, food and restaurant hygiene and table service.

Work skills: The main work-related skills and competencies | demonstrated were:

Effective communication with customers

Working as part of a team with other staff

Using electronic point-of-sale equipment and balancing register
Operating fryers, grill and cleaning equipment

Being flexible working evening and weekend shifts

Maintaining effective hygiene standards

Preparing catering bulk orders

Helping with first-aid and OHS procedures, and

Solving customer problems and complaints.

v

4343083338 083

page 1 of 2
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Résumés 36

Résumé: Thierry Novoclap, April 2022
Employment History (cont.)
Work Experience
= A&J Enterprises, 12 Goil Crescent, Washlong (A wholesale distributor of gift baskets.)
Position: Administration and production assistant Duration: June 2021 - 2 weeks

Tasks : ° Taking phone and online orders, customer contact, maintaining database,
assembling gift baskets, recording stock and orders and office tasks.

Work Skills: The main work-related skills and competencies | demonstrated were:

= Dealing with customers in a professional manner

Working with other staff to process orders

Using hand pallet jacks

Applying effective lifting techniques

Effectively using computer and digital copier for business purposes
= Organising appropriate product presentation and packaging.

Transferable Skills °

Leadership
e 2022, Lightown Secq'ldary College Peer Support Program for new Year 7 students

ichgdvolyed s rti oupg students, gui ingthem wi W -
nv n
° 02 cogdi d YWarLO sal S s activg tafds -

44 403

orders.
Clubs
e Mempsummghtown Octopush Club since 2014; captain Lightown Juniors since 2016.
Professio m n ' G .
e Highl d @ PowelPoi '@ oiflt and \QYO @ o
garner’s it.

e Can converse in ltalian.

e Can effectively use business and office equipment.

e Able to operate media equipment including still and video digital cameras.
e Can use MYOB small business software.

Achievements

2021, school achievement award for best Small Business Student.

Hobbies/Interests
Art and design, internet and multimedia, photography, octopush (underwater hockey).

Referees m

Ms. Elle Earn Ms. Kay Leanup Mr. A. Jay

VCE Coordinator Duty manager Director

Lightown College Lumpy Burgers A&J Enterprises
P: 9999 8888 (BH) M: 04 1404 1404 P: 9999 9999 (BH)

Note: This résumé has been reduced in size to fit on these 2 pages but this could be set out over 3
pages. Given this, the font size would increase, margins would be bigger creating more white space,

‘Employment History’ would start on the 2" page with ‘Transferrable Skills’ starting on the 3. page 2 of 2
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Résumé Template

Résumé: , 20

Education

Qualifications & Training

review Sampile:

Career Ambition

DO not copy

Employment History

Employment

>

Position:

Tasks:

Work skills: The main work-related skills and competencies | demonstrated were:
>
>
>
>
>
>
>
>
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Résumé Template 3L

Résumé: , 20

Employment History (cont.)
Work Experience

>
Position: Duration:
Tasks :
Work Skills: Some key work-related skills and competencies | demonstrated were:
>
>
>
>
>
>
>

ransferable Skills

review Sample

Clubs

()0 NOT CO Py

Achievements

Hobbies/Interests

Referees
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Job Applications

Application letter

An important part of successful job-seeking is writing a job application letter. Many job
advertisements ask you to submit a letter (sometimes they say ‘cover letter’) along with a
résumé. And even though you might be emailing this letter you still should write it like a
formal business letter.

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

When it comes to getting a job interview, your application letter can often be more
important than a résumé. A résumé talks coldly about you, the ‘who’. Whereas an
application letter is about warmly selling you, or the ‘why’!

The ad might sometimes even ask for this letter to be in your own handwriting. You might
also have to write an application letter for a work experience or work placement position.

JobYApplicationjlletters

Importance
[
= ployers yse applicgtion |@ters®o tegtyour inferesti
. . |
e suysRbily for itidh, a asgou
iI@y TO Us r gramrgar an
|
Getting it right Formal letter

= Alvres .
tone related to the position.

= And always have someone
else check your letter.

email note

Relate to the job )
= When applying for

a position online or
electronically you might
also have to submit a brief
email message.

= This too is a test of
your grammar and
communication so don't let
yourself down in this area.

Se" yourself Image: sharpen1234/
iStock/Thinkstock

= The application letter must
relate to the specific job
you are applying for.

= The letter has to show how
your work-related skills and
competencies suit that job.

= Application letters should make the employer
think that you might be a good employee for their
organisation and want to interview you.

= So make sure that you sell yourself.
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Job Applications 3410

Job application tips A

1. Use the words provided below to complete the following passage about job applications.

An letter should be set out as a business letter. The letter
should be unless you are asked to your letter. The letter
should use fonts and generous between paragraphs.

The letter should include the correct addressing, spelling and of anyone
named in the advertisement. The letter should relate to the position

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

The letter should show some of your work-related ,
or that make you able to do the job, or show how you might
to do the job. The letter should clearly explain how you could be a to the
organisation. i.e. What can you that will make you a good employee? Always
|
of fopwougown rd&ords. ]
I icag I peNghce a I l:II ﬁt/l e [ |
O benefit a  formal O plain O typed
O competencies U handwrite Q  skills U specifically
a
2. Work f

a ted
Deop

ne Ccu

Q Jlearn spacing
b prgbare ciifop fEn i for willing gq i lcfers for 'g
gsider Ibw tll s tie draft\@f a iq r sQilat it can
and pasted into seciions of AN online Applica fogm.

The tips must be written briefly or short enough to be texted or tweeted.

Draft some ideas here.
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341 Job Applications

P

68

4/56 Lumbuk Place,

<—( 1q. Your address, note the format! |

SPRINGTOWN, VIC, 3523

Note: If

March 22nd, 2022

4—-Gb. Date of writing the letter.

you are

Mr. Cre Tickle-Eye

asked to
apply using

Manager
The Deject Shop

1c. The name, title, and address
<«—| of who you're sending to. Note the
format. (Not ‘Cre’ or ‘dude’l)

your own
hand-

writing, do
so!

Shop 9, Spflats Homemakers Complex
Springtown Flats VIC 3521

<

)

| am applying for the position of Casual Retail Assistant that was
advertised in the Springtown Bugle on March 20th, 2022.

2. Intro title of letter.

Dear Mr. Tickle-Eye

| am currently undertaking Year 11 at Springtown College and hope
to develop a careemworking in business. Some main subjects

C ish,ngus ntggprige, Corf@buting a
M tulic@S i omme ear
Last year during the summer break | completed voluntary work Tor

the Brotherhood of Smith Families in their charity retail shop in Lower
Sprigetawn. | gained work-related skills by working with other staff,

ino stock r problems
i i uri
i gres erviEe
of looking after customers and being

| am enthusiastic and have a range of retail and transferable skills,
including very good computer skills, that can contribute positively
to The Deject Shop. | also welcome the chance to gain more training
from your organisation.

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

Yours Sincerely

Regina Rightyo

enc: Résumé and references

I&E Units 1&2: Towards an Enterprising You éed.

ﬁ3. Reason for

letter so it gets to
Uhe right person.

4. About you
<«—| now and where
Lyou want to go.

<

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

<—( 9. The sign-off. J

10. Indicates
you have
enclosed other

<—| material such as
a résumé.
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Job Applications 342

Job application B

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

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

Position applying for:
1.

review Sample:
Do not copy

(o)
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348 Digital Applications

Check your digits

You are living in a digital world. A lot of formal, and some informal job-seeking, now takes
place entirely using digital processes. This is especially common for larger enterprises
that use streamlined job application portals. And many of these larger enterprises are
big employers of younger or entry-level workers.

However, one of the pitfalls of some digital application processes is that job-seekers
simply attach résumés and apply for positions for which they are unsuitable, unqualified,
or in some cases, not really even interested in. As a result more streamlined,
automated ‘smart’ digital application systems have been set up to quickly eliminate
applicants who are unsuitable for a position. This is done using keyword analysis and

is enabled by getting users to fill in standardised data fields as part of the application
process.

In practical terms, this means that you will have to tailor your expression of interest
or cover letter, your résumé, and your responses to selection criteria to suit the
application process that you are forced to use. And you are likely to have to do some
slight, or even some major, tweaks time and time again.

So a good strategy is for you to get this right in the beginning. You should make use of
the methods already outlined in Section 5 to create your standard résumé(s), application

letters and responsesfo typical selection criteri e are your ‘templates’. .
By g Vi
ingprm§gionso yo i UNRr

|
delete or qlange some

application process. This also means that you mig
of the information to suit different application processes.

Three keagligital application requirements reqyire you to be able to:

v’ choogg n ‘corr T cl ere fi
v ensul@ pss/regbonf td % fill‘questi@ns’j
applicaton process, and

v" adjust your ‘template’ information to fit into the field length (i.e.
number of words or keystrokes).

Don’t use a phone for a
job application!

Digital applications

You must understand and describe the correct process related to
each of these digital job-seeking requirements. So you need to:

U research how to sign up and register with suitable job-seeking
sites and portals

0 be able to turn your job-seeking information into digital copies, g e e oe’
such as PDFs

U become familiar with a range of online job application portals

U be able to quickly and accurately modify your job-seeking information to suit and ‘fit’
digital job application portals (including field lengths)

U develop appropriate online safety strategies to not disclose or share personal
information, unless you are sure of the person/enterprise

U know the best sources of help, including support from your Careers Coordinator.
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Digital Applications = 8.44}

Digital applications C

Now is the time to research appropriate digital job-seeking processes. This will enable you to
create appropriate e-documents; and to also be able to modify your own job-seeking portfolio

to suit varied requirements of digital processes.

appropriate guidelines. (You can add other requirements as well).

Discuss each of these questions. Then working in small research teams, develop 'é

Digital application question

Digital application strategy/advice Who could help?

What are the most suitable
digital job-seeking portals
for me?

What are the requirements
for signing up to digital job-
seeking portals?

What is the best format
for e-documents; and what
software do | need to
create these?

How might | need to modify
my job-seeking portfolio
to ‘fit’ online application

portal .
limits for input fields?

How do | make sure that
| am safely sharing my
personal information online?

review Sample:

How do | know which
sources of online information
are relevant for me?
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848 Job Interviews

The interview

Most organisations only interview a few people for each job, so if you do get an interview
then they think that, on paper, you are potentially suitable for the job. However, someone
else might be more suitable. So they will interview the best candidates before making their
selection.

If you do get a job interview you are going to have to be confident (but not cocky) and sell
yourself. Employers want to see if your personality suits their organisation. They also want
to see if you will be able to work effectively with their other staff.
Below are five main strategies that you can use to make your interview experience more
successful. But remember, you will only get better at job interviews by having interviews - so
practise. If you've never had an interview before, ask an adult, maybe one in the industry
you are preparing to enter, or your careers teacher for some ideas. You should do a mock
'%interview activity as part of this class, so ask if your teacher is planning to do this.

Succeedinglatiyoblintenviews

1. Prepare thyself!

= Find out about the organisation, what they do, their products, their history, etc..

= Find out whe® to go, how long it will ta et there, any parking & public
rt j S, ofkonflct If the Bglding a n [ ]
review-Sample
|
2. Look the part 3. Be personable

= Greet people warmly, look into their
t fra

ey ut Sag
siring), P
PP

an it

= Sit upright and le
don't fidget, don't chew and no
MOBILES!

= You've earned this chance to impress

= Dre

itably for the interview. You
can
int

everye o ressed jo
iew bilit be ullder
drejed.

= Tone down all accessories for the
interview.

= Be clean, fresh, neat, ironed and ready
to shine. Borrow clothes if you need to.

= No sunnies, hoodies, hats; no trackies;

72

ever!

4. Sell yourself confidently

= Clearly know your strengths, and how

what you've done before, suits this job.

Have examples ready. You can refer to
notes but don't just read stuff out.

= Always talk about positive experiences
you have had working in a team.

= Don't be afraid to ask the interviewers
to repeat or clarify a question.

= Always ask at least one question (e.g.
about further training and career
growth).

so feel good about yourself.

5. Reflect on your experience

= Thank them for their time and shake
hands (if appropriate), even if the
interview has gone badly.

= If you haven't heard anything after
5 working days (unless told to wait
longer) contact the organisation to find
out the news.

= Even if you're not successful for this job
you might have been ranked second.
So imagine if the person ahead of you
doesn't take the job!
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Interview 2.0

Life’s tough. In a job interview, you are competing
against a lot of other good applicants.

® Some may be better qualified than you.

® Some may have more experience than you.
® Some will be better at interviews than you.

® Some may have a better personality than you!
® Some may even look better than you!

So, how are you going to get a job over these
well-qualified, experienced and glamorous
competitors? You have got to be prepared for
every likely possible question that may be asked.

That means anticipating the kinds of questions
that are commonly asked in interviews, as well as
those that are specific to the particular workplace
and position that you are applying for.

Job Interviews 343

“Make no mistake, in an interview you are
being judged! That’s what it’s all about!”

As part of your preparation you should make a list of potential questions and make

e notes about possifle answers that you mi

~LeMIeW

Sam

There are some questions that are often asked and you will be expected to be

ple:

able to answer these well. If you can’t answer these questions with confidence and

certainty, t loyer may well consider you af

O NO

CommonpebllntenvieWdOuesti

Prck we
e B, eq

Why do you want
this job?

What skills/abilities/
qualities/experience can
you contribute to the
organisation?

Do you have any questions
you would like to ask?

I So undud yourself! Practise.

copy

Why should we employJ

you in this position?

Explain how you have
succeeded in a team
environment, or when
dealing with other people.

Where do you see yourself
in 12 months time? J

I&E Units 1&2: Towards an Enterprising You 6ed. 73
Written by Michael Carolan Copyright © 2021 DELIVER Educational Consulting and its licensors. All rights reserved



847 Job Interviews

Are you pp-pp-pp-prepared?

f you really want that job then it is important
that you do a lot of preparation before you
go to your job interview. So follow these tips and

see how you go!

Personal preparation

You must ensure that you dress to suit both the

position and the culture of the organisation.

© You can never be over-dressed for an
interview, but you can be under-dressed. No
hoodies, sunnies, runners or club clobber.

@ If it is a ‘trade’ job you might be best to show
that you have proper work footwear.

© Wash and iron your clothes; try them on a
few days before the interview to make sure
they still fit. If needed, borrow clothes from
friends, family and clothes banks!

© Wear your clothes with pride. Your

o
>

dyes, butterfly wings, gangsta’ sunnies
and so on.

ioht, too short, too loose,

cg Oy star
u've giif th

© Organise yourself with a folder, a

bag or a case. Don't use a plastic
or shopping bag. Borrow a bag or
briefcase if necessary.

© Lay off the super-strong perfume or
after-shave and watch out for the
triple-garlic kebab. Don’t smoke just
prior to the interview - you will stink!

® If it’s a video interview, be aware of
what’s in your ‘background’!

Professional preparation

Before your interview find out as much as you

can about the organisation - what they do, where

they operate, how big they are and where you

might fit in.

© Use the internet or contact the organisation to
get some written material.

© Pre-plan your travel route, public transport or
parking. Have a practice transport run on a
work day.

interv

it and mo mforiably jn over-dre
tever y , t@hef@own for
. Lay"8ff th€ pie s, h

® Arrive at least 15-30 minutes early and
freshen up.

© Always bring along copies of your résumé,
references, and certificates in a flat folder
- offer to leave these.

@ If it is a creative job have your folio or digital
samples organised and ready to show.

© As soon as you enter the premises or grounds
you are under scrutiny. Deal politely and
confidently with security staff, receptionists
and PAs. They might have a lot of sway!

© Sit upright when waiting. Don’t get on your
mobile... instead turn it off.

© Look at what’s around you while you're
waiting; articles, certificates, company

magazines, etc..

© Be professional with all people, using

bearing is impor'rcm'ique sure you “You can never be appropriate names as they are

by first pome or

d fo

Y

applicants.
Position preparation

be interviewed for a

‘o io@o vince
f ar e to do

© Knowing the positln gened@lly involves
the general job advertisement or job
description. e.g. A sales assistant.

You will usuall

© Look up the occupation and study its key
roles and responsibilities. i.e. What is
expected of a sales assistant generally?
www.myfuture.edu.au

® Have examples that show how you can use
the 8 employability skills in this position.
© Knowing the position specifically involves
finding out some of the position’s
responsibilities related to this organisation.
e.g. A sales assistant in a fashion store.
© Have examples ready that show how you
have or could use your skills, experience and
abilities both generically and specifically.
So there you have it. Just remember to look
after the 6P’s and the rest should look after
itself.
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Job Interviews 343

Top interview tips A

1. Develop a list of 10 interview tips you would give job interviewees. Start drafting below.

i ii

iii iv

v Vi

vii viii

ix X
[ |
|

Find a sui i semenfdAnNRip culisTions 1 ¢
interview find prg swerdifor fle qitige thesellvith a
teacher nilgh @0d. Usdllyou oS You n o

Job:

Q1 Al
Q2 A2
Q3 A3
Q4 A4
Q5 A5
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849 Assessment Task

AT1 Career Pathways Portfolio

Unit 1: Workplace Participation - AOS1: Contributing to the Workforce
Ovutcome 1
U Explain the importance of Australia having a skilled workforce.
U Investigate your own career pathways opportunities.

U Analyse current and future work options.

Required

In order to achieve this investigation and analysis you will be required to complete a number of
tasks as directed by your teacher.

= Possible tasks are listed in the table opposite. Those that are already ticked are
required to be completed (as a minimum) so that you can demonstrate achievement of
Outcome 1.

= Tick others that you are required to complete as directed by your teacher. Your teacher
might also add some other tasks, if so, write these in the table.

= You might have to negotiate some of these tasks with your teacher depending on your
qurnmg program (such as VCE, VCAL or some other program).

sessment task sheefliopp Mite. -
re req = ed
he leted gem. @ editherfio i -

'rh ese
As part of this unit, your school might also require you to complete a number of Pathways

Portfolio activities and tasks.
as 3. N e Malkang cqpy ofgthis.
are r@vired d\Yogf teacher
ese on\Qis Jro .

agLfolio p I
and ik tHis
gother ifllsks, i S

Record any other important information and due dates he
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Unit 1: Outcome 1 - Career Pathways Portfolio

Assessment Task

Explain the importance of Australia having a skilled workforce, investigate career pathways
opportunities and analyse current and future work options.

Name:

Class:

Teacher:

1.02A Pathways options

1.04B Career pathways and values
1.08A Career goal-setting

1.15C My attitude

1.19B Online job sites

2.04B Skilled workforce

revie

2.09A Industry employment

2.16D The post-pandemic age
2.20A AQF & training

2.28B Interest areas

2.31C Mini GOALscorer

3.02A Pathways portfolio activities

Student signature:

Final Due Date:

'8

w

AN

)
N N Y Y,

[, ) S, S, —

8

N, U, Y, W, W,

AN AN AN

w
N
SR
M’
)

AN

39

43

51

52-

ANIAN

59

N\ N N\ N\ W

N Y, Y, U, )
m/ﬁrﬁ/—\/ﬁ/ﬁﬂ

L U, U, U, W,
Yo Yoo Yo Ya

N, U S, G, S, =

Date:

Teacher signature:

Date:
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824 Communication in Action

Using the phone effectively

'4 Whether you make a cold-call or are following a lead from someone within your network you
" will be judged on your telephone manner. This activity will help you get it right.

1. Complete the following scripts to help you in your career pathway planning.

2. Practise these scripts in pairs and groups before you make your call. You could organise to
ring your careers teacher and have them rate your performance.

3. Use the tips below to leave a message. Have someone take down the message to test your
clarity.

Work Placement/Work Experience (You can tick these off as you go along)

O 1 cood oo, , MAY MAME LS FrOML vt .
Q 2 tamavyear.... student and was wondering if | could speak with somebody about
the possibility of doing work ..o, with your organisation.
O = wWho would be the best person for me to talk to AbOUE thIS? oo, :
(If transferred through to someone else you'll need to repeat yourself.)
Q 4. cGood e s VAL AAVE LS s FPOML vt :
Q 5 tamavyear.... student and was wondering if [ could speak with somebody about
the possibility of dolng work ..o, with your organisation.
rt MY SUBJECE oo

a c.

9

Q o0

/
se your ces
e.g9. “'mmm sorrry, the manager Bugulugs Me Gregor Lsw't available at

You should reply:
Q 20b. When would be the best time for me to call back? or
Q z0c. cantleave a message to have them call me back? or

U 100, would it be possible for You to Leave the details of my request for them?

Important tips:

v"If you leave a mobile number for contact and are expecting a call you will need to adjust your way of
answering to a more professional manner; and turn off any ‘offensive’ messaging system.

v"If you leave a message and they haven't got back to you within a business day, call again but at
different time of the day. If you again fail to get the person that you're after, then make sure that you say
that you called previously. If unsuccessful again you could ask to send an email. If they don’t get back to
you, it's nothing personal, it’s just a busy world. After 3 unsuccessful attempts you should be considering
other options, so try someone else - it will probably work out better anyway.

v"If you are expecting a call-back during class time inform your teacher so that you don’t get into trouble if
your phone goes off.

v" In many cases your teacher will need to contact these potential employers. You can offer to have your
teacher call if the employer is unsure about any details.

v" When leaving a recorded message, speak slowly, say your name, where you’re from, when you
called, briefly give your message, spell your n-a-m-e and pause between each pair of nu-mb-er-s.
Repeat your name and number again slowly at the end giving your availability and contact time(s).
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80

Work-Related Skills

Work-related skills

Officially, for the purposes of Industry and Enterprise, the term work-related skills refers
to a sub-set of:

i. six enterprise capabilities, and
ii. eight employability skills.
As part of this unit you are expected to develop and apply your own work-related skills

in both classroom and work-related settings as part of your Structured Workplace
Learning.

i. Enterprise capabilities

These six sets of enterprise capabilities include a number of interrelated enterprising
skills and behaviours. You need to remember that these six lists are not exhaustive. By
their very nature each of these six sets of enterprise capabilities can keep developing and
evolving. Also, many of the specific enterprising skills and behaviours on these lists will
naturally cross over into one or more of the other sets of enterprising capabilities.

WorksRelatedSkills: Capabilities

Preview:S

= being flexible
= learning new skills
= devepmagyi

and working with others.

Learning and developing
skills and knowledge

Includes but is not limited to:

= learning and acquiring
new skills

= developing new skills

= learning, acquiring and
developing skills on-the-
job

= learning, acquiring and
developing skills off-the-
job

= building a professional
and/or technical
vocabulary

and working with others.

I&E Units 1&2: Towards an Enterprising You éed.

Includes but is not limited to:
= identifying opportunities
= creating id

= seeking feedback
= accepting responsibility
and working with others.

Managing and leading

Includes but is not limited to:

= taking charge
managing oneself
managing others
planning and organising
managing risk

4 3 4 0

using resources
effectively

= working sustainably

= reviewing performance
= being socially responsible
and working with others.

s

i ive
: chnolo‘es
FucXaans

= understanding others
= building rapport

LN W ingwn

| [ values,

dRAD th nd

= accommodating others’
personal goals, values,

expectations and
emotions

= developing effective
communication skills

= recognising and utilising
diverse perspectives

Problem-solving

Includes but is not limited to:
= analysing issues

= making decisions

= dealing with change

= resolving conflict

and working with others.
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Work-Related Skills

WerkeRakiize] Sl Employaailizy Sidls

ii. Employability skills Employability skills

Back in 2002, the Employability Skills For The = communication

Future Project, identified a set of eight employability = teamwork

skills (in four skills-sets). These are required not only = problem-solving

to gain employment, but also to progress within an = planning and organising
enterprise so as to achieve one’s full potential. L, celf-awareness

Employees are expected to develop these eight = learning

employability skills as part of lifelong learning to = technological skills

contribute effectively as part of an enterprise’s = initiative and enterprise skills
skilled workforce. )

iii. Core Skills For Work

The Core Skills For Work Development Framework developed a newer set
of skills that is being used instead of employability skills in many industry,
workplace, training and learning situations.

As you can see these 1Qgcore skills encompass manyof those found in the list of

pee\F@Wif@o a'bi ywS rlﬂ-sr.ela —~ LIjsC eS I e "
WeilsRakige Sl Sls For Wiehik

Image: IgorTishenko/
Depositphotos.com

ki Wor
Cluster 1 a orldpf Wir
a. Manag™==€er an rk life.
b. Work with roles, rights and protocols.

Core Skills For Work
Cluster 2 - Interact with others
a. Communicate for work.
b. Connect and work with others.
c. Recognise and utilise diverse perspectives.

Core Skills For Work
Cluster 3 - Get the work done
a. Plan and organise.
b. Make decisions.
c. Identify and solve problems.
d. Create and innovate.
e. Work in a digital world.

Image: monkeybusiness/
Depositphotos.com
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Personal and Social Competencies

What about me?

We hear a lot of talk about different skills-sets that young people need to develop
to make them employable. So how do these relate to you and what you can offer
potential employers?

You already have personality traits, personal behaviours and attributes that will
influence your employability. One of the keys to mapping your future pathway and
developing as an enterprising person is to recognise certain personal competencies
and social competencies that you can apply to future work situations. These personal
and social competencies will be strongly influenced by your values.

The idea is to build a career based on the things that you are naturally good at, while
also developing skills and competencies through lifelong learning and on and off-the-
job training.

Strengths and weaknesses

The personal strengths and weaknesses you possess, and how
well you interact socially, can play a major role in your future
pathway. They also influence your development of work-

related skills.
ot trigsales [ |
analyticarl™
molitio [ ]

[ ]
ial bo /

TeVviey

Tl re . Ling def@irow in

technological wiz? AV technician. Care too much; try
nursing. Like being the centre of attention? Well be
n’t shut up, try a call-centre. Cgn’t sit

still? Do y You g |
The cha o dorgg un & htclyour
skills; and-aon’t be rised iTwhat youTight fave be
nality’? Then make

told are personality weaknesses may actually turn out  Got a, ahem, ‘big perso

; sure you build a career that suits this - such
to be persona“ty strengths. as sales, entertainment or the like!

Personal competencies

Personal competencies reflect your inner self and are demonstrated through tasks
that you have a natural ability for. These are your aptitudes, which are those activities
that you naturally are good at and enjoy doing every day. “Gregor has an aptitude for
fixing computers.”

These can be developed into enterprise capabilities. You can turn your aptitudes
into useful workplace abilities by developing skills, competencies and enterprise
capabilities through training. “Gregor is doing a VET course in IT.”

Personal competencies also reflect your personality and your values. Different
personality strengths suit different careers. You need to plan your career pathway to
complement your personality strengths and weaknesses.

'gSo what are you good at, and what type of career might suit your interests?
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Personal and Social Competencies

Social competencies

Social competencies describe your skills in dealing with people and social
situations. These can also be developed into enterprise capabilities.

Your personality, your experiences and your involvement and participation in
community activities and social events will develop your social competencies. Your
understanding of different people and different cultures is also important.

Socialisation skills are extremely important in the workplace. Positive interpersonal
relationships are a key factor in whether you will develop a sense of job
satisfaction and enjoy working. And happy workers are productive workers who are
more likely to succeed in a work setting. So how are your people skills? 'é

Key personal competencies Key social competencies
= How well you deal with stress. = Are you easy to get along with?
= What your level of patience = Do you like meeting new

and understanding is like. people?
= How much attention to detail = Are you a good listener?

you have. = Do you show understanding

How reliable and pun.ctual ou
e. =
N _

u.
ow m responsibllity '
are prepared and able to accepting and incluste of

handle. others?
= Under g of your =_Do you mix well with people

differe
see p.

Image: sabphoto/Depositphotos.com

not ¢

Transferable skills

Transferable skills are all those personal and social competencies that you have
developed in your everyday personal life, educational life, community life and even
your social life. You can transfer all these skills to the workplace. This will make you
more employable. For example, someone who is naturally outgoing might make a
good sales rep or front-of-house employee. Someone quiet and analytical might be
a good bookkeeper or a technician.

At this stage of your career you should have some information to put on your résumé
or to talk about in a job interview. But it's time for you to also start recognising all
those transferable skills you might have developed.

You can build your transferable skills by performing work-related tasks while still in
a school setting. These can then be developed into enterprising capabilities and
employability skills. You can then explain how these skills can be transferable to a
workplace situation.
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Personal and Social Competencies

A

84

7IN

Personal and social competencies

Part A: Personal and social competencies

Ue
2.

Identify and describe 3 personal and 3 social competencies that you have.

For each one explain how you could transfer (or have transferred) that competency to a
work-related situation.

Interview someone in the class then complete a competencies table for them as well. Discuss
and share the information with each other and with the class.

Competency How can this be transferred to a work-related situation?

e.g. Personal competency - | am
always on time and | usually arrive
early to most events.

Personal competency 1

Personal competency 2

eview Sampl
DO not copy

Social competency 2

Social competency 3

Part B: Skills Audit

Ue

3.

Circle high, medium or low for what you think your current skill level is for each of the skills in
the Skills Audit. Later on in your course, you should complete the final column to see whether
your skills have developed.

In your workbooks list 5 other transferable skills you have already developed (or could
develop). Explain how you would go about developing these transferable skills.

As a whole group, calculate class averages for each skill. How could your group go about
improving its weak areas?
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Personal and Social Competencies 4403

Skills Audit Wi et and o the SR
1. Using a computer. high medium low high medium low
2. Calculating and using percentages. high medium low high medium low
3. Drawing and painting, high medium low high medium low
4. Giving oral presentations. high medium low high medium low
5. Making things with my hands. high medium low high medium low
6. Using a telephone effectively. high  medium low high  medium low
7. Fixing machines and equipment. high medium low high medium low
8. Helping people with problems. high medium low high medium low
9. Completing tasks on time. high medium low high medium low
10. Following instructions. high medium low high medium low
11. Coming up with new ideas. high medium low high medium low
12. Planning and organising my time. high medium low high medium low
13. Calculating prices and making change. high medium low high medium low
14. Convincing people to do things. high medium low high medium low
15. Working with other people. high medium low high medium low
16. Working out timelines and rosters. high medium low high medium low
17. Communicating in English. high medium low high medium low
18. Asking appropriate questions. high medium low high medium low
19. Developing a résumé. high medium low high medium low

20. Writing a job applic*@'on_ high medium low high medium I

ill ut . um w [ -
n ium | |
d-calling ingrviews. u I
4. Ing pe information detalls. high edium lo low u
25. Preparing a budget. high medium low low
26. Planning my career pathway. high medium low low
27. Ide ture job prospects. gh medium low low
28. Fing es | neqifto . g megfim I low
29. Fing give miladvijie. gh mdaum I low
30. Pre rview. me, 10 low
31 Being punctual and keeping appointments. high medium low low
32. Using a mobile phone. high medium low high medium low
33. Using the internet and email. high medium low high medium low
34. Using tools and equipment safely. high medium low high medium low
35. Understanding another language. high  medium low high ~ medium low
36. Calculating percentages. high medium low high medium low
37. Using office equipment and technology. high  medium low high  medium low
38. Writing memos and reports. high medium low high medium low
39. Giving directions and instructions. high medium low high medium low
40. Filling out application forms. high medium low high medium low
41. Taking and recording minutes and notes. high medium low high medium low
42. Driving a motor vehicle. high medium low high medium low
43. Following first-aid procedures. high medium low high medium low
44. Helping people to understand new things. high medium low high medium low
45. Giving a presentation to students and/or adults.  high medium low high medium low
46. Greeting customers and clients. high medium low high medium low
47. Training new workers. high medium low high medium low
48. Analysing financial information. high medium low high medium low
49. Meeting deadlines. high medium low high medium low
50. Working flexible hours and shifts. high medium low high medium low
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Work-Related Skills For Jobs

Work-related skills for jobs

All occupations require the development and application of work-related
skills by employees. However, some jobs will need employees who are
more developed in some enterprise capabilities, core skills and
employability skills than in others.

The general types of work-related skills required for occupations are
usually set down in an occupation’s job description, whereas

the specific work-related skills needed to perform an

occupation’s work tasks are usually outlined in

job specifications.

Job descriptions and job specifications
Job (position) descriptions outline the key functions and roles expected of an

employee in order to carry out a particular occupation. Job descriptions The I:Tferprised
”, o capabilities an

relate to the position and not to the person. Job descriptions are developed "~ [ 15 ability

and used when advertising for potential employees. skills required for

‘g . . . . occupations are similar;
Job specifications detail the nuts and bolts of a particular occupation. but the industry-specific

Job specifications outline the ‘specifics’ needed by an employee to ‘°f':f§'cec1‘;::i;:2”;':d
successfully perform gparticular designated posii

These specifications diverse agg personal
in e , SomMpgtenci XRerigce gualifigati P
aljiti helpl CiFQ t@demon
togay iy J pefioyl rejfite Wibsely &y

gi or ainter and
competencies.

Industry-specific competencies

training such as VET and TAFE courses. Employees need I y

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

For example, using technology is a work-related skill expected
generally for all occupations, whereas using EFTPOS for customer
transactions might be an industry-specific competency for the Retail
Trade industry.

A  Work-related skills

For the purposes of Industry and Enterprise what are work-related skills?

2. List the 6 enterprise capabilities, the 8 employability skills and the 10 Core Skills For Work.
Rank yourself from 1-10 (highest) based on your skills and experience for each.

3. What are industry-specific competencies and how can these be developed? Give examples.
How might young people be able to develop their work-related skills2

5. Choose an occupation you are interested in, and list 10-20 tasks that an employee would
be required to do as part of their day-to-day duties. For each of these note which of the
work-related skills would be most needed to successfully complete each task.
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Work-Related Skills For Jobs

Enterprising capabilities in jobs

1. 3 different occupational examples are given below for each of the 6 enterprise
capabilities. Choose 1 of these occupations for each enterprise capability and outline how
connecting and working with others will be used by employees in this occupation.

2. Briefly explain how another work-related skill that complements connecting and
working with others would need to be demonstrated by an employee in this occupation.
(More space? = Use workbooks!)

Skill Occupational example Crossover skills
- A fast-food cashier is required to Connecting and working with others: Fast food
work with the kitchen staff to manage | cashiers will work with other employees in a busy
connecting orders. work environment as part of a service team to
and working - A hairdresser needs to understand prepare, serve and sell food.
with others | client needs to suggest suitable styles.
- A doctor might have to carefully
explain a care routine to a nurse.
- A tiler must measure, quofe and Connecﬁng and working with others:
order the appropriate materials.
- A mechanic needs to listen to engine
problem- . .
. sounds to diagnose possible faults.
solving

- A sales assistant may have to deal
with an anggy customer who wants a
refund.

ise

and leading

- Storepersons must ensure that trucks
are always loaded by the end of the

children.

- An event manager may have to come
up with new themes, menus and ideas.

Col in

rcop

an or g Is?

- A retail manager might need to
seek feedback on their personal and

acting communication skills.
proactively |- A tailor will have to check that their
and garments meet desired quality levels.

- A micro entrepreneur might have to
take the responsibility to manage all
aspects of their online business.

autonomously

- An electrician will have to undergo
ongoing learning and OH&S training.

learning and | - A bank officer will have to update

developing  their skills with training in new ICT
skills and | systems.
knowledge - A graphic designer might have to

return to TAFE to learn new design
techniques.

Connecting and working with others:

Connecting and working with others:

Extension (Based on workplace learning)

Draw up a similar table with skills examples from each of the 6 enterprising capabilities.

Explain how each of these would be used in 1 occupation of your choosing. You should draw
on information gathered from your 35 hours of Structured Workplace Learning, or past

experiences.
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Work-Related Skills For Jobs

Specialisations

As part of your pathways development you will most likely specialise within
particular occupations. Occupational classifications are generally quite broad,
e.g. a registered nurse; whereas a specialisation might relate to that
occupation, e.g. a theatre nurse; or be a specific occupational classification in
itself, e.g. a midwife. Specialisation requires the development of particular work-
related skills.

People often specialise in occupations that reflect their aptitudes, skills and
abilities, which of course match their personal and social competencies. As
your career develops you are likely to turn these personal and social
competencies into specific work-related skills for specific occupations.
e.g. You might have natural empathy for others and be good at helping
people deal with problems. This could lead to the development of . .
. . .. . GPs are generalists
occupational work-related skills related to communication and counselling whereas surgeons are
as a social worker or a psychologist. specialists.

Pathways development

Some people know quite clearly, and from a fairly early age, that they
want to specialise in ehparticular field within an occupation. In these

t ergpon’s interegtg are li ' ' -
clgpse T\ 38 dle BY [
review-Sample:
field. Their training, experiences and aptitudes will influence their occupatio

specialisation.

For exasg

as a person undertakes general graining in recreation they may
respond
activities I

vy to ¢ A= ivitie > av ’
0-Not-cop)
that mat eir ¥ interdit arlll 2N S ch dr NYas ~ AF
social competencies. (Just like you picking and enjoying electives anVCE jects.)

However, many people don’t know what area they wish to specialise in. By working and
gaining experience in certain occupations and tasks within an occupation, people start to
develop a specialisation. Of particular influence is the type of industry you work in, the size
of the organisation you work for and the types of work-related skills at which you develop
and excel.

The specialist employee

= Imagine the different specialisations available to an animal attendant
I only working in the racing industry compared with the retail pets industry!
do tax! What about the different areas of specialisation available to a chef
working in a café compared to a chef working in a fine-dining
restaurant? And what about the tasks performed by an ICT technician
for a small firm with 10 people as opposed to their role in a large
organisation employing over 100,000 people!

= You might develop into a specialist role within an occupation,
undertaking lifelong learning to really hone and develop your work-
related skills. Specialists often work for large-scale organisations or
as self-employed or contracted-in specialist consultants who are
employed or engaged on a needs-basis...this could be you.
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Work-Related Skills For Jobs = 4.0

The generalist employee

= On the other hand, some of you will fill a more generalist role in your
employment often undertaking varied roles that require a wide breadth of
knowledge, skills and competencies. To do this you will need to be multi-skilled
and functionally flexible.

= In many cases employment in small to medium firms requires a greater breadth
of skills and a more flexible approach by employees. Owner/operators of micro
enterprises need to be well-developed generalists; they have to do everything.

As an example, consider the roles, tasks and responsibilities of students in
your class who are employed in small, local firms; compared with those in large

organisations, or franchises or chains. It's my own business,
| have to do everything!

ZIN
4

Chef (cook) Retail manager Teacher Farm manager
= Chef de Cuisine = supermarket = early childhood = livestock farmer
= Commis Chef = department store = primary = dairy farmer
= Demi Chef = grocery = secondary = crop farmer

(specialist) = newsagent = ESL/EAL = grain farmer
= Sous Chef (2IC) = fast-food = physical education = fruit farmer
= pastry chef = fashion store = special education = vegetable farmer
= commercial cook = sports store = TAFE/vocational = viticultural
= industrial chef = household goods = adult education = horticulturalist
= cuisine chef = hardware = teacher librarian = floriculturalist
= hotel chef = electrical products = music teacher = aquaculture
= restaurant chef > automotive parts =PV arts teacher = stock & statio

p et :

ch

= =)
= internet support = community healt =D ]
= network support = accident/emergency = financial manag
= software support = neo-natal = financial advisor
= systems support = metal health = investment analyst
= h = cardiothoraci = cost accountant
= = io '@t
= = s
= = nt
= = d n acgeser
= = = audito
: A

Skills and specialisations C

2. What is the difference between an occupational specialist and a generalist?2 Use examples.

1. Choose one of the sets of job specialisations above. Use www.myfuture.edu.au to
help you find out the differences between these specialisations.

3. How can the size of the organisation that an employee works for influence the opportunity
to be a specialist or a generalist? Use examples.

4. How might a person’s personal and social competencies influence whether they become a
specialist or a generalist? Use examples related to your career pathways development.

5. How might further training or qualifications create the opportunity to be a specialist or

generalist?

www.joboutlook.gov.au Select Careers, Explore Careers, choose an occupation, select
Skills and Knowledge, and then Work Environment, and other categories from the menus.

Extension (Based on workplace learning)
a. Complete the table on p.90 for 2 occupations using the information drawn from:

b. Copy or draw up the table from p.91 and give examples of how skills related to these 6
enterprise capabilities would be relevant for 2 occupations of your choosing.
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449 Work-Related Skills For Jobs

Occupation:
Top 5: % importance Top 5: Description
L] L]
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Top 5: % importance Top 5: Description
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Top 5: % importance Top 5: Description
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Work-Related Skills For Jobs 442

Work-related skills in the workplace D

Fill out this table in relation to an occupation you are investigating. This should be the occupation
in which you are undertaking Structured Workplace Learning. (Tip: If needed enlarge this.)

What role did teamwork play as
part of this skill?

with an

employability skill?

ew Sample:

\

7

N
[
o
L
(%]
=
=
=
i
T
o
= =

How was this demonstrated?

siayjo abpajmouw)| pup
Yyim Buppiom  s|injs Buidojonsp
pup Buipauuo)  pun Buiuipa

Ajsnowouonn pun
AeApnoud Buipy

Buippa|
pup Buiboubyy

Enterprise capability

Appigpydopy Buiajos-wa|qoid
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448 Entry-Level Requirements

Entry-level skills

Entry-level skills at certificate |, Il or Il can be the first step towards your
pathways development within an industry.

Some of you might already be doing a VET certificate as part of
your VCE or VCAL program. For entry into many trade-related
occupations, it is recommended that you undertake a pre-
apprenticeship to gain entry-level knowledge and skills. Part-time
and casual work can help people get a foothold into an occupation,
especially if the work is in a related industry, or if it involves some
responsibility. Some occupations such as law enforcement want
you to accumulate life skills and maturity.

As your career progresses into more senior, responsible and complex positions you
might indeed be faced with a new set of entry-level requirements requiring new training
challenges.

As part of the Australian Qualifications Framework (AQF) a person can upgrade their
qualification level in order to advance their career as part of lifelong learning.

Starting out
Everybody needs to s!art somewhere. It is imp know about the minimum en

ed jon; a en yi
strles Thes
cI Slf th e difer
ble employee

1. The personal qualities, attributes and abilities needed in orderto be a s

for that occupation.
alningn t EQ uglifiedggfor entry
-relat@d e ryQ nts n

qualifications, skills or experience for work in that occupation (sudh as A ,
prerequisites for course, related experience, etc.).

1. Personal qualities, attributes and abilities

All workers need a basic set of generic skills to function as a suitable employee. These

are closely related to your personal and social competencies and form the basis of your

work-related skills. These include generic skills such as literacy, numeracy, technological

competence, communication, punctuality, teamwork, safety, following instructions, health
and fitness and so on.

Keep in mind that all occupations require minimum acceptable standards

for literacy, numeracy, punctuality, communication and following
instructions; among others. You need to develop these generic or general
skills through schooling and Structured Workplace Learning.

However, some occupations may require different standards for some
of these. Consider the numeracy required of a labourer, versus an
electrician versus an engineer. And what about the fitness levels

expected of a bank worker, compared to that of an arborist or even a
police officer?
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2. Qualifications, training and experience

Entry into nearly all occupations requires
workers to have undergone some type of
further study or training. This might involve:

i. training for generic knowledge and skills
such as school-based education and
work-readiness programs, or

ii. training for industry-specific
competencies and skills such as
apprenticeships and traineeships, VET,
TAFE and specialised training, or

iii. training for professional occupations such
as higher-level TAFE, undergraduate
university, post-graduate university and
specialised training.

You can check out the personal
requirements, qualifications, training and
perience for each occwpation as part of

Entry-Level Requirements = 4k}

Australian Apprenticeships

= Involve a combination of on-the-job and
off-the-job competency-based training
(CBT).

= Australian Apprenticeships are an ideal
way to combine work and study, and
complement TAFE studies as a pathways
option.

= A trainee is exposed to both the
practical and theoretical aspects of their
occupation.

= More and more students are undertaking
VET programs and part-time, school-
based Australian Apprenticeships while
still at school to get a head-start on their
careers.

= Australian Apprenticeships are now
available in more than 500 occupations.
For more information contact an
Australian Apprenticeship Support

rk Provider. Industries include:
review Sampfe:
hortid@lt Prdte
3. Minimum school-related entry ' . ‘ mahu In "
requirements j ';‘353?\02’:(1 “: Prop'e y5§WiceS
Many profgasigoal and para-professional Constrt?ction B Ublfc SErvices
occupatio pleti L usindl =
university ( @ I FE CHaO Finank sewi g
minimum clkis®ntr hese @urdes ood ta
can depend on the successful completion _ , LI
of your Year 12 certificate such as VCE; Ha'rdress_mg v Tele-
along with a minimum ATAR score that is E:rr\zgzr:% health ./ ;omrpumcahons
determined by the demand for and supply of P y Tounsm |
places in that course; as well as a minimum e dg;?g&:gi”
study score in pre-requisite subjects suchas | Light PR
Maths Methods or Chemistry. manufacturing -
Other courses require you to undertake an '

interview, audition or to present a folio. You
might also be expected to demonstrate a
working knowledge of the industry and/or
relevant work experience.

The best place to find out more about these
entry-level requirements is through your
careers teacher and your relevant state
tertiary selection organisation.

(i.e. www.vtac.edu.au )

I&E Units 1&2: Towards an Enterprising You éed.
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engineering

Images: Adapated from
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Thinkstock

Australian Apprenticeships are not gender specific.
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448 Entry-Level Requirements

EntryjtolOccupationaljl’evels

Professionals/ & Managers
= Usually require completion of a
university degree or even higher, post-
graduate studies.

= Includes occupations such as
accountants, lawyers, architects,
doctors, engineers, scientists, teachers,
computer programmers, registered
nurses and many more.

Might include management-level
occupations across all industries which
might require extensive experience
and/or university or higher-level TAFE
qualifications.

=

>

Community and Personal Service Workers

= Normally require TAFE level

qualifications such as certificate IV,

or preferably diplgma or advanced
i die

di ity aret e ler
2 nUrses, emergency and
protective services workers and so on.

Personal service workers in hospitality
it staff, baristas and bar staff;

nd reffeal®n
ds instificto
requillk spiifi

vocational or TAFE qualifications, or
completion of a traineeship.

Clerical and Administrative Workers/
& Sales Workers

= Sales workers and clerical and
administrative workers are likely to
need TAFE certificate IV qualifications
or higher and/or completion of an
Australian Apprenticeship (traineeship).

Sales jobs include customer service
officers, cashiers, sales assistants,
checkout operators and similar roles; as
well as sales reps and real estate agents
(who might require specialised training
and qualifications).

Clerical, admin and similar service-
based occupations, as well as sales
roles; might also offer informal on-the-

job training.
J g )

94

Technicians and Trades Workers

Technicians such as engineering

and construction associates, medical
technicians, computer technicians,
scientific technical officers and so on
normally require TAFE level qualifications
such as certificate 1V, or preferably
diploma or advanced diploma studies.

Tradespersons require completion

of a competency-based Australian
Apprenticeship normally lasting 3 or
more years combining extensive on-the-
job and off-the-job training. Trades exist
in many diverse areas; carpentry through
to cooking, electrical through to jockeys,
mechanical through to millinery.

Trades assistants usually require an
Australian Apprenticeship (traineeship)

trades. e.g. A windscreen f
specialised trades assistant role but
requires a lower level of training

co d .
Mgy tradg (o]
als ealg@fur
training for specifi

skills and areas, such as
a plumber undertaking
training in gasfitting.

Machinery Operators and Drivers/
& Labourers

These usually require completion of a
specific industry or skills-related training
course or licensing course.

These include truck drivers, forklift
drivers, couriers, machinery operators,
process workers, storepersons, cleaners
and other manual and practical support
workers.

However, the chances of entering many
of these occupations can be enhanced
by completion of related TAFE or VET
studies, or pre-employment programs.
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Entry-Level Requirements = 4.3

Entry-level requirements A

1. Consider the occupations below. Classify each according to 1 of the 8 occupational levels
from p.94. Find out the minimum entry-level qualifications and /or skills required for each.
Also describe the requirements needed to be accepted into any required tertiary study or
training for that occupation.

2. For each one suggest another occupation that a person might progress to as part of their
career development; and find out the qualifications/skills needed to progress to that
occupation.

3. Add and research 2 occupations of your own that you are interested in pursuing.

Entry Occupational Entry Tertiary/training Advanced Tertiary/training
occupation level requirements requirements occupation requirements
Usually maths,

. 4 Year university English, ATAR score Primary Probably 20+ years
primary . experience, further
teacher professional degree, Bachelor about 75+ and school tudies in education

eache of Education. possibly some work principal csng! /j: mc?chC:m:n ;
experience. 9 )
plumber
fast food u
. |
registere
nurse
DO Not co py
youth
worker
Application

<
S

Consider 2 industries in which you might be likely to develop your pathway. For each of these '
research the entry-level requirements, and complete the following table in your workbooks.

Industry: Occupation(s):

Entry-level requirements to achieve full

Post-school entry-level requirements: qualification:

Entry-level generic skills: Entry-level specific skills:
Formal training required: Informal training required:
I&E Units 1&2: Towards an Enterprising You éed. 95
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447  Structured Workplace Learning

Workplace learning

As part of Outcome 2 you are required to undertake 35 hours of Structured
Workplace Learning. This might involve a work placement, or enterprise
projects or activities. This means that you will be able to investigate the world
of work for real and develop and apply your work-related skills.

Workplace learning provides an ideal opportunity to relate the theory you
learn in a classroom setting to educational, community or industry work
settings. During your work placement you might

also gather information that could be used for your

other learning outcomes throughout the year.

Structured workplace learning settings

For the purposes of Industry and Enterprise,
appropriate Structured Workplace Learning settings
include these options.

v A workplace during normal school hours either
on an ongoing basis or as a block-release.

v" Part-time or casuaiwork out of school hours

co, ' r ido aid). u
v’ Cogmunity rlis@ projec tiviti
|

v Short-term or ongoing student-initiated or school-based enterprise proje
v" Complementary VCAL work placements.

placements including school-baggd apprenticeships or traineeships.

. e diffgfen@u at is agfac
e ing prgra. o, apprgori
need 10 be negOtiated with your-teacher

Bear in mind that you will also have to complete the relevant OH&S induction program
(safe@work) or relevant VET OH&S/WHS units.

Differenjis 0

f your
ators.

Plan-Organise-Do-Review

There are many possible tasks that might need to be done when planning your 35

hours of Structured Workplace Learning. Different task skills are needed at different

stages of this process.

= When first initiating the work placement or enterprise project as part of the planning
process.

= In the lead-up to the work placement or enterprise project as part of the organising
process.

= During the work placement or enterprise project as part of the doing process.
= Following the work placement or enterprise project as part of the review.

To effectively organise your Structured Workplace Learning you should follow the
PODR planning process. Plan, Organise, Do, Review. There is also a 7-stage process
on pp.100-101 that will help you organise what you need to do step by step.
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Structured Workplace Learning | 4448
PODR{PlanningiProcess

Plan
= Work out just what Organise
it is you are trying to = Break your big objective
do; i.e. your objective/ into smaller, achievable, Do
goal, and also how bite-sized goals. = Undertake the day-to-
you might be able to = Develop an action plan day activities needed
achieve this. to achieve each of these to actually perform
= It is good to be able smaller goals on a task- each task.
to write this in one or by-task basis. = This is where
two short sentences. = Organise yourself, other everything comes
people and any resources together and might
you need to successfully even be the shortest
complete each task. (but not easiest) part

of the entire process.

Review
= Monitor what you've achieved, evaluate your outcomes

and ignecessary make any adjust S.
E ft 4 wtagge ofgPODRE not dis o n1 "]
|

My Structured Workplace®Learning A

When: Scheduling, tfimes and dates?

What: Tasks | have to do, permissions | need to obtain?

Other:
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Enterprise Projects

Enterprise projects

One of the most rewarding ways that you can satisfy Outcome 2 is to undertake one
or more enterprise projects or activities. As part of Structured Workplace Learning
you have to complete 35 hours in an appropriate individual or teams-based setting.
However, you might complete more than one enterprise project, or combine an
enterprise project or activity with a work placement in order to accumulate some, or
all, of your 35 hours.

An enterprise activity requires you to undertake
extensive planning and organising which should
count towards the enterprise activity time. You
should use a planning process such as the PODR
process to assist you with planning your activity.

Just as with a work placement you also have to
complete a relevant daily journal and also a record
of the development of your work-related skills. You
also have to get an evaluation from your supervisor
and/or teacher.

A range of suitable enterprise settings is possible.
So you might choose % conduct a voluntary

ol A9 ojat fu ipgte in u
stiict rain raera nt-initigted
- some o u

project one~off o

relevant activity in negotiation with your teacher. We are going fo organise and stage a falent

'éSome examples are listed opposite and you can add show and raise money for Oxfam.

98

more.

Issues

E d
® You ndQ suitatﬂeQLts aGiQ/i;pAgy
e Leanafhg (or

scope to allow you to accumulate 35 hours of Structured Workpl
also complete some work placement).

© If you are undertaking an enterprise project or activity it may be more
appropriate to work as part of a team. However, a group of friends does not
necessarily make for a successful team.

© There might be financial risks (funding) and legal requirements (food-handling,
insurance, etc.) associated with enterprise projects or activities.

®

There will be OH&S issues to manage as well as a likely risk assessment and
hazard control process.

®

You will need to get official school approval for enterprise projects or
activities. Your teacher will provide you with details of your school’s rules and
requirements in this respect.

Enterprise activities are often more difficult and do carry an element of risk.
You must undertake extensive planning and organising before doing the project.
Teamwork has its own responsibilities and difficulties - strive for synergy.

OO oo

Your performance will be assessed and you must also evaluate the outcomes.
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D Appropriate VET, TAFE and
short courses.

D relevant industry/workplace
simulations

D Australian Business Week

D industry design competitions
Occupation videos

D peer-support leadership

D first-aid course and training

D industry-specific training

= Responsible Service of
Alcohol

= various licenses and
certification

= fitness instruction
=  ‘White Card’

cross-age tutoring for:

= primary school kids

D volunte

D team-building activities

D outdoor education activities
D mentoring programs

D community work

D Landcare programs

D coaching clinics

D fund-raising activities such as:

= child sponsorship

Red Shield

Red Cross

Clean Up Australia
RSPCA

Smith Family

Red Nose Day

Good Friday Appeal
Jeans for Genes Day
Walk Against Want

4333233338373

I&E Units 1&2: Towards an Enterprising You éed.

=  World’s Greatest Shave
=  World’s Biggest Morning Tea
= Movember

= Live Below the Line

= CanTeen

= Guide Dogs Australia

= Zoo Sponsorship

=

=

=

D school social organisation
D radio station

D fashion show

D school uniform designs
D visual arts show

D ongoing business such as:

= school canteen

= second-hand books

= retail enterprise

= catering/breakfasts

= environmental work

= shopping services

= office administration

= teacher training (in ICT)
=

=

D recycling program
school website design

D aged-care visits

D community gardening

Enterprise Projects

D cultural days
parent-teacher night hosts
school guides/ambassadors

D catering for staff luncheon

D primary school mentoring
safety audit

D school signage

D school furniture rejuvenation

D car wash

D street-art mural

D cross-class quizzes

D publications/websites such as:

4

careers factsheets
comics

youth guides

school magazine/blog
ICT device guides
birthday cards

84 4 3 40 3

safety factsheets

iti

o & g
7 9
Q_-h
w
o 2
o o
~~

D sporting competitions
D Eisteddfods

D school band

D music recording

D dance performances

D sporting and fitness seminars
martial arts displays

D drama/theatre productions

D school environmental audits

D school beautification programs

D water-saving programs

D student competitions

a

L OO
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42Xl Workplace Learning Planner

A Workplace Learning Planner

Use this pro-forma to help you plan and organise your Structured Workplace Learning. Fill in
each box with relevant contact details, dates, requirements and other information.

Stenee] Wenlpkbes Leamingg PlEmnming]

Details
1. Source placement

= Determine appropriate
settings. Consider Mini
GOALscorer pp. 52-53.

= Find a suitable and safe
placement. (Have backup
options available.)

= Use your network of
contacts to help find
suitable places.

Preview-Sample:

= Negotiate an appropriate
time for the placement.

gaevour school’s

0 not copy

your school and study
commitments and your
usual work, sporting and
family commitments.

. Details
3. Negotiate tasks

= Discuss appropriate tasks
with your teacher.

= Negotiate suitable
workplace tasks and roles
with potential employer.

= Confirm suitability of these
tasks with your teacher.
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Workplace Learning Planner 4.2

) [ Details
4. OH&S induction

= Complete the required
safe@work modules or
VET OH&S/WHS training
courses prior to the work
placement.

5. Workplace induction Details

= Visit worksite at least 2
weeks prior to commencing
to meet with your
supervisor/employer.

= Find out any safety,
equipment, dress and
clothing requirement®,

w Sample:

Details

ot copy

appropriate work-related
skills.

= Maintain a daily journal of
tasks.

] Details
7. Review performance

= Undertake self-assessment
before, during and after
placement.

= Maintain a daily journal of
tasks.

= Report on your experience
using work-related skills.

= Obtain an evaluation form
from your employer.
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2% Self-Assessment Tools

Workplace performance assessment

Workers are expected to develop and demonstrate work-related skills in order to
effectively perform work tasks and fulfil work-related responsibilities. This means
that their workplace performance needs to be monitored and assessed.

When measuring performance the only true way to evaluate whether something
has been successful is to compare the outcome to the objectives. If the
outcome equals or exceeds the objectives then it is successful. But if the
outcome fails to meet the objectives, then the endeavour is unsuccessful.

The same is true for measuring worker performance. Workers are expected to
meet or even exceed the standards of performance expected of them.

Key performance indicators

Key performance indicators (KPIs) can be used as an assessment tool

to measure whether performance objectives are being met. KPIs include
quantitative measures such as financial and non-financial indicators, as well
as qualitative measures.

As a personal KPIl example, your teacher could use a set of criteria to measure
performance on the mternal assessment tasks. In the workplace your superwsor
t tIeso
cli

as ey ur w
y work
pdEforing cer, rk s com ts|re

your service (i.e. In halrdressmg or even how little'waste you produce (i.e. agprep
cook).

For you
using vg ﬁ Upro fn O
fient

An important part of workplace performance is workplace seIf—assesIent Iy

Self-as

one thing to have your performance reviewed by managers, colleagues and even
customers. But it's an altogether different thing to undertake regular and honest
self-assessment.

ured work placement your bosTth assess your performance

Self-assessment as

part of reflection and

review is an enterprising

approach to improving

work performance.

Enterprising workers

who are able to self-assess

demonstrate initiative, problem-

solving, adaptability; and the

ability to learn and develop skills and

knowledge. They show that they can accept

responsibility for their own performance and

that they can make decisions so as to better I—
achieve their goals and objectives. focuspocusitd/

Depositphotos.com
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Self-Assessment Tools = 4124

As part of your 35 hours of structured work placement you will be encouraged and expected

to self-assess. You should self-assess based on your performance in developing and

demonstrating work-related skills in these areas.

= Generic or general work-related skills such as punctuality and communication with
colleagues and customers/clients.

= Industry-specific skills (for a particular occupation and/or industry setting) as well
as work-related skills required for job tasks and responsibilities for your specific work
setting.

= Enterprising capabilities and skills such as adaptability, initiative, problem-solving and
developing and learning new skills.

Generic skills

These can include basic personal and social competencies that are
transferable to work-related situations such as:

= punctuality

= following instructions
= working with others
= asking questions

review.Sample:

= demonstrating suitable technological skills
= working safely

and
1

No boss will put up with a Image: tonodiaz/

neely worker who j§ regularl fe. focuspocusltd/
Dep hotos.com
O I l O S&- s@e neRg Skills

A
Develop a list of the most important generic work-related skills required by all workers as 'g
entry-level requirements for any job. Be sure to also include skills areas which you need to
improve and develop.

(Tip: You can use the list of Employability Skills p.81, and the Skills Audit p.85, to guide you.
Also consider generic OH&S/WHS skills.)

2. Develop a pro-forma to use for self-assessment. Add other generic work-related skills that
you would be expected to demonstrate during your placement.

(Note: Acquiring these generic skills will give you general examples to use on your résumé.)

4 What are some categories, skills and other key information that should be included on a self- h
assessment pro-forma?¢
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42X Self-Assessment Tools

Industry-specific skills

These involve skills needed for a particular industry, or occupation, and/or a work setting
and job tasks.

These are often set down in training packages (i.e. for VET and apprenticeships); and/or used
for other work-related training, including competency-based training.

These might also be developed by specific enterprises, whereby employees are expected to
follow operational practises to meet work standards.

The major categories of industry-specific skills can include:

= applying specific communication skills = following established safety protocols
and techniques including hazard control

= applying specific numeracy skills and = following internal systems, rules and
techniques guidelines

= dealing with typical industry customers = meeting expected codes of conduct and
and clients standards of behaviour

= solving relevant work-related problems and many more.

= using specialised work-related tools,
equipment, machinery and technologies

= using specialised work-related ICT,
software and apps

. u . .
= perfgrming work accor specifie -
| \ a p e
Image: pt/
fopuzptgc td,
sitpho (o)
I I l |

assment: Specific Work-Related Skills

blop alisiib ustry-gbecifit s A d lork tajiks relofgd 1d
ikelydb R regired il do s Rart g ur stru@ure brk g
of sell™¥5sessmerl! for your Work prdtement. many O

level requirements for a particular industry and/or occupation.

ttilg that you
will form
be entry-

(Tip: You can use VET training package competencies as well as MyFuture to assist
you).

2. Develop a pro-forma to use for self-assessment. Add other work-related skills that you
would be expected to demonstrate during your placement.

(Ask yourself: What are some categories, skills and other key information that should be
included on a self-assessment pro-forma?)

C Self-assessment: Enterprising Behaviours

'g Have a look at the types of information that are used for this Self-assessment: Enterprising
Behaviours pro-forma on p.105.

Complete possible examples that might suit the structured workplace situation for Brodee.

Use this as a guide to develop your own pro-forma for self-assessment based on your
Structured Workplace Learning. Many of these might also be generic, or even specific, entry-
level requirements.

Your teacher will assist you in this; and might even give you a self-assessment pro-forma to use.
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Self-Assessment Tools

Self-assessment: Enterprising Behaviours

Name: Brodee Fine Dates: April 17-22, 2022

Work Setting: Tom’s Diner

My role: Customer service

Work-Related How | will demonstrate  Specific example(s) of what My performance.
Skill this skill? I did to demonstrate this. High Medium Low
Adaptability
I will need to perform a variety | | did different work tasks such as Medium
being of different work tasks because | taking orders, making coffees, I was able to do different
flexible working in a café/diner requires

clearing and cleaning, and

tasks but when it got too busy
helping in the kitchen.

many skills. | forgot some orders.

accepting
challenges

Acting proactively and autonomously

showing
initiative

asking
questions

ctings angework wiff ot

d@el
fecliye
co uni Sk

skills

understanding

new skills
building a
professional
and/or technical
vocabulary

Managing and leading

managing
myself

planning and
organising

Problem-Solving

analysing
issues

making
decisions
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A2 Work Placement Evaluation

(" Work Placement: Evaluation - Work-Related Skills )

A copy of this evaluation needs to be completed by your supervisor in relation to your work placement (or
enterprise activity). Your teacher might also instruct you to self-assess and /or have your team member(s)
complete an evaluation before, during and after your placement.

Student:

Workplace /activity:

Student’s role:

Evaluated by: Position:

Excellent  Very Good Good Basic Not shown

Communicating effectively.................

Being adaptable

Showing initiative (& enterprise).......

Solving problems

Managing and Iecding .......................

Planning & orgcmsmg

ample:
or.copy.

Being self-aware

@

@

@

@

@

®

VI

© e chnWbgy
®

® o

®

3.

Briefly suggest areas that this student should aim to develop further.

2.

Feel free to comment further. (Add another page or a specific evaluation if necessary.)

\ Signed: Date: Y
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