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Know what skills or personal attributes are needed to complete a job search

Unit 8 – Understand how to complete a job search
Task 1 – Job search skills or personal attributes
Look at the list of job search skills or personal attributes. Tick those skills or personal attributes you have.
You will receive another sheet where others have indicated the job search skills or personal attributes they believe you have.
Compare the lists for differences and similarities and decide what skills or personal attributes you may need to develop to help with your job searching.

	Job search skill or personal attribute
	

	Good telephone manner
	

	Listens carefully
	

	Resilient
	

	Meets deadlines
	

	IT skills
	

	Solves problems
	

	Able to network
	

	Positive approach
	

	Determined to succeed
	

	Enthusiastic
	


Task 2 – Steps to success
In the box below write some instructions on how to do a simple task.

Get a partner to follow your instructions strictly.  Write down any amends to your instructions that would help your partner complete the task.

	Instructions for task: …………………………………………………………….………………………….

	Instruction
	Instruction amend

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


In the box below write down the steps needed to complete a job search.

Against each step identify the skills or personal attributes needed to carry out those steps.

	Completing a job search

	Step
	Skill or personal attribute needed

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Task 3 – Ways to job search
Here are 4 examples of ways to job search:

· using job search websites
· visiting local employers ‘on spec’
· searching advertisements in local newspapers
· speaking with people you know about the jobs they do.

Write down at least one skill or personal attribute required to complete a job search in that way.

	Example of job searching
	Skill or personal attribute needed

	Using job search websites
	

	Visiting local employers ‘on spec’
	

	Searching advertisements in local newspapers
	

	Speaking with people you know about the jobs they do
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