
 

Associated files 
Lesson Element Activity – ‘Understand how to improve job searches’ 
 
Expected duration: 
Task 1 – 25 minutes 
Task 2 – 35 minutes 
Task 3 – 50 minutes 
 

Understand how to improve job searches 
 

Unit 8 – Understand how to complete a job search 
 

Instructions and answers for teachers  
These instructions should accompany the OCR Lesson Element ‘Understand how to improve job 

searches’, which supports OCR Awards and Certificates in Employability Skills Unit 8 – Understand 

how to complete a job search. 

 
 

 
 

 



 

Task 1 – Effective job search skills 
 
Hand out the job search skills sheet to learners, which identifies ten job search skills.  

Ask learners to add to the list any other skills needed for job searches. 

Ask learners to assess themselves by indicating which skills they do well and which skills they need 
to develop. 

Encourage learners to rate the listed skills from ‘the thing I do best’ to ‘the thing I do least well’. 

 

 

Task 2 – Job search SWOC 
 
Describe the concept of a SWOC analysis – i.e. identifying: 

• STRENGTHS  

• WEAKNESSES 

• OPPORTUNITIES  

• CHALLENGES 

Explain how this technique could be used to assess own performance when searching for jobs, i.e.: 

• What were my STRENGTHS during the job search? 

• What were my WEAKNESSES? 

• What OPPORTUNITIES are there for me?  

• What CHALLENGES do I need to overcome? 

Hand out the SWOC analysis template. 

Encourage learners to draw conclusions about their ability to job search based on the SWOC 
analysis – identifying some ways to improve. 

 
 
 
 

 



 

 
Task 3 – Getting even better  
 
Ask learners to list all the things they did well when job searching and all the things they could have 

done better. 

Explain the purpose of action planning to the group. 

Introduce the concept of SMART targets listing the following on the white board: 

• SPECIFIC 

• MEASURABLE 

• ACHIEVABLE 

• REALISTIC 

• TIME BOUND 

Give learners examples of SMART targets. 

Hand out the Action Plan template and ask learners to record SMART action points. Ask learners 
to share their Action Plan with you or their mentor.  

With individual learners set a review date to monitor their progress against their individual Action 
Plan  

 

OCR Resources: the small print 
OCR’s resources are provided to support the teaching of OCR specifications, but in no way constitute an endorsed teaching method that is required by the Board, and the decision to 
use them lies with the individual teacher.   Whilst every effort is made to ensure the accuracy of the content, OCR cannot be held responsible for any errors or omissions within these 
resources.  
© OCR 2015 - This resource may be freely copied and distributed, as long as the OCR logo and this message remain intact and OCR is acknowledged as the originator of this work. 
OCR is aware that third party material has been used within these resources, but it has not been possible to acquire permission for use of this material. 

We’d like to know your view on the resources we produce.  By clicking on ‘Like’ or ‘Dislike’ you can help us to ensure that our resources 
work for you.  When the email template pops up please add additional comments if you wish and then just click ‘Send’.  Thank you. 

If you do not currently offer this OCR qualification but would like to do so, please complete the Expression of Interest Form which can 
be found here: www.ocr.org.uk/expression-of-interest 
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