EMPLOYABILITY

CAMBRIDGE
EMPLOYABILITY

Resource Links

10346, 10347, 10348, 10349, 10350

. —




Cémbridge
EMPLOYABILITY

WELCOME

Resources Link is an e-resource, provided by OCR, for teachers of OCR qualifications. It
provides descriptions of, and links to, a variety of independent teaching and learning
resources that you may find helpful.

In Resources Link you will find details of independent resources, many of which are free:
where this is the case this has been indicated.

If you know of other resources you would like to see included here, or discover broken links,
please let us know. We would also like to hear from you if have any feedback about your use
of these, or other, OCR resources. Please contact us at resourcesfeedback@ocr.org.uk.

We leave it to you, as a professional educator, to decide if any of these resources are right for
you and your students, and how best to use them.
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To give us feedback on, or ideas about the OCR resources you have used, email resourcesfeedback@ocr.org.uk

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 2013 - 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.




Health and Safety Toolbox

This resource provides advice on many aspects of health and safety at work.

Supports: OCR Employability Skills
Unit 6 - Learning about Health and Safety in the Workplace

Cost: Free

Format: Website

http://www.hse.gov.uk/toolbox/index.htm#
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Health and Safety at Work Act 1974
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Gives an overview of the contents of the Health and Safety at Work Act, including free
downloadable posters.

Supports: OCR Employability Skills
Unit 6 — Learning about Health and Safety in the Workplace

Cost: Free

Format: Website

http://www.legislation.gov.uk/ukpga/1974/37/contents
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Gives visual examples of safety, hazard, first aid and information signs commonly seen in
the workplace.

Supports: OCR Employability Skills
Unit 6 - Learning about Health and Safety in the Workplace

Cost: Free
Format: Website

http://www.arco.co.uk/browse/signs
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Related content

Explains what is a risk assessment; user can follow 5 steps to risk assessment and use

interactive tools to produce risk assessment documentation; provides risk assessments for a
variety of workplaces.

Supports: OCR Employability Skills
Unit 6 — Learning about Health and Safety in the Workplace

Cost: Free

Format: Website

http://www.hse.gov.uk/risk/risk-assessment.htm
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Video Training of Health and Safety in the
Workplace

Youl TR a

B0 We've set your language preference.

W' set your language peeference to English [UK). You can update this prafarence

Health & Safety in the Workplace - Video Training

Collection of 16 videos by Chris Thompson, each of which relates to some aspect of health
and safety in the workplace; many issues covered in an interesting way.

Supports: OCR Employability Skills
Unit 6 — Learning about Health and Safety in the Workplace

Cost: Free

Format: Youtube

http://www.youtube.com/watch?v=THigQDIjlms
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Manual Handling at Work

Health and Safety
Executive

Manual handling at work

A brief guide

Introduction

This leaflet describes what you, as an employer, may need to do to protect
your employees from the risk of injury through manual handling tasks in
the workplace. It will also be useful to employees and their representatives.

The Manual Handling Operations Regulations 1992, as amended in 2002
(the Regulations’) apply to a wide range of manual handling activities,

| including lifting, lowering, pushing, pulling or carrying. The load may be
either animate, such as a person or an animal, or inanimate, such as a box
or a trolley.

What's the problem?

This is a web-fiendly version  Incorrect manual handiing is one of the most common causes of injury at work. It

of leaflet INDG143/fex), causes work-related musculoskeletal disorders (MSDs) which account for over a

published 11/12 third of all workplace injuries. (For the latest statistics, visit the HSE web page,
hse.qt htm.

Manual handling injuries can happen anywhere people are at work - on farms and

A brief guide to manual handling — published by the Health and Safety Executive.

Supports: OCR Employability Skills
Unit 6 — Learning about Health and Safety in the Workplace

Cost: Download a free copy; £5 for pack of 5
Format: Paper leaflet: ISBN 9780717664788, Code INDG143 (rev3)

http://www.hse.gov.uk/pubns/indg143.htm
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Health and Safety Advice Pack for Small
Firms
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Health & Safety Advice Pack for Smaller Firms

Royal Society for the Prevention of Accidents (ROSPA) website, giving health and safety
advice to smaller firms.

Supports: OCR Employability Skills
Unit 6 - Learning about Health and Safety in the Workplace

Cost: Free

Format: Website

http://www.rospa.com/occupationalsafety/adviceandinformation/smallfirmshealthandsafety/advicepack/
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Health and safety quizzes and games for
ESOL students

Health and Safety in The - Under di ! and Signs

Signs and notices about health and safety are usually written in the imperative.
We use the imparative for nstructions, and for giving orders
It is important to read health and safety notices, and obey health and safety nies.

I yous don't you could get hurt, and you might put other pecple in danger|

Imperative statements that use the word must tell us to do things in a safe way.

examples:

“You must leave the bulding if the fire alarm sounds

A range of quizzes, pictures and games in simple language to introduce health and safety
and other issues.

Supports: OCR Employability Skills
Unit 6 - Learning about Health and Safety in the Workplace

Cost: Free

Format: Website

http://www.esolcourses.com/content/englishforwork/functional-skills/health-and-safety/grammar.html
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Working with Display Screen Equipment

E1 3

HSE Hoalth and Safety

Working with display screen
equipment (DSE)

A brief guide

Introduction

This leaflet will help you to comply with the Health and Safety (Display
Screen Equipment) Regulations 1992 and explains what you, as an
©employer, may need to do to protect your employees from any risks
associated with Display Screen Equipment (DSE) (ie computers and
laptops). It will also be useful to employees and their representatives.

These Regulations only apply to employers whose workers regularly use DSE as
a significant part of their normal work (daly, for continuous periods of an hour or
more). These workers are known as DSE users,

These Regulations do not apply to workers who use DSE infrequently or for
short periods of time. However, the controls described in ‘How to control the
Tris s a web-rendly version  risk may stil be useful for these workers.

of leaflet INDG36(rev4),

publshed 04/13 If you have DSE users, you must

m  analyse workstations to assess and reduce risks;
= _make sure controls are in place;

A downloadable 6-page guide to working with computer equipment in the workplace.
Gives guidance and support to employers and employees.

Supports: OCR Employability Skills
Unit 6 - Learning about Health and Safety in the Workplace

Cost: Free

Format: PDF

http://www.hse.gov.uk/pubns/indg36.pdf
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Health and the Workplace

daca

Health, work and wellbeing

General guidelines on what makes a health workplace from th Advisory, Conciliation and
Arbitration Service (ACAS).

Supports: OCR Employability Skills
Unit 6 — Learning about Health and Safety in the Workplace

Cost: Free

Format: Website with downloadable guides

http://www.acas.org.uk/media/pdf/3/t/Health-work-and-wellbeing-accessible-version.pdf
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Skills Healthcheck

750 different careers

Whuat ace the growth industries
ané skills demands in your ares?

Call 0800 100 300
Provides useful information relating to job searching; Career Tools menu offers Skills
Healthcheck, CV builder and action planning tool.

Supports: OCR Employability Skills
Unit 8 - Preparing for and learning from a job search

Cost: Free

Format: Website

https://nationalcareersservice.direct.gov.uk/tools/skillshealthcheck/Pages/default.aspx
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Job Hunting

the UK's official graduate careers website

Tovin s Heme e » Caman et § ek Senting
| Job hunting “ ¥~ E
Graduate jobs
s race 1ol traight it & job sder
In depth PCH Togls Programm

you've graduated. Job hunting can
o Rockstar Noth

Lhogsing aoh

Job hunting blogs

Fellow out blaggees in thesr tispantkng
samch for the gaect job

Emma descobet the
frst day in har new o
e e

Web pages which identify ways of looking for jobs, including the use of recruitment
agencies, social media such as LinkedIn and networking.

Supports: OCR Employability Skills
Unit 8 — Preparing for and learning from a job search

Cost: Free

Format: Website

http://www.prospects.ac.uk/job_hunting.htm
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Linkedin Help Centre

dl — \
Im | How can we help you?
g

Popular Answers

Website which offers support on the use of LinkedIn; provides answers to commonly-asked
questions.

Supports: OCR Employability Skills
Unit 8 - Preparing for and learning from a job search

Cost: Free

Format: Website

http://help.linkedin.com/app/home
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Patterns of Work

Changing Patterns of Work

This booklet is intended to assist anyone dealing with or affected by
Changing Patterns of Work. It is one of a series of booklets and
handbooks designed to give impartial advice on employment matters to
employers, employees and their representatives. Legal information is
provided for guidance only and should not be regarded as an authoritative
statement of the law, which can only be made by reference to the
particular circumstances which apply. It may, therefore, be wise to seek
legal advice.

Information on this booklet has been revised up to the date of the last
reprint - see date below and is available on the Acas website at
www.acas.org.uk together with the text of all our publications, a Q&A
section and details of the latest developments in employment relations.
We also have an Acas Helpline which can answer most of your questions
about employment relations matters including your legal rights and duties.

Acas is committed to building better relationships in the workplace and
offers training to suit you. From a two-hour session on the key points of

ACAS report on different patterns of work, including part-time, flexible working, overtime,
Sunday working, shift working, annualised hours etc.

Supports: OCR Employability Skills
Unit 8 — Preparing for and learning from a job search

Cost: Free

Format: Website

http://www.intellicate.com/whitepapers/Changing_Patterns_of_Work_ACAS.pdf




Overview of skills sought by employers, including generic and specific.

Supports:

Cost:

Format:

JK's official graduate careors wobsite

Applying for jobs

What skills do employers want?
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OCR Employability Skills

Unit 8 - Preparing for and learning from a job search

Free

Website
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http://www.prospects.ac.uk/applying_for_jobs_what_skills_do_employers_want.htm
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CVs and Covering Letters - Prospects

Fut

pects)

W ww e Mt e & Catnastadvien b C3and s s b Beample €3

CVs and cover letters
Example CVs

Traditional OV

Information about how to produce a CV (skills-based, traditional or academic) and the
covering letter to accompany it.

Supports: OCR Employability Skills
Unit 8 — Preparing for and learning from a job search and Unit 12 -

Providing personal information for the workplace

Cost: Free

Format: Website
http://www.prospects.ac.uk/example_cvs.htm
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Universal Jobmatch

oma | Profla | O | Jobs | Messsgus | Application hiszory | ativity history

Halp
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Already have a Government Gateway account?

Log in 1 your Govermement Gabewiary Sccount and ragister for Univarsal Jobmas

Create an account

Ringister e to bigin Searching for jobs. ou can sl complute your profil

Part of Directgov website which allows user to enter keywords relating to jobs and see

what is available across the country (and overseas); interesting to match skills and financial
rewards.

Supports: OCR Employability Skills
Unit 8 - Preparing for and learning from a job search

Cost: Free

Format: Website

https://jobsearch.direct.gov.uk/register.aspx?redirect=http%3a%2f%2fjobsearch.direct.gov.uk%2fhome.aspx
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CVs and Covering Letters - Reed

CVs & Cover Letters £y

Common grammar mistakes to m—

= roid on your cv Vs & Cover Letters
Indenviows:

What Job Can | De?
Career Development

Salaries

A How to: Explain a gap in your CV

8 Top Eives
R - gttt nowing Feslures
J.'h 4

3y BEEE
}ﬁ{' checker »

Reed Recruitment site which gives advice on what to include/exclude from a CV, how to
explain gaps in a CV and how to put a CV together.

Supports: OCR Employability Skills
Unit 8 — Preparing for and learning from a job search

Cost: Free

Format: Website

http://www.reed.co.uk/career-advice/topics/cvs-covering-letters
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Deciding What Job to Look For

How to: Decide what job to ac
look for

Useful article which poses questions relating to a job search — what type of work, where to
work, how much money etc; good starting point for job searchers.

Supports: OCR Employability Skills
Unit 8 - Preparing for and learning from a job search

Cost: Free

Format: Website

http://www.reed.co.uk/career-advice/blog/2012/september/how-to-decide-what-job-to-look-for
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Recruitment - an Overview

Logn | Cookse potey | Rageter Abetln  Cortaeiln
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CIPD Recommendd
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Chartered Institute of Personnel and Development (CIPD) website offers a range of
factsheets on aspects of employment; good overview of recruitment process.

Supports: OCR Employability Skills
Unit 8 — Preparing for and learning from a job search

Cost: Free

Format: Website

http://www.cipd.co.uk/hr-resources/factsheets
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Virtual Job Interview

Virtual Job Interview

Virtual job interview asks the user typical interview questions, offers a range of responses
and awards points according to the answer given; interesting and informative.

Supports: OCR Employability Skills
Unit 11 — Planning for and learning from a job interview

Cost: Free

Format: Website

http://career-advice.monster.co.uk/job-interview/job-interview-questions/virtual-job-interview/article.aspx
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Interview Questioning

Jobsite BEMY INTERVIEWER

Duncan Bannatyne

Heme  Sharethis Gol Jobs by Email Infervizw Surgery Find a job [ECYCZNN CCTRNN Go .

Duncan’s Experience | Selact

X b 1o
what do you know abast

4. Whats ynur biggest weakness?

8. Tall ma vhd viu considas 1o be wour bis
siength,

Entertaining and helpful website where user can listen to a range of questions posed by
famous interviewers and get feedback on responses.

Supports: OCR Employability Skills
Unit 11 - Planning for and learning from a job interview

Cost: Free

Format: Website

http://www.jobsite.co.uk/bemyinterviewer/interviewers/Duncan-Bannatyne.php
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Job Interviews and Employment
Information

Abaut.com Job Searching

# |ob Searching  Findajob = Resumes & Leccers [EENSERAWNER_DITRITPON

Job Interviews and Employment Information
By Akson Doyle, About.com Guide

These resources, induding interview questions and answers, nterview attire, types of job
interviews, interview tips, thank you letters, following up, references, badiground checks, and
salary negotiations, will help you get hired and assist you with employment, unemplayment,
and workplace issues.

Interview Questions / Answers

Questions you'll be asked dunng an interview, along with recommended answers,
behavieral mbarviaw questions, lagal interview guestions, and sample questions
to ask the interviewer,

Comprehensive overview of interviews, questioning, effective responses and other
information; an ideal introduction to the topic.

Supports: OCR Employability Skills
Unit 11 — Planning for and learning from a job interview

Cost: Free

Format: Website

http://jobsearch.about.com/od/interviewsnetworking/u/jobinterviews.htm
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Employer branding...

W Ques L2 NI @D

PDF file giving helpful advice on planning for an interview, including journey, appearance,
types of questions and suggested responses.

Supports: OCR Employability Skills
Unit 11 - Planning for and learning from a job interview

Cost: Free
Format: PDF

http://www.prospect-us.co.uk/office/office-candidate-career-advice
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Interview Tips

Alexander Lloyd I

Useful website which offers tips for effective performance at interview, including
preparation and presentation.

Supports: OCR Employability Skills
Unit 11 — Planning for and learning from a job interview

Cost: Free
Format: Website

http://www.alexanderlloyd.co.uk/candidate/interview_tips.asp
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Seven Seconds to Make a Strong First
Impression

BUSINESS INSIDER

You Only Have 7 Seconds To
Make A Strong First Impression

W ANNA PITTS. GRADUATE RECRUITMENT BUREAL B84
e

R (5] (s 00 [t (108] i) o5 | Do | | bascne

Everybody knows how
important first Anna Pitts
impressions are. But

not everybody knows ﬂ
actually on on

first meeting, and jol seakers.

Someone,

Recent Posts

Ways to make a strong first impression; recent article from Business Insider website covers
introductions, eye contact, body language etc.

Supports: OCR Employability Skills
Unit 11 - Planning for and learning from a job interview

Cost: Free

Format: Website

http://www.businessinsider.com/only-7-seconds-to-make-first-impression-2013-4
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How to Prepare for an Interview

_ed |: .: U ?ﬁ.‘ W

How to: Prepare for an
interview

]

Article on how to get ready for an interview, including researching company and how to
behave on the day.

Supports: OCR Employability Skills
Unit 11 — Planning for and learning from a job interview

Cost: Free

Format: Website

http://www.reed.co.uk/career-advice/blog/2012/september/how-to-prepare-for-an-interview
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How to Answer Typical Interview Questions

e “ouisiie TEREN | Fosoe
alaries What job can [ do? Career Davelopmant

A CVs & Cover Letters | Interviews | Salarie:

How to: Answer common
interview questions

bad answers.

Supports: OCR Employability Skills
Unit 11 - Planning for and learning from a job interview

Cost: Free

Format: Website

http://www.reed.co.uk/career-advice/blog/2012/november/how-to-answer-common-interview-questions
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Discussion Forums

Sirectgov

National Careers Service Discussion Forums

Welcome

.......

e __..
Discussion forums hosted by National Careers Service; on a variety of topics, many of which
are related to interviews and applications.

Supports: OCR Employability Skills
Unit 11 — Planning for and learning from a job interview

Cost: Free

Format: Blog

https://forums.nationalcareersservice.org.uk/
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Job Interview Preparation and Performance

YouffTH q

Liz Banks - Skillstudio

General Job Interview Skills

Monster.co,ul

222417

k- 20T v
I - IR

Series of videos by Monster.co.uk covering a range of interview topics; from basic
information to more advanced approaches.

Supports: OCR Employability Skills
Unit 11 - Planning for and learning from a job interview

Cost: Free

Format: You Tube

http://www.youtube.com/watch?v=roZs-Eu4eZo
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Effective Telephone Techniques

the phone?

4 In spite of the availability of other means of
’Q’ 1 communication people often prefer to use the phone

X because it allows 'real-time' communication over distance,
allowing personal interaction between people.

There are some negative aspects to the phone - we
sometimes think of it as a nuisance, interrupting us when
we are busy, for example. But be warned, the first
impression we make on a caller is crucial - you never get
a second chance to make a first impression..

Their impressions are formed within the first few seconds after connecting with us
- it is vital we make this a positive experience as it has significant impact on our
future relationship with them.

The person answering a call I the organisation as far as
the caller is concerned.
L0

7~ j))/) COURTESY, HELPFULNESS AND FRIENDLINESS - these
factors are within your personal control.

Vauhave a A infl na callor! i £ fon

12-page Word document produced by University of Southampton giving advice on
effective telephone techniques; could be used as basis for lesson planning.

Supports: OCR Employability Skills
Unit 12 - Providing personal information for the workplace

Cost: Free

Format: Word document

www.southampton.ac.uk/pdu/resources_links/resources_pdfs/teltechniques.doc
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Personal Information Toolkit

Personal information toolkit

Advice on

how to safeguard
your personal
information

Booklet prepared by the Information Commissioner’s Office which gives advice on how to
protect, access and correct personal information.

Supports: OCR Employability Skills
Unit 12 - Providing personal information for the workplace

Cost: Free

Format: Downloadable booklet

http://www.ico.org.uk/for_the_public/~/media/documents/library/Data_Protection/Practical_
application/personal_information_toolkit.ashx



http://www.ico.org.uk/for_the_public/~/media/documents/library/Data_Protection/Practical_application/personal_information_toolkit.ashx
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Protecting Personal Information Online

Data protection

personal
information
online

Booklet prepared by Information Commissioner’s Office which gives good advice on how to
stay safe online.

Supports: OCR Employability Skills
Unit 12 - Providing personal information for the workplace

Cost: Free

Format: PDF

http://www.ico.org.uk/upload/documents/library/data_protection/practical_application/protecting_your_
personal_information_online.pdf



http://www.ico.org.uk/upload/documents/library/data_protection/practical_application/protecting_your_personal_information_online.pdf
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Application Form for Completion

Application for
employment

nnnnnnnnnn

www.

Department for Work and Pensions application form for form-completion practice; useful
for completion by hand.

Supports: OCR Employability Skills
Unit 12 - Providing personal information for the workplace

Cost: Free

Format: PDF

http://www.dwp.gov.uk/docs/es5.pdf




Tips on Completing Job Application Forms

the
CareersGrou

University of London ~ —

Completing Job Application

HANDY HINTS FOR FILLING IN APPLICATION
FORMS

Read the form through carefully and note any
specific instructions. If they ask you to write in
block capitals or black ink, do just that

Draft answers in rough first. It may help to take a
photocopy of the form so that you can work on the
layout of your answers.

Tailor your answers to relate to what you have
discovered about the job and the kind of person
best suited to fill it

Think about why an employer may be asking this
question. What do they want to know?

If a question is not applicable, say so. Do not leave
empty boxes.

Use positive and specific words to describe your
activities and interests, rather than vague terms
and clichés.

Check for spelling mistakes and grammatical
errars before sending the final version.

Avoid beginning too many sentences with ‘I

Use different examples for different questions.
Stick to word limits

If you have to hand-write the form, then make sure

Forms

Evidencing skills

Skills such as communication, teamwork and
decision-making are often top of an employer’s list
when seeking new staff. To decide where the best
evidence for having such skills comes from, reflect
on all your achievements, both in and out of
university. Include work experience (full-time or part-
time work, internships, vacation schemes,
volunteering), hobbies and interests, sports and
travel. Once you have identified the strongest
examples, think beyond ‘| worked well in the netball
team at university’ by filling in detail. Which netball
team? How often did you play? Is it a current interest?
How many of you play in the team? What does ‘worked
well really mean? Once you can answer questions.
like these you will be well on the way to giving a good
case. Most importantly, be very specific about your
contribution to the team. What did you do to help the
team to work well together?

Sometimes your arguments may appear weak, but if
there is a good reason, try to explain this somewhere

Cambridge
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on the form. If you find nothing to support your case

Leaflet produced by University of London which gives advice on how to complete
application forms (handwritten and online) successfully.

Supports: OCR Employability Skills

Unit 12 - Providing personal information for the workplace
Cost: Free

Format: PDF

http://www.rvc.ac.uk/Advice/docs/CEP_CompletingJobApplicationForms.pdf
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Disclosure and Barring Service (DBS)

GOV, uzes cookies to make the site simpler. Find cut mors sbout cookies

orre - Emplovnapeotts ¢ Becryitied ared i

Guide

Disclosure and Barring
Service (DBS) checks

(previously CRB checks)

This pagerpiace

bage

Information on what information must and need not be disclosed when applying for a job.

Supports: OCR Employability Skills
Unit 12 - Providing personal information for the workplace

Cost: Free

Format: Website

https://www.gov.uk/disclosure-barring-service-check
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Top Five CV Pitfalls to Avoid

Lifelang Learning Accau{

Spotlight at the National Careers Service Useful links

Top five CV pitfalls to avoid St foath Check Tous

I today's corep

ok prafites

Heed help and advi

Returning to work af|

Gives advice on why certain CVs do not impress employérs, including typographical errors,
wrong emphasis, length; useful reading for all applicants, whatever their age.

Supports: OCR Employability Skills
Unit 12 - Providing personal information for the workplace

Cost: Free

Format: Website

https://nationalcareersservice.direct.gov.uk/aboutus/newsarticles/Pages/news-cvpitfalls.aspx
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CVs and Covering Letters - National
Careers Service

ey

Get a job

CVs and covering letters: advertising
your value

Create a CV

What to put in each section

National Careers Service CV Advice Page offers advice on producing a CV, including what to
put in each section and how to prepare a covering letter.

Supports: OCR Employability Skills
Unit 12 - Providing personal information for the workplace

Cost: Free

Format: Website

https://nationalcareersservice.direct.gov.uk/advice/getajob/cvs/Pages/default.aspx
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Protecting Yourself from Fraudsters

Home Fraud, tricks and scams

e knrw St e sty aeound T world ane g 9 Ute e UK Bosder Agency name % 1teal mong
Eurspsan natienals e Brcste. Thory b b Surmtab S, S0 ko 53 ‘SCATH ThHY B0 WM You M0 e
B B B 8 GV PR AR S0 OBSLIAD TR

On this page

The crminaia yis surh o uviva for

UK Border Agency advice sheet on how fraudsters try to get personal information from you
and how you can protect yourself.

Supports: OCR Employability Skills
Unit 12 - Providing personal information for the workplace

Cost: Free

Format: Website

http://www.ukba.homeoffice.gov.uk/aboutus/scams/




Resources Index

click on a resource to go to the appropriate page.

Unit 6 - Learning about Health and
safety in the Workplace

Health and safety toolbox

- Health and Safety at Work Act 1974

- Safety signs

- Risk assessment

- Video training of health and safety in the
workplace

- Manual handling at work

- Health and safety advice pack for small
firms

- Health and safety quizzes and games for

ESOL students

- Working with display screen equipment

- Health and the workplace

Cémbridge
EMPLOYABILITY

Unit 8 - Preparing for and learning from a
job search

- Skills healthcheck

- Job hunting

- LinkedIn help centre

- Patterns of Work

- Skills sought by employers

- CVs and covering letters - Prospects

- Universal jobmatch

- CVs and covering letters - Reed

- Deciding what job to look for

- Recruitment - an overview




Unit 11 - Planning for and learning from

ajob interview

- Virtual job interview

- Interview questioning

- Job interviews and employment
information

- Planning for an interview

- Interview tips

- Seven seconds to make a strong first
impression

- How to prepare for an interview

- How to answer typical interview
questions

- Discussion forums

- Jobinterview preparation and

performance

Cémbridge
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Unit 12 - Providing personal information
for the workplace

- Effective telephone techniques

- Personal information toolkit

- Protecting personal information online

- Application form for completion

- Tips on completing job application
forms

- Disclosure and Barring Service (DBS)

- Top five CV pitfalls to avoid

- CVs and covering letters - National
Careers Service

- Protecting yourself from fraudsters




