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INTRODUCTION
This Delivery Guide has been developed to provide
practitioners with a variety of creative and practical ideas
to support the delivery of this qualification. The Guide is a
collection of lesson ideas with associated activities, which you
may find helpful as you plan your lessons.

OPPORTUNITIES FOR
ENGLISH AND MATHS SKILLS
DEVELOPMENT

OCR has collaborated with current practitioners to ensure
that the ideas put forward in this Delivery Guide are practical,
realistic and dynamic. The Guide is structured by learning
objective so you can see how each activity helps you cover
the specification.

We believe that being able to make good progress in
English and maths is essential to learners in both of these
contexts and on a range of learning programmes. To help
you enable your learners to progress in these subjects, we
have signposted opportunities for English and maths skills
practice within this resource. These suggestions are for
guidance only. They are not designed to replace your own
subject knowledge and expertise in deciding what is most
appropriate for your learners.

We appreciate that practitioners are knowledgeable in
relation to what works for them and their learners. Therefore,
the resources we have produced should not restrict or impact
on practitioners’ creativity to deliver excellent learning
opportunities.
Whether you are an experienced practitioner or new to the
sector, we hope you find something in this guide which will
help you to deliver excellent learning opportunities.
If you have any feedback on this Delivery Guide or
suggestions for other resources you would like OCR to
develop, please email resourcesfeedback@ocr.org.uk.

KEY
English

Maths

PLEASE NOTE
The activities suggested in this Delivery Guide MUST
NOT be used for assessment purposes. (This includes the
Consolidation suggested activities).
The timings for the suggested activities in this Delivery Guide
DO NOT relate to the Guided Learning Hours (GLHs) for each
unit.
Assessment guidance can be found within the Unit document
available from www.ocr.org.uk.
The latest version of this Delivery Guide can be downloaded
from the OCR website
www.ocr.org.uk/qualifications/cambridge-nationals-businesslevel-1-2-award-business-and-enterprise-level-1-2-certificatej804-j814/
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UNIT R062 – PLANNING FOR WORK
Guided learning hours : 30

PURPOSE OF THE UNIT
This unit will provide learners with skills and knowledge which will assist them with planning for their future career and
preparing for entering the world of work. Learners will gain an understanding of job roles within businesses, they will take part
in the recruitment process, and they will evaluate how they currently see themselves in terms of their career aims. They will
then create a career plan to help them understand how to achieve these aims.
They will learn why it is important for businesses to recruit the right staff with the right skills in order to produce goods/
services to meet customer requirements. They will also learn about the recruitment process, including finding out about job
descriptions, person specifications and how these are used by businesses to recruit. Learners will gain knowledge of how
businesses use these tools, and then go on to use this knowledge as applicants. They will learn techniques for self-assessment,
how to identify employment areas of interest to them and how to match job role requirements to their own self-assessment.
They will learn how to apply for a job and how to produce a career plan. Learners will be able to use this work as a basis to plan
for future employment opportunities.
On completion of this unit, learners will be equipped with the skills and knowledge to help them plan for employment. It will
also provide them with knowledge of the different roles which are available in a business enterprise. This has direct links to unit
R063: Setting up and running an enterprise, where the learner’s awareness of their own skill-set, in relation to different roles and
responsibilities within an enterprise, is key.
Learning Outcome — The learner will:
1 Be able to assess the requirements of job roles
2 Be able to take part in the recruitment process as an applicant
3 Be able to plan for a career

DELIVERY GUIDE
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MISCONCEPTIONS
Some common misconceptions and guidance on how they could be overcome
What is the
misconception?
Employment Area

How can this be overcome?

Resources which could help

An employment area is not a job role. An
employment area contains a number of different job
roles. For example within IT employment area you
would have developer, technician, data processor,
data input, network apprentice etc. Examples
of employment areas are travel and tourism, IT,
construction etc. This could also be known as industry
sector.

ONS website has resources on the
number of people working within each
industrial sector and this would help
initially identify sectors within teaching
and learning.

It is important that the evidence the learners present
is sufficiently varied to show that they understand
the range of opportunities that exist within an area of
employment.

Methods of recruitment

http://www.ons.gov.uk/ons/taxonomy/
index.html?nscl=Employment+by+Indu
stry+Sector
The website below outlines employment
sectors which may be helpful.
http://www.myfuturesinfalkirk.co.uk/
careers/main_areas_employment/main_
areas_employment.aspx

Methods of recruitment is not just the ‘traditional
approach’ of seeing a job advert in paper, completing
and posting application form and being selected
for interview. There are lots of different methods/
processes that can be used in the recruitment process.
Teachers need to widen their teaching of methods
of recruitment and look at recruitment agencies,
LinkedIn social networking, and assessment centres.
Another example is Asda which asks applicants
to complete a test before an application can be
completed.

CIPD website
http://www.cipd.co.uk/hr-topics/
recruitment.aspx

Working practices

Learners need to link their working practices to
employment area.

Teachers need to discuss with the
learners the different working practices
and then each group in the class could
research a different employment area
and share with the rest of the group the
working practices they have identified in
that employment area.

Job description and
person specification

These should be comprehensive documents that list
a variety of skills, competencies and qualifications
that are needed for the job role. If the learners just
produce a job vacancy with limited information they
will struggle with the rest of the unit.

The OCR model assignments include job
descriptions/person specifications which
can be used/adapted by the teacher. The
teacher can also produce a ‘pack’ of job
descriptions and person specifications
for the learners to choose from. See the
model assignment under Assessment
Materials.

Personnel Today website
http://www.personneltoday.com/topics/
recruitment-retention/

http://www.ocr.org.uk/qualifications/
cambridge-nationals-business-level-1-2award-business-and-enterprise-level-12-certificate-j804-j814/
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Some common misconceptions and guidance on how they could be overcome
What is the
misconception?

How can this be overcome?

Resources which could help

Application documents

The application form supporting information is the
key part of the evidence in this section. Learners
must customise this section. In LO1, learners will
have identified the skills and competencies required
from the job description and person specification
and in LO2 they need to use these and show how
they meet these requirements. To achieve mark band
three, learners have to address comprehensively all
relevant points from the job description and person
specification. In addition to this they must provide
evidence addressing most of the skills, experience,
behaviours and attitudes to meet the requirements.
Therefore, if there are 10 skills, experiences,
competencies and behaviours on the job description
and person specification then the learners need to
cover most of these to hit mark band three.

Plan for interview

The plan needs to be specific to the job vacancy
identified and the learners need to show links to
the vacancy, for example they need to search for
information on the business that is relevant to the
interview, eg questions they may be asked, they may
want to ask or details of how to get to the interview.
They need to produce information which is ‘relevant’
to the job vacancy and employer and not include
pages of web page links which are not ‘relevant’ to the
job vacancy.

These are web links to resources that
provide good advice on how to plan for
an interview.
https://nationalcareersservice.direct.gov.
uk/advice/getajob/interviews/Pages/
default.aspx
http://careers.theguardian.com/careersblog/job-interview-checklist-how-toprepare
http://www.jobsite.co.uk/worklife/
create-successful-career-plan-36/

Career plan

DELIVERY GUIDE

The career plan needs to link back to the selfassessment for example if their vacancy and
application is for a midwife then their career plan has
to match and show how they will get from where they
are now and how they will get to be a midwife. and
research throughout the whole unit. The learners
needs to go back to their ‘employment area’ rather
than specific job role and they need to identify some
achievements they have to meet the skills required,
some skills gaps or training needs. These skills gaps
or training needs, need to be specific, eg, if a learner
wants to become a nurse then the skills gaps would
be possibly specific A Levels eg Science for example,
nursing degree (they would need to specify which
one). More capable learners would research which
university they would go to fill their gaps. It is also
about skill gaps. For example, if a job description
and person specification talks about ‘communication’
skills and the learner has identified this as a weakness
in their skills gaps, then this should be transferred
to their career plan. In their career plan, the learner
should identify how they are going to overcome this
weakness, eg, through voluntary work, taking part in
presentations in class, etc.

6

Jobsite.co.uk provides advice on how to
produce a career plan and it also looks at
employment sectors:
http://www.jobsite.co.uk/worklife/
create-successful-career-plan-36/
This can also be known as a CPD
(continuous professional development
plan) or PDP (personal development
plan). Teachers may have a PDP they
could share with their learners.
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SUGGESTED ACTIVITIES
Learning Outcome 1 – Be able to assess the requirements of job roles
Suggested content

Suggested activities

Suggested
timings

Links to other
units

1 What to look for in a
person

Watching this media clip learners could write down what they
consider to be the main points made from the media clip
which features Lord Sugar and Deborah Meadon from Dragons’
Den, discussing recruitment. The clip is a good introduction
to the subject of recruitment. http://www.bbc.co.uk/schools/
gcsebitesize/business/people/recruitmentvid.shtml

10 minutes

R063 LO1, LO2
R061 LO3

2 Roles in business and
recruitment

Learners could be given some different images of a current
large business such as Sainsbury’s which will focus on when
it first opened in 1869 and through the years. Using the
images and discussing in pairs, learners could discuss the
different reasons why businesses might want to employ
people. Having the images could prompt the learners to think
about the relevance of these images, to help them consider
the different reasons for recruiting. They could then feedback
their responses to the rest of the class. These responses could
then lead onto a brief discussion about internal and external
recruitment.

30 minutes

R063 LO1, LO2
R061 LO3

1 hour

R061 LO3

3 One method
of recruitment
(advertising)

Individually, learners could investigate the different forms of
advertising in businesses, including examples. For example
adverts in a local shop window, adverts on the internet with
a known large recruitment agency. They could also collect
advertisements to compare with peers to create a display of a
variety of different job advertisements.
Learners could then look at other methods of recruitment and
compare the different methods (eg social networks).

4 What’s the role?

Learners could be given a list of different business organisations
and in pairs using the internet and/or their own knowledge,
find out about the different job roles within the businesses
2 hours
such as Directors, Managers, Supervisors and Operatives. An
example of a school teacher as a job role could be used to
illustrate what learners are expected to find out about.

R061 LO3

5 Different ways of
working

Individually, learners could investigate the different ways of
working. Learners could be given four different case studies of
people who work in different environments, jobs and different
working hours. Alternatively, they could interview a variety of
different people such as family members or friends who work
for organisations in an office compared to someone who works
1 hour
from home or is self-employed. Using this information, learners
could write a newspaper article on the different working
practices Learners could also consider why these different
forms of working practices are acceptable and how business
are able to accommodate these different working styles on an
everyday basis.

R061 LO3
R063 LO2
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Learning Outcome 1 – Be able to assess the requirements of job roles
Suggested content

Suggested activities

Suggested
timings

Links to other
units

1 hour

R061 LO3
R063 LO2

Using the following website learners could identify the skills
and experience required from job descriptions and person
specifications.
http://www.prospects.ac.uk/information_technology_sector.
htm
Teachers could provide learners with good quality job
descriptions and person specifications. They should then
use this to identify the skills, knowledge, competencies and
behaviours that are needed.

6 Skills and Experience

After considering the skills and knowledge required, learners
could then be given a scenario of an individual who is looking
for work, for example a full time manager of a local retail outlet.
Using an online recruitment agency, learners could identify
any suitable jobs that would suit the individual and feedback
to the rest of the class, stating why the particular jobs would
be suitable. This task will be a good way of summarising the
learning from this particular Learning Outcome for the unit.
Within the class, individuals could be given different scenarios
to ensure that a variety of different roles were investigated by
the class.
Learners could be given example CVs and shortlist them against
the job description and specification and see who they would
invite for interview.

DELIVERY GUIDE
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Learning Outcome 2 – Be able to take part in the recruitment process as an applicant
Suggested content

1 What am I like?

Suggested
timings

Suggested activities

Individually, learners could write down (using the different
heading of skills, qualifications, personality, career aspirations
and achievements) an assessment of themselves. Then, in pairs,
they could assess each other against the same headings and
compare their notes. The comparison may make each of the
30 minutes
learners amend their analysis of themselves.

Links to other
units

R063 LO5

Alternatively, the learners could ask for feedback from their
families or another teacher.

2 Curriculum Vitae

Learners could be given several different copies of CVs from
individuals to look at and consider which is the best in terms
of information, detail and presentation for each candidate.
30 minutes
Learners could then have a group discussion about the different
elements that they think are most important when creating a
CV.
Using a website such as the national careers service web site
https://nationalcareersservice.direct.gov.uk/advice/getajob/
applications/Pages/default.aspx

3 Application forms

4 Different letters

learners could read the advice that is given about application
forms. Learners could also access ‘images’ of application
forms to enable them to see the different parts that are often
completed within job applications. They could also discuss as
a group why applications forms are an important part of the
recruitment process.
Learners could be given several different copies of example
letters from individuals to business on a variety of different
subject such as letters of complaint, praise letters and letters of
application. Learners could read these letters and make notes
on the presentation, spelling and punctuation, layout, content
etc. The learners’ findings could then be discussed as a group
to enable learners to have the knowledge and skills in order to
produce a good letter to be sent out to a business on a given
theme.

30 minutes

R063 LO3

1 hour

R063 LO3

1 hour

R063 LO3

1 hour

R063 LO3

Learners could watch the following interviews that take
place and write down the difference between the bad
interview and the good interview. http://www.youtube.com/
watch?v=Gww2vrIhjeU

5 Interviews

Using their notes, they could incorporate this (notes from
watching the interviews) into a presentation about how to be
prepared for an interview.
In addition, learners should consider researching the business,
potential interview questions and how to answer them, being
aware of the application form completed and preparing
interview questions. They should also fully use the job
description and person specification to meet the requirements.

6 Practicing interviews

UNIT R062

In pairs, learners could prepare to interview their peers for a
role within a new business. Learners could prepare suitable
questions and then interview individually another pair of peers
for this new role. After the interview they could then swop
roles. This way, learners have experience of being both an
interviewee and an interviewer.
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Learning Outcome 2 – Be able to take part in the recruitment process as an applicant
Suggested
timings

Suggested content

Suggested activities

7 On line careers test

Learners could complete an online careers test. A good
example is http://www.career-test.co.uk/ which is based around
the Myers-Briggs personality test focusing on personality. There
are multiple choice questions to answer which then will sum
45 minutes
up the users personality and suggest some basic career choices
which learners may find useful. Learners could then use the
information to enable them to sum up their personality .

DELIVERY GUIDE
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Learning Outcome 3 – Be able to plan for a career
Suggested content

Suggested activities

Suggested
timings

1 A little bit about me

Learners could complete an individual document based upon
their achievements outside an education setting including
the types of things that they do in their leisure time and the
achievements that they have had over the past few years.
They could play for a successful sports team, volunteer at a
local organisation, help run a local group etc. Completing an
individual document on this theme, will help them focus on
other achievements in which they have been successful, as well
as inform the rest of the group what activities they complete in
their spare time.

1 hour

Links to other
units

Learners could visit university or college websites and find out
the entry requirements for different programmes. For example
if a student wanted to be a nurse, they could find out what
GCSEs and A Levels they need to enter the university course
and these could be used as part of the development plan. It
will also ensure that learners will be able to choose the right
Level 3 programmes to move onto university.
2 Development Plan

Learners could use their self-assessment and identify various
courses that would help them develop their personal skills,
for example they could look at a team building event/day.
They should work in groups to identify relevant courses or
programmes that they could access to help them develop in the
future.
Learners could then relate this to the development plan.
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11

DELIVERY GUIDE

www.ocr.org.uk/cambridgenationals

Contact us
Staff at the OCR Customer Contact Teacher are
available to take your call between 8am and
5.30pm, Monday to Friday.

Telephone 02476 851509
Email cambridgenationals@ocr.org.uk

For staff training purposes and as part of our quality assurance programme your call may be recorded or monitored.
© OCR 2015 Oxford Cambridge and RSA Examinations is a Company Limited by Guarantee. Registered in England.
Registered office 1 Hills Road, Cambridge CB1 2EU. Registered company number 3484466. OCR is an exempt charity.

