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Whickham School Work Skills Scheme of Work - Year 11

	No.
	TITLE
	PURPOSE
	LEARNING OUTCOMES
	RESOURCES

	11.1
	Local labour market Information
	To develop student’s awareness of the local labour markets and how it could affect their job choices
	Students will be able to:

· know what the local labour market is

· complete a living graph in groups

· know what trends there are in the coming years in the local labour market

· know how to find information about the local labour market


	· Living graph on A3 and statements on envelopes

· Card sorting exercise in envelopes of local employment figures

· What’s hot and what’s not in 2007 exercise



	11.2
	Writing letters of Application

Unit 5 2.1, 2.2, 3.1
	To allow students to be able to write a letter of application


	Students will be able to:

· know what a good letter of application looks like

· explore job adverts and identify areas to include in their letter

· write their own letter of application


	· “Teaching-resources” video clips
· Example of a letter of application

· Teachers notes and activity sheets 1-4

· Copies of job adverts

	11.3
	Producing a CV

Unit 5 2.1, 2.2, 3.1

Unit 5 4.1
	To develop their skills writing a CV
	Students will be able to:

· will know what a CV is and why they are important

· know what to include in their CV

· produce either their own CV or an instruction leaflet on producing one

· review their CV for improvements 


	· Sheet ‘Do’s and Don’ts of CV writing’

· OHP of 2 drafts of ‘Craig’s CV’
· “Teaching-resources” PDF exemplar

	11.4
	Completing Application Forms

Unit 5 2.1, 2.2, 3.1
	To know how to complete an application form


	Students will be able to:

· know the do’s and don’ts of filling in a letter of application

· complete an application form

· conduct a discussion of problems which they may face in completing the application form


	· Video’ Top Forms’

· Application form from McDonalds or the National Chip Forks example

· Online application forms



	11.5
	Interview Skills

Unit 5 1.1, 1.2, 
	To develop good practice in interview skills


	Students will be able to:

· will have clarified good practice at interviews

· have practised the role s in the interview process

· give and receive feedback on performance


	· Video’s ‘Interview basics’ or ‘Getting that job’

· Sheet ‘Preparing for an interview – what are the most important things to consider?’

· ‘Bodytalk’ worksheet

· teachers notes and worksheet on ‘Interview Techniques’



	11.6
	Odd Job Workforce
	To be able to understand how a business might work


	Students will be able to:

· will appraise their personal strengths and weaknesses

· use teamwork and negotiation to advertise and run  their own business

· develop an understanding of how business works 


	· Copies of info sheet and activity sheets  1-3 for each group

· Job cards and equipment cards

· A4 white card and paper, sugar paper, coloured pencils, glue scissors and a ruler for each group

· Chance cards
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