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Delivery Grid

	Objectives / learning outcomes
	Activities

	Learning outcome 1: Understand different methods of applying for jobs 
 
1.1 Describe different methods of applying for a job

1.2 Describe when different methods of applying for a job are used

1.3 Describe how to apply for a job online
	



Activity 1 – page 5


Activity 2 – page 9


Activity 5 – page 18

	Learning outcome 2:  Be able to complete a job application

2.1 Identify the information needed to prepare a job application

2.2 Describe formats and styles of presenting information in a job application

2.3 Assemble the relevant information for a job application

2.4 Prepare a curriculum vitae

2.5 Present the information for a job application in different formats
	


Activity 3 – page 11


Activity 7 – page 26 


Activities 4 & 6 (both must be completed) – pages 14 & 20

Activity 6 – page 20

Activities 4 & 6 (both must be completed) – pages 14 & 20




Tutor Guidance

	
The use of tutor guidance is optional. Each outcome may contain the following information to support the delivery of the unit. The following headings will appear throughout the tutor work pack in a shaded box to assist delivery.




	
Discussion 

	
These are ideas to facilitate discussion with the candidates to support learning


	
Question & Answer
	
Check existing knowledge prior to starting activities


	
Resources
	
Check list of resources and/or initial preparation


	
Progress Check
	
Monitoring progress during an activity


	
Support
	
Suggestions to help candidates understand and complete activities


	
Challenge
	
Suggestions to extend the learning of candidates


	
Additional Information
	
This may include useful websites, alternative suggestions for evidence and additional resources








Understand different methods of applying for jobs 

	Discussion
	· Discuss with candidates if anyone has applied for a job, what form the application took, was a CV required, did they send a covering letter. (1.1)
· Discuss how they applied for the job, eg was it through an agency, in response to an advertisement, did they submit their application by email or online? (1.1, 1.3)
· Discuss why there are different methods of applying for jobs, eg a video can demonstrate skills, an email is a quick communication tool, Jobcentre Plus will suggest a variety of suitable jobs. (1.2)
· Discuss any differences in applying for jobs online as opposed to other methods, eg online does not require neat hand writing, quicker than posting an application. (1.3)




	Question & Answer
	· Ask if the candidates know what a CV is and the information it contains (Activity 6), what format a covering letter should take, eg style, layout and formal language, what an application form is for and what it might look like.



	Resources
	· Completed CV









Activity 1
Describe different methods of applying for a job (1.1)

	Support
	· Read the text and questions to the candidates to ensure understanding of what is required.



Read the following text then answer the questions.

	

[image: ]One method of applying for a job is to submit a Curriculum Vitae (CV). A CV is a document you create which contains information about you. This can include contact details, a personal statement outlining your skills and qualities, qualifications, work experience and details of people who will act as referees. 

A CV should be accompanied by a covering letter. This will explain which job you are applying for, why you are applying and when you are available for an interview. 

Another method of applying for a job is to complete an application form. This form will ask for similar information to that included on your CV and must be filled in accurately and neatly, especially if it is completed by hand as you are trying to make a good first impression. You must remember to fill it in using the right colour ink and check you have spelled everything correctly. 

You may be asked to submit your CV, covering letter, and application form online.




	Progress Check
	· Check candidates’ understanding of text before they proceed with the questions.



1. What is the name of the document that you create which has your contact details and a personal statement?
          Curriculum Vitae (CV)
       __________________________________________________________

2. What else might be included in this document?
           Qualifications, work experience, referees
      __________________________________________________________


3. What should you send with this document when applying for a job?
           Covering letter
     ___________________________________________________________


4. Look at your answer to question 3. What should be included in that document?
          Job you are applying for, why you are applying, availability for 	interview 
     ___________________________________________________________


5. According to the text, what is the name of the document you may be asked to complete when applying for a job?
           Application form
     ___________________________________________________________


6. Why is it important that you neatly and accurately hand write an application form?
             To make a good first impression
     ____________________________________________________________

	Support
	· Tell candidates to highlight the key words in the text that relate to each question.



	Challenge
	· Tell candidates to write a covering letter to accompany a CV in response to the job advertisement (Activity 3) for Preston’s Superstore.



	Additional Information
	· A useful website is the National Careers Service https://nationalcareersservice.direct.gov.uk
· Candidates may find it helpful to see a CV (Activity 6), covering letter and completed application form before starting outcome 1.







There are different ways to apply for a job. Some of these are listed below. 

	Support
	· Complete the first sentence with candidates.
· Check candidates’ understanding of any difficult words in the sentences and know what each method is.




	recruitment agency
	Skype
	email
	video



	telephone
	face to face
	Jobcentre Plus
	online




	Use the words/phrases in the boxes above to fill in the gap(s) to complete each sentence.

	
1. Companies often ask for application forms to be completed 
online
___________________.


		email
2. An application form can be attached to an ___________________.


	
3. An application for a job can be carried out over the 
	telephone
___________________.


		video
4. A ___________________ will let potential employers watch your skills.


	skype
5. Some companies use ___________________ as an interactive job application.


		Jobcentre Plus
6. Applications can be made at a local ___________________.


		face to face
7. A ___________________ meeting with an employer is a good way to apply for a job.


		recruitment agency
8. Many people use a ___________________ to apply for a job.







Describe three methods of applying for a job. 

	
Methods of applying for a job


	
1.





	2.





	3.








	Support
	· Tell candidates to select three of these methods and suggest jobs that might prefer to use this method of application, eg telephone for a call centre or a customer service role.







Activity 2
Describe when different methods of applying for a job are used (1.2)

	Support
	· Check candidates are familiar with each method of applying for a job.


 
Describe the circumstances when you would complete each of the following methods.

	Examples of methods of applying for a job

	When would this method be used? 
(complete in sentences)

	Covering letter
	Eg with a CV, document (s), video (s)
Accept appropriate descriptions





	CV
	Eg applying for a job, promotion, to demonstrate experience
Accept appropriate descriptions




	Online application form
	Eg applying on a company website, when requested to do so

Accept appropriate descriptions



	Hand written application form
	Eg company policy, no online form available, specific vocations such as police

Accept appropriate descriptions






	Challenge
	· Ask candidates to describe another method, eg Skype, video





Be able to complete a job application

	Discussion
	· Discuss with candidates what information they might need when applying for a job, eg National Insurance number, dates of qualifications, certificates. (2.1, 2.3)
· Discuss the difference between completing a paper based or online application form, how both can be obtained and how the information should be presented. (2.2)
· Discuss each section on the application form, eg why they are asking for the information, how gaps in the form will be queried. (2.2)
· Discuss how important first impressions are, eg why it is important to be neat and tidy and to follow all the instructions given. (2.2)
· Look at the sample CV (Activity 6) and discuss the content of a personal statement, eg how this is an important opportunity to ‘sell’ themselves. (2.4)
· Discuss the importance of identifying personal skills and qualities before applying for a job. (2.4)
· Discuss the difference between a speculative CV and a CV for a specific vacancy. (2.4)
· Discuss how important it is to be honest when filling in the form and what can happen if they are not, eg not have the right qualifications to do the job, lose job through dishonesty, possibly go to prison for fraud. (2.5)




	Question & Answer
	· Ask candidates if they know why they have been issued with a National Insurance number. 
· Ask candidates why potential employers might want to complete an ‘identity check’ on job applicants.
· Ask candidates why potential employers might want to see any certificates they have.
· Ask candidates why potential employers might be interested in activities outside work, eg leadership within sports, working as part of a team within a voluntary setting.
· Ask candidates why employers send out applications forms to potential employees and why they are a useful tool when selecting whom to call for interview.
· Ask candidates what the difference is between formats and styles of presenting information in a job application, eg format - application form, style - text size.




	Resources
	
· Access to a computer and printer
· Internet connection
· Email address






Activity 3
Identify the information needed to prepare a job application (2.1)

	Support
	· Read through the job advertisement with candidates to check understanding.



	



Staff requiredPreston’s

for busy town centre retail store

Preston’s Superstore require smart and enthusiastic staff
to work full time in their High Street store.

Various shifts available
National Minimum Wage (nmw)
Uniform provided
Work experience would be useful, full training will be given, no formal qualifications needed
Applicants must be 16+ years and have a National Insurance number
Driving licence would be useful

Please send CV and covering letter or download an application form. 
Please remember to include details of your hobbies and interests.
Closing date:  25 June
If you are invited for an interview you will be required to produce your record of achievement and any certificates

HR Department
Preston’s Superstore
122 High Street
Hawton
Middleshire
HA2 9HG
or email: HR@prestons.org.uk
www.prestonssuperstore@manemaile.com

We are an equal opportunities employer





Find words or phrases that identify the information that may be needed to prepare a job application.  All the words are in a horizontal line (across) and they can be found in the job advertisement.

An example has been done for you.  


	
D  N  G  X  M  R  O  F  N  O  I  T  A  C  I  L  P  P  A
G  C  J  S  E  T  A  C  I  F  I  T  R  E  C  S  L  Q  A
E  C  N  A  R  U  S  N  I  L  A  N  O  I  T  A  N  K  Z
G  R  T  O  Y  Z  S  E  R  I  C  A  C  R  I  P  Y  W  Z
J  H  S  B  U  W  R  H  Q  B  S  U  W  W  W  V  K  Z  Z
M  S  N  O  I  T  A  C  I  F  I  L  A  U  Q  Y  R  T  K
M  C  R  E  B  H  A  G  U  G  O  Q  P  E  Y  T  W  O  Q
G  M  X  Q  J  L  F  H  Z  I  G  J  P  X  S  T  K  Q  X
D  Z  J  P  Q  G  O  W  S  E  I  B  B  O  H  O  P  Q  U
R  K  X  D  T  G  W  I  N  T  E  R  E  S  T  S  K  N  I
R  E  C  O  R  D  O  F  A  C  H  I  E  V  E  M  E  N  T
G  K  I  A  B  A  S  L  W  I  B  N  E  Y  Y  I  R  J  J
J  I  R  E  T  T  E  L  G  N  I  R  E  V  O  C  Q  J  N
F  T  Q  Z  P  J  J  K  U  U  U  I  S  Y  U  Z  U  D  Y
X  X  W  N  F  M  V  V  I  F  Q  F  X  M  I  I  P  T  D
P  Z  X  V  A  Q  P  I  J  B  Z  M  P  G  J  H  Q  J  F
R  X  K  W  W  O  R  K  E  X  P  E  R  I  E  N  C  E  R
M  A  K  N  X  Y  K  J  N  E  H  G  B  Z  H  O  M  N  Q
    L  H  K  V  V  E  C  N  E  C  I  L  G  N  I  V  I  R  D



	Progress Check
	· Check spelling of difficult words with candidates.





	Support
	· Select another example.
· Tell candidates to highlight on the job advertisement information that may be needed to apply for a job. This can be assessed alone as evidence for 2.1 if necessary.




Write the words in the box below.

	1. National Insurance (number)


	2. Application form

	3. Covering letter
	4. Certificates



	5. Record of achievement
	6. Qualifications



	7. Work experience
	8. Hobbies



	9. Interests
	10. Driving licence





	Challenge
	· Tell candidates to think of three other pieces of information needed to apply for a job, eg references, address, telephone number(s).















Activity 4
Assemble the relevant information for a job application (2.3)
Present the information for a job application in different formats (2.5)

	Support
	· Give candidates time before the session to assemble the information needed for the application form, eg National Insurance number, dates at schools and colleges, grades obtained and employment history.


 
Complete the application form in writing.

Preston’s




PRESTON’S JOB APPLICATION FORM

Please Note:  It is important that you complete all parts of the application.  Please use a black pen.

	Name and Address

	First Name:


	Last Name:

	Address:



	



	Post Code:


	National Insurance Number:

	Telephone No:


	Mobile No:

	Email address:



	Education

	Date
	College
	Qualifications Gained

	


	
	

	



	
	




	



	
	

	


	
	

	Date
	School
	Qualifications Gained

	


	
	

	


	
	

	


	
	

	


	
	

	


	
	

	


	
	

	


	
	

	


	
	

	Work Experience
(start with the most recent)

	Company name:



	Address:



	



	Post code:


	Telephone No:


	Contact name:



	List the jobs you have done, duties and responsibilities.







	
Company name:




	Address:







	Post code:


	Telephone No:


	Contact name:



	List the jobs you have done, duties and responsibilities.













	Additional information

	Include any skills, hobbies and interests

	






	Clean driver’s licence:              YES/NO

	References

	1.






	2.






	Signature:


	Date:




	Progress Check
	· Check candidates’ progress section by section.




	Challenge
	· Candidates to list the skills and qualities they have that might make them an ideal employee for Preston’s Superstore (see advertisement on Activity 3).




	Additional Information
	· Give candidates a simple form to fill in before completing the job application form.
· Tell candidates they do not need to use their own personal details.
· Remind candidates that the additional information is the opportunity to ‘sell’ themselves.
· Candidates may substitute a vocationally relevant hand written application form for the Preston’s application form. 




























Activity 5
Describe how to apply for a job online (1.3)

	Support
	· Demonstrate to the candidates how to access the internet and particular websites relevant to job applications.
· Explain any difficult words.
· Candidates can search for a job online and complete the online application form before describing how to apply for a job online. 



Describe the steps you would take to complete an online job application form.

	
Accept appropriate descriptions.
Candidates can use bullet points and/or sentences.












































	Additional Information
	· Suggest an online application form is printed out for candidates to complete as a first/rough draft. For candidates who find it difficult to find an application form this link will take you to a Jobcentre Plus application form:  https://www.gov.uk/job-application. This can be carried out as a class activity.  Tutor can use own laptop to project on a screen, go through the steps to complete the form, then ask them to individually describe the steps in the space provided.
· The online application form does not have to be printed but can be viewed by the tutor as evidence.
· It is recommended that candidates use their own email address.  Candidates can share an address but should be aware of security issues.





Activity 6
Prepare a CV (2.3, 2.4, 2.5)

	Support
	· Make sure candidates understand what is meant by skills and qualities.




In the table below is a selection of words that you could use to describe yourself and use in your personal statement. 

Circle the words which best describe you. 

	

organised

	
I like working alone

	

honest
	

punctual
	

trustworthy

	

good team player

	

motivated
	

confident
	

loyal
	

I learn quickly



	

enthusiastic
	

confident
	

responsible
	

energetic
	
I have a flexible approach


	

cheerful

	

friendly
	
good communicator
	
I like to help others
	
I am a hard worker



	
can adapt to new situations
	
good at talking to people

	
I have a positive attitude
	
I always look smart
	
reliable



If you can think of more, put them in the boxes below.

	



	
	












	Progress Check
	· Check personal statements are appropriate before candidates draft their CV.



	Challenge
	· Give examples of where these skills and qualities have been demonstrated.






Sample CV. 

	Jane Worton
324 Mansfield End Drive, Trigworth, Warnshire WN10 7BE
Tel: 01573 370124	Mob: 07965 232057
Email: Janew@wowmail.com.org   DoB: 9 August 1997

	PERSONAL STATEMENT

	I am friendly, courteous and helpful and consider myself to be very hard working. I like working as part of a team and have excellent communication skills. I am confident in dealing with all kinds of people. I am available for any shifts. I am efficient and energetic. I have a full, clean driving licence.

	EDUCATION/QUALIFICATIONS

	September 2013 – June 2014 Westfields College, Gatesly 
BTEC First Diploma in Customer Care (equivalent to 4 GCSEs at grade C)
First Aid at work
September 2008 – June 2013 St Johns  School, Trigworth 
GCSE:	English	C	Maths		D
		Science	D	PE		C
	Art		C	ICT		C	

	WORK EXPERIENCE

	February 2014 – to present Bookends Bookshop, Gatesly 
I work as a part-time assistant in a book shop on a Saturday and:  
· serve customers and take payment for goods
· give change and handle credit/debit card transactions
· keep the shelves stocked and the shop clean and tidy. 
July 2013 – December 2013 Western Supermarket Group, Trigworth 
I was employed part-time on Friday evenings & Saturdays and was responsible for:
· stacking shelves
· assisting cashiers
· making sure the store remained clean and tidy.

	INTERESTS

	My interests include music, dancing and especially going to see live bands.  I enjoy all types of music and have recently started guitar lessons.  I love going to the cinema with my friends.

	REFERENCES

	1.  John Rutherford, Tutor, Westfields College, College Lane, Gatesly, WN87 9YF, Tel: 01375 395736 johnruth@refme.org.co.uk
2.  Mrs Mary Ward, Bookends Bookshop, 45 High Street, Gatesly, WN94 5PD, Tel: 01375 393399 maryward@refme.org.co.uk

	Challenge
	· Tell candidates that the information is in chronological order.  Ask them to find out the meaning of chronological.




	Additional Information
	· Useful site for other CV types, eg skills CV http://www.jobs.ac.uk/careers-advice/cv-templates 
· Advise that date of birth is optional.
· Tell candidates that it is a working document that can be altered depending on whether the candidate is applying for a specific vacancy or it is a speculative approach.
· Candidates to use the skills and qualities identified on page 11, in the candidate pack to prepare either a hand written or word processed personal statement.





Use the template below to help create a CV. Look back at the example to see where things should go. 

Print out completed CV and attach to work pack.

	
Name
Address
Telephone numbers	Email address
Date of birth 

PERSONAL STATEMENT
Put your personal statement or profile here describing your skills and qualities and any other information you want people to know about. This is your chance to ‘sell’ yourself. Look back at the words you identified in Activity 3.


EDUCATION/QUALIFICATIONS
List names of secondary schools, colleges and training organisations you may have attended. Put the most recent first. Give the dates you attended and the qualifications you achieved.

WORK EXPERIENCE
Put any work experience you have with the most recent first. Include the name of the company and the dates you worked there as well as a brief description of what you did. Remember to include all part time jobs and voluntary work too.

INTERESTS/HOBBIES
Put any skills, hobbies or interests as well as sporting achievements here. This will highlight your transferable skills.

REFERENCES
Put the name, address, telephone number and email address of two referees or put references available on request.



	Support
	· Candidates to break down task by preparing each section individually for tutor to check before progression.



	Challenge
	
· Candidates should research different styles of CV writing and produce their draft CV in an alternative format.
· Explain the term ‘transferable skills’.
· Explain why candidates may want to put ‘references available on request’.





	Additional Information
	· Information on writing CVs: https://nationalcareersservice.direct.gov.uk
· Powerpoint on writing a CV is available on SmartScreen.
· The CV be can hand written or word processed.








Activity 7
Describe formats and styles of presenting information in a job application (2.2)

	Support
	· Give candidates an example of format in the activity below, eg application form (online).



Match the words to the appropriate method (format and style) of presenting information. An example has been done for you.


Email 

Application form (online)

CV (paper based) 

Italics 	Format

										
Bullet points

Text boxes
 
Covering letter
 
Font 

Video 

HeadingsStyle

										
CV (online) 

Images 

Application form (handwritten) 

Colour 


	Progress Check
	· Check candidates have matched the correct words to format and style before they write the descriptions.



Describe two of the formats and two of the styles of presenting information in a job application.

	Format: (see previous page for examples)
Accept appropriate descriptions





	Format: (see previous page for examples)
Accept appropriate descriptions





	Style: (see previous page for examples)
Accept appropriate descriptions





	Style: (see previous page for examples)
Accept appropriate descriptions











	Challenge
	· Give two examples of where else headings and bullet points are used, eg newspaper, list of instructions.



	Additional Information
	· Candidates can go to https://nationalcareersservice.direct.gov.uk
to find advice and information on different formats and styles of CVs.              
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