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Work Ex,berience e ¢

Whether you have chosen Work Experience as your Wednesday afternoon enrichment or not - it is
still important that you attempt to source some work experience. All students in Year 12 are

expected to undertake a week long Work Placement week commencing 27th June 2022 it can
be any of the following:

° M/okkp/ace —at a company or an organisation local to you.
° Vo/anfeeking— for a charity is the most popular, and offers the same great benefits of work experience

° /Vationa/ Citizen. Service - Visit their site for more information: https://wearencs.com/find-programme

Remember all experience counts!!

https://www.youtube.com/watch?v=xse 7vgmbog



https://wearencs.com/find-programme
https://www.youtube.com/watch?v=xse_7vqmbog

Work Experience - M/Ay?? s :

BE THE BEST YOU CAN BE _

Work experience is a great way of getting traufferaé/e ckilleand experience that will support your

Personal gtafemehf (whatever post 18 pathway you choose).

Future employers (including Apprenticeship providers) will want to know that you have the ckifle and

experience to successfully carry out the job role you are applying for.
Emp/o_yers value candidateswho have done some form of work experience

Getting Work experience will imprecs your Futvre contacte and show them you are motivated and

willing fo learn

https://www.voutube.com/watch?v=IDEWxfloSwo



https://www.youtube.com/watch?v=IDEWxfloSwo

Benefits to you . . . ,»CAEEEBS

BE THE BEST YOU CAN BE _

Get an insight into the world of work and a particular career and find out if its f'ar you

Develop those all important emp/qyabi/ity skille, ,berS'aha/ qua/itieSand trancferable skille
Establish a ,brofe(’rioua/ ckill set, to help you in future job positions

Motivafe_yavto keep your eye on your future goals

Build netweorks and re/atious’hi,bs'— which may lead to future paid opportunities

Personal development — éai/dyoar canﬁ’deuce in a professional environment

It looks great on a CV

Moct of all it can be a really enjoyable experiencelll
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Finding o Placement - Do your research i@gé E;FSE'BS.EE;‘

P AR 8

e Use your current networks of' f'ami/y and f'riends‘who may work in or have contacts who work in the
places you would like to start

° ,QeS’ea.rcA com,bam‘es in the areawhere you would like to work. Look around when you are out and
about and try the internet.

e Many companies have S’peciﬁ'c work ex,bem‘ence oﬁ'ekrand you may find information on their
websites including contact information and to whom you should address your letter of application

o (et Your letter of qp'p/icatian righ— a good first approach will go along way. . . . . . . ..

BE THE BEST YOU CAN BE _



(etter of Application - The basics . . . "_ﬂ REERS

Most important things to remember - get the basics right:
o Politenecs- please, thank you etc

e [Formal - Start with “Dear” and end with “Yours sincerely”

° QPAG- Spelling, grammar and punctuation - checé, check and check agaih./

° _ge// yaurre/f’— why should they have you - make sure you are making yourself look as good and

professional as possible - You never get a cecond chance to make o 9ooa' first impres'riou./

BE THE BEST YOU CAN BE _



Starting your lefter S

e Include your name and addrecs at the top
® Include the name and address of the person you are writing fo
e Include the date

o Remember do your research — Make sure you go on the company’s website and find out the name of
who you are writing to - this makes a good impression that you are genuinely interested in coming to
work for them!

e Use Dear/lllrx' §’mit/| (or Dear g’ik//l/]adaMif you were not able to find out their name)

e State the purpose of your letter e.g. ‘L am writing Co enquire about 607n,b/etihg a poscible work
experience placement within {company namef the week commencing 27th June 2022”

BE THE BEST YOU CAN BE _



Selling yourself - bagging the placement Efé REERS

Include a short separate paragraph for each of the following:

o UWhy are you inferestedin that type of work person you are writing to

What attracts you to this compahy?Make sure to mention things that compliment the

companyand impress them - don’t tell them its because its close to home and wont take long to get

therel!!!
° g’um up your rz‘kengtlzc and how they may be an advantage

Relate your ckilleto the job (e.g. if you are looking for a Primary school placement mention you are good

with children)

BE THE BEST YOU CAN BE _




Finishing the lefter - ending on a high!  'ChpgEss

Thank them for taking the time to read your lefter

e Thank them in advance /'ok cansiderihgyour application

o Sayyou look forward to hearing from them coon

e End the letter with Yoam" s‘incere/yif you addressed the letter to them éy hame

e Endwith Yours faithﬁl//y if you addressed the letter to g’ik//l/fadam

BE THE BEST YOU CAN BE _




BEFORE YOU SEND T

° ,ee—,Qeadthat letter yourself - check it makes sense and check your §’P/l6

o Get comeone else fo read i?‘just in case you have missed anything - another student, teacher,
parents/carers, or Mrs Ross

e Decide how yau’ke qoing to cend if- Email? Postal? Some companies will prefer email others a hard
copy letter

o Ifin doubt - phone them first and ask how theyd like to receive it!

BE THE BEST YOU CAN BE _



Approaching a company in percon CAREERe

e |[f there are no email contact details on-line use the published telephone numbers for the offices you are

interested in and eall a/irect/y, introduce yourself and ask for the contact details for a work experience

application — this will demonstrate your motivation and enthusiasm

® They may ask you more about yourfe/fthere and then so have your letter handy — it will make a good
prompt

e They may simply give you an email address or a postal address

— cend your [etter accordingly.

Movre top tips for finding a placement:

https://www.youtube.com/watch?v=02F4bZX2yUg&t=76s

BE THE BEST YOU CAN BE _



https://www.youtube.com/watch?v=o2F4bZX2yUg&t=76s

Key Dates: “ﬂ REE 55'

Your work Experience Week is
week commencing 27th June 2022

You must confirm your placement & submit your forms to Mrs Ross

no later than Monday 4tk April

BE THE BEST YOU CAN BE _
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Paperwork 4 e
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e The 5mp/o_yer /P/acement form must be completed and has a section that must be
completed by the Emp/o_yer
o The Parental C'oncent form must be completed by your Parenfc/@arers

e
W WHICKHAM
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WHICKHAM |Work Experience Parental Permission Form

Work Experience Placement Form SCHOOL

Please ensure that as much information as possible is filled in and that handwriting is legible. Have a great placement!

Dear Parent/Guardian

Leamer Details
Leamer Name: Tutor Group: Your son/daughter will be taking part in work experience and will be expected to participate in a full range of
activities involved in their placement. They will be expected to undertake any reasonable tasks set by the
Leamer Age: Under 160 16-170 18 plusc (tick appropriate box) ~ Gender: Male o Female o employer whilst under the employer’s care and supervision.
Notes eg Medical conditions or allergies: They will be expected to make their own travel arrangements to and from the venue and will take responsibility

for their own lunch arrangements.

In the event of illness or if the student is unable to attend the placement the school and the placement must be

contacted immediately and if the illness occurs during the work experience the school should be notified.

Placement Details

Name of person organising placement (eg Parent, student, school staff):

Placement Start Date: Placement End Date: Please complete the consent form below and return to Mrs Ross
Business Name: Landline Number:

Contact Name: Mobile Number: Name of Pupil

Contact Position: Email: Tutor Group

Both can be downloaded from the school website: https://www.whickhamschool.org/careers/work-experience/

BE THE BEST YOU CAN BE



https://www.whickhamschool.org/careers/work-experience/

Work Experience - Great Links N

Here are some great links with further advice, guidance and examples to help you source Work Experience:

How to find good Work Experience

Unifrog — a guide to Work Experience

How to ask an employer for Work Experience

Tips on writing a Work Experience Application Letter
How to Apply for a Work Experience Placement

BE THE BEST YOU CAN BE _


https://www.savethestudent.org/student-jobs/the-ultimate-guide-to-work-experience.html
https://www.unifrog.org/know-how/a-guide-to-work-experience
https://www.prospects.ac.uk/jobs-and-work-experience/work-experience-and-internships/how-to-ask-employers-for-work-experience
https://www.reed.co.uk/career-advice/work-experience-letter-template/
https://www.totaljobs.com/advice/how-to-apply-for-a-work-experience-placement

#” WHICKHAM
N SCHOOL I

o~ . '
R

) g
Further Information: ;CARE

The National Careers Service: https://nationalcareers.service.gov.uk/

UCAS Careers: https://Iwww.ucas.com/explore/careers-list

UNIFROG: https://www.unifroq.org/

School Website: https://www.whickhamschool.org/careers/work-experience/

Mrs Ross, Careers Officer: dross@whickhamschool.org

BE THE BEST YOU CAN BE _



https://nationalcareers.service.gov.uk/
https://www.ucas.com/explore/careers-list
https://www.unifrog.org/
https://www.whickhamschool.org/careers/work-experience/
mailto:dross@whickhamschool.org

