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My name is:-


Introduction

Aim

This course is for all young people who are leaving care in Reading.  By the end of the course of work we want you to feel confident about starting employment, education or training.  

We also want you to be able to look back at all the information in your folder so it can continue to help you in the future.

What we need from you

This course will only help you if you put some effort into it. If you do then it will set you up well for the world of work and give you the best chance of getting the job and career that you want.

· Please complete the exercises in your own words. We are not worried about spelling or untidy writing but we do want your thoughts and ideas!

· If you don’t understand anything then just ask. There is no such thing as a silly question.

· If you have any problems or get stuck then please ask for help…it’s what we are here for.

Why bother getting a job?
There are lots of benefits to being employed just a few of which are listed below.
· Getting paid so you have money to spend on things you want and need.
· Paid holidays (annual leave)
· Learning new skills
· Meeting people and making friends
· Feel good about yourself
· Get some qualifications
· Stops you from getting bored
· Grow a career that you enjoy
· Save towards a pension

Which of these are the most important to you?
What else can you think of?




SECTION 1

Getting Started


WHERE TO GET INFORMATION, ADVICE AND GUIDANCE

There are loads of places that can help you understand all your options and decide what to do next.

School – if you are still in school you can access the support from teachers or the school’s careers adviser. 

College – Colleges have a careers adviser that you can arrange an appointment with to discuss courses and get advice about career planning.

The Leaving Care Team – Your leaving care adviser is there to help you as you move towards living your own independent life. They can help you with all sorts of things including giving you advice about jobs or courses.

Elevate – provide support to young people aged 16-24 who are not in Education, Employment or Training.

· Experienced career advisers help young people to take their next steps by providing: 
· One-to-one advice and guidance
· Support for job applications
· Access to training programmes
· Support to explore options
· Help writing a CV
· Information on college options
· Interview preparation

The National Careers Service offer a website which contains information on different jobs, qualifications and entry requirements it also offers job search tips and hints.  Find them at www.nationalcareersservice.direct.gov.uk as well as a help line 0800 100 900 to speak to an Adviser or there is a web chat service.

I Could is a small, dynamic charity, providing career inspiration and information for young people. They show what is possible in work and offer different ways to think about careers through free access to over 1000 personal video stories, detailed job information, plus practical tips, insight and advice.  Find them at www.icould.com .

Job Applications
Task 1:
A CV (Curriculum Vitae – Latin for “course of life”) sets out on just a few pages all the things someone needs to know about you if they are thinking about offering you a job. If you have to fill in an application form it will usually need you to enter the same information you have on a CV.
Make a list of all the information you think you will need to create a CV or complete an application form, write them in the space below:-



Example School leavers CV
Full Name
Current Permanent Address
Mobile number, landline number
Email address

Personal statement

Motivated, hard-working former School Netball captain with eight GCSEs (grades A-C) and good literacy and numerical skills. Practical work experience in a variety of part-time and voluntary retail roles. Looking to build on my skills and experience in a full-time retail role.

Education

Hollyoaks College, Chester, Sept 2013 – June 2015
A levels: English (grade C), Maths (grade C) and Biology (grade D)
St Joseph’s School, Chester, Sept 2006 – June 2013
9 GCSEs: Including grades A-C in English, Maths, French, Geography, Science and General Studies

Work experience

Volunteer, Help the Needy Charity Shop, Jan 2012 – present
Duties and responsibilities:
· Served customers at the till
· Accepting and sorting customer donations
· Assisted with stock replenishment

Part-time shop assistant, BuyLow Supermarket, June 2011 – Jan 2012
Duties and responsibilities:
· Gained experience in cashiering
· Responsible for the provision of in-store customer service
· Assisted with stock replenishment

Weekend bartender at Premier Sleep Hotel, Dec 2010 – June 2011
Duties and responsibilities:
· Actively involved with order taking and cashiering
· Gained experience mixing and serving drinks at the bar
 
Additional skills

· IT skills: Fully proficient in Microsoft Office (Word, Excel & PowerPoint), basic HTML
· Customer service: Retail and hospitality
· Admin: Filing, diary management

Hobbies & interests
· Captain of local hockey team (demonstrates leadership)
· Currently doing the Duke of Edinburgh Award (demonstrates commitment)

References available upon request

[image: ]Creating an Email Account

Many job vacancies are now online and require you to apply by email attaching a CV. Having an email account is also useful for receiving responses from for vacancies you have applied for.

Email is quick, easy and best of all…FREE.

If you don’t have an email address or need a new one follow the steps below.

When deciding on an email address try to think about how it will look to any potential employer. SuperStud123@hotmail.com might seem funny to you, but is not likely to give the right impression to potential employers!

It is a good idea to have a separate email address that you use just for applying for jobs.  It will make it easier to keep track of responses.

How to create an email address
Step One
Using Google, type in the Search Box Gmail or type in the web site www.google.com/gmail   
[image: ]
Step Two
You should arrive at a screen like this 
Select the Create an Account button



Step Three
You will then be asked to fill in your details in order to create your account, including creating the email address. 


[image: ]

REMEMBER you are using this address for job applications so it needs to be sensible and professional.


When you have completed all the steps, agree the terms and conditions, you will then see a page that says Welcome.

Make a note of your new email address here:-



Make sure that you make a note of the password and save it somewhere safe.

You can use other email providers Gmail is only a suggestion.  Others available include

[image: ]
Email Safety

Just like junk mail that gets posted through letterboxes, a lot of junk (spam) will be emailed to your new email address. Mostly this is just annoying but some of it is dangerous because people are trying to infect your computer with harmful software or they are trying to steal important information about you such as your banking details.

This is quite scary but there are things you can do to protect yourself:

· If you don’t know the sender don’t open emails with attachments – viruses are often sent via email attachments.
· Use spam filters – there will be a folder where anything the software thinks is spam (junk mail) will be stored temporarily before being deleted.  Be careful, sometimes genuine emails end up there too.
· Beware of spoof emails or phishing – these are attempts by thieves to get you to give them your private information for their profit.
· Don’t send sensitive information in an email – e.g. bank details. Anything you send in an email can be intercepted.
· Avoid clicking on links in messages – they might not take you to the website you intended to go to and might be dodgy. It is better to copy the link and paste it in to your internet search bar.





SECTION 2

Knowing Me. 
Self- Assessments



What are you really like?[image: MC900078626[1]]


In the next section you are going to think about the type of 
person you are. When you have completed it you’ll have
some really useful things that you can include in your CV or
job application.

Skills and Qualities checklist

Task 2 -  the skills you think you are good at.

	SKILLS


	Practical
	Creative 
try new things/ideas

	Artistic
	Imaginative

	Team Worker
	Communicate
	Good at using numbers

	Able to read and write well

	IT Skills
	Good with your hands
	Keen to understand how things work

	Good at organising 

	Motivating others
	Good at listening
	Like finding things out about yourself

	Keen to investigate and solve problems

	 Language skills
	 Negotiating
	Good at planning
	Grasping new information and ideas

	QUALITIES AND ATTITUDES


	Reliable
	Punctual

	Use own initiative 
	Able to cope under pressure


	Confident

	Flexible
	Enthusiastic

	Hardworking

	Determined
	Independent
	Friendly

	Polite 

	Responsible
	Creative
	Willing to try new things
	Able to get on with others


	Like a challenge

	Adaptable
	Ambitious
	Honest 

	Physically fit
	Motivated
	Committed 
	Can cope with uncertainty 


	Helpful
	Outgoing

	Tolerant 
	Humorous

	Caring
	Positive attitude
	Willing
	Smart appearance






Task 3 – Identifying your Skills and Qualities
Pick five of the skills and qualities you have ticked that are most like you.  Give an explanation of why each is like you.


Task 4 – Things I do

Here is an exercise to help you look at things you are good at and things you could improve on.  Put a [image: ] under the heading which you think is most like you.
	
	I think I am good at this
	I think I could do better at this
	I’d like someone to help me do this better

	Getting up early
	
	
	

	Talking to people 
	
	
	

	Mending things
	
	
	

	Reading
	
	
	

	Being patient
	
	
	

	Getting to places on time
	
	
	

	Helping people out
	
	
	

	Making things
	
	
	

	Writing letters
	
	
	

	Listening to people
	
	
	

	Doing a sport
	
	
	

	Using the phone 
	
	
	

	Looking after people
	
	
	

	Using a computer
	
	
	

	Doing things by myself
	
	
	

	Thinking of new things to do
	
	
	



Learning Styles Questionnaire – Task 5
Choose one of the three options from each line and place a 1 in the relevant column.
	
	
	Visual
	Auditory
	Kinaesthetic/
Physical

	1
	 When operating new equipment for the first time, 
I prefer to ….
	Read the instructions
	
	Listen to or ask for an explanation
	
	Have a go and learn by trial and error
	

	2
	When seeking travel directions I…
	Look at a map
	
	Ask for spoken directions
	
	Follow my nose or maybe using a compass
	

	3
	When cooking a new dish I …
	Follow a recipe
	
	Call a friend for an explanation
	
	Follow my instinct, tasting as I cook
	

	4
	To teach someone something I ….
	Write instructions
	
	Explain verbally
	
	Demonstrate and let them have a go
	

	5
	I tend to say ….
	“I see what you mean”
	
	“I hear what you are saying”
	
	“I know how you feel”
	

	6
	I tend to say …
	“show me”
	
	“tell me”
	
	“Let me try”
	

	7
	I tend to say
	“watch how I do it”
	
	“listen to me explain”
	
	“you have a go”
	

	8
	Complaining about faulty goods I tend to …
	Write a letter
	
	Phone
	
	Go back to the shop, or send the faulty item to the head office
	

	9
	I prefer these leisure activities 
	Museums or galleries
	
	Music or conversation
	
	Physical activities or making things
	

	10
	When shopping generally I tend to ….
	Look and decide
	
	Discuss with shop 
	
	Try on, handle or test


	

	11
	Choosing a holiday I ….
	Read the brochures
	
	Listen to recommendations
	
	Imagine the experience
	

	12
	Choosing a new car I ….
	Read the reviews
	
	Discuss with friends
	
	Test-drive what I fancy
	

	13
	Learning a new skill ….
	I watch what the teacher is doing
	
	I talk through with the teacher exactly what I am supposed to do

	
	I like to give it a try and work out as I go along by doing it
	

	14
	Choosing from a restaurant menu ….
	I imagine what the food will look like
	
	I talk through the options in my head
	
	I imagine what the food will taste like
	

	15
	When listening to a band ….
	I sing along to the lyrics (in my head /out loud!)
	
	I listen to the lyrics and beats
	
	I move in time with the music
	

	16
	When concentrating 
I …
	Focus on the words or pictures in front of me
	
	Discuss the problem and possible solutions in my head
	
	Move around a lot, fiddle with pens and pencils and touch unrelated things
	

	17
	I remember things best by …
	Writing notes or keeping printed details
	
	Saying them aloud or repeating key points in my head
	
	Doing and practising the activity, or imagining it being done
	

	18
	My first memory is of ….
	Looking at something
	
	Being spoken to 
	
	Doing something
	

	19
	When anxious, 
I ….
	Visualise the worst case scenarios
	
	Talk over in my head what worries me most 
	
	Can’t sit still, fiddle and move around constantly
	

	20
	I feel especially connected to others because of ….
	How they look
	
	What they say to me
	
	How they make me feel
	

	21
	When I revise for an exam, 
I ….
	Write lots of revision notes (using lots of colours)
	
	I talk over my notes, to myself or to other people
	
	Imagine making the movement or creating the formula
	

	22
	When explaining something to someone, I tend to….
	Show them what I mean
	
	Explain to them in different ways until they understand
	
	Encourage them to try and talk them through the idea as they try
	

	23
	My main interests are ….
	Photography or watching films or people-watching

	
	Listening to music or listening to the radio or talking to friends
	
	Physical/sports activities or going out and socialising
	

	24
	Most of my free time is spent ….
	Watching television
	
	Talking to friends
	
	Doing physical activity or making things

	

	25
	When I first contact a new person ….
	I arrange a face to face meeting
	
	I talk to them on the telephone
	
	I try to get together to share an activity
	

	26
	I first notice how people ….
	Look and dress
	
	Sound and speak
	
	Stand and move
	

	27
	If I am very 
angry …
	I keep replaying in my mind what it is that has upset me
	
	I shout lots and tell people how I feel
	
	I stomp about, slam doors and throw things
	

	28
	I find it easier to remember 
	Faces 
	
	Names 
	
	Things I have done
	

	29
	I think I can tell someone is lying because ….
	They avoid looking at you
	
	Their voice changes
	
	The vibes I get from them
	

	30
	When I’m meeting with an old 
friend …..
	I say “it’s great to see you!”
	
	I say “it’s great to hear your voice!”
	
	I give them a hug or a handshake
	

	
	
Totals

	
Visual
	
Auditory
	
Kinaesthetic/
physical



When you have answered all the questions, add down each column so that you get a total score for each style – the one with the highest score is your preferred learning style.

You are also likely to use the others too but will do best when your preferred style is used.  There are no right or wrong answers.

Some people do not have any one strong preference.

The point is simply to try to understand as much as you can about yourself and your strengths (your preferred style or styles), and then make the best use of learning methods which suit your strengths (your preferred style or styles).

Learning Styles explained

Visual – where you see things including pictures, diagrams, demonstrations, hand-outs, films, flip charts etc.  People who prefer this style say things like “show me”, “let me have a look at that”.
Visual learners can be divided in to two sub-types – linguistic and spatial.  Learners who are visual-linguistic, like to learn through reading and writing about tasks.  They remember what has been written down, even if they read it only once and they like to write down directions or instructions.
Learners who are visual-spatial, usually do better with charts, demonstrations, videos and other visual materials.  They easily visualise faces and places by using their imagination and seldom get lost in new surroundings.
Both these learners do best with a new task after reading the instructions or watching someone else do it first.  Visual learners like to work from lists and hand-outs with written instructions and diagrams.

Auditory – where you prefer to receive information by listening.  Auditory learners say things like “tell me”, “can you talk me through it?”
Auditory learners often talk to themselves.  They may also move their lips when reading or even read out loud. They may have difficulty following written instructions and often do best after talking to a colleague.
Auditory learners will learn new tasks best after listening to instructions from an expert, even if this is spoken over the phone.  You will find they can remember all the words to a song!

Kinaesthetic - has a preference for physical experience when learning – touching, feeling, holding, practical hands-on tasks.  They will say “let me give it a go” and learn best by trying things out.  Kinaesthetic learners like experiments, hands on tasks and never read the instructions first”!
Kinaesthetic learners tend to lose concentration if there is little or no external stimulation or movement.  When listening to lectures they may want to take notes for the sake of moving their hands.  When reading, they like to scan the material first, and then focus in on the details (get the big picture first). They typically use colour highlighters and take notes by drawing pictures, diagrams or doodling.
Classification: OFFICIAL
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Some people have a very strong preference for how they learn whilst others may have a blend of all three that is fairly even.  It is useful to understand how you learn best so that you can make learning new skills and information as easy as possible.

Classification: OFFICIAL

Classification: OFFICIAL
1

Team Work: Where do you fit in? Task 6


	Read each statement and then score it as follows:
I am often like that = 2 points; I am sometimes like that = 1 point; I am never like that = 0 points

	You find you work best when you work alone
	
	You are never shy in front of strangers
	
	You enjoy being put in charge of other people
	
	You’ve always made friends easily
	
	You like to feel wanted
	
	You like to help people in difficulty
	

	You usually try to avoid large crowds
	
	You enjoy acting or singing to an audience
	
	People often ask you for advice
	
	You like to be one of the group
	
	You like other people to know your name
	
	You like doing things for other people
	

	You prefer to sort out your own problems
	
	You’d wear a funny costume for laughs
	
	You’re good at suggesting how things should be done
	
	You rarely miss a party or night out
	
	You like to be treated with kindness
	
	You like doing things for charity
	

	You prefer to plan things your own way
	
	You can be a bit of a show off
	
	You like to give orders and tell others what to do
	
	You enjoy most team games
	
	You like people to say nice things about you
	
	You take time to listen to people’s problems
	

	You often find you prefer books to people 
	
	You enjoy making speeches or giving talks
	
	You could take charge of things in an emergency
	
	When people are having fun, you join in
	
	You like to be treated with understanding
	
	You like doing favours for other people
	

	You like to be your own boss
	
	You like having your photograph taken
	
	You enjoy organising clubs or societies
	
	You always try to get along with others
	
	You feel good when others praise you
	
	You like to treat people kindly
	

	You like to lead your own life
	
	You like telling jokes or interesting stories
	
	You are good at influencing other people
	
	You enjoy listening to other people
	
	You like to have loyal friends
	
	You sympathise with the homeless
	

	SCORE
	
	SCORE
	
	SCORE
	
	SCORE
	
	SCORE
	
	SCORE
	

	Independent
	Entertainer
	Organiser
	Mixer
	Follower
	Helper

	You tend to be self- contained or introverted. You could be the ideas person in the team or the quality controller.  You might not join in sometimes. 
	You like to be the centre of attention.  You could be the person to sell the team and its services or product. You might act the fool sometimes.
	You enjoy leading, advising or persuading others.  You might be too bossy sometimes.
	You enjoy teamwork being sociable and outgoing and a jack of all trades. You might want to play rather than work.
	You need the approval of others.  You will probably go along with the majority decisions and be very co-operative.  You may not give your point of view.
	You are a caring and supportive team member.  You will give the team a morale boost if things go wrong and support and encourage others.  You may wear yourself out helping others.

	Which are you?  
Think about jobs which interest you – do the personal qualities required match with the sort of person you are?  
Think about it, it could make all the difference to whether you enjoy a job or not.





So – What are you like? – Task 7

You have found out a lot about yourself.  
Using the information you have found out about yourself through Task 2 to Task 6 – list the things you have found out and then write a statement about what you are like.



SECTION 3

Creating a CV


CV in a Nutshell
Now you know more about who you are and what you are good at it is time to create your CV.

Your CV is your chance to sell yourself to potential employers so don’t be shy about saying what you are good at.

Be careful with spelling and get someone to check it over for you when you think it is finished.

Dos and Don’ts

	Dos
	Don’ts

	*Make sure there are no spelling and grammar mistakes.

	*Don’t use fancy graphics, colour or fonts.

	*Keep your CV to two sheets of A4.
	*Don’t put a picture on of yourself.


	* Get people to check it for spelling and grammar.

	*Don’t put negative or bad comments on.

	*Make sure you have a sensible email address for employers to contact you. They may be put off by silly email addresses.

	*Do not include your age or matters about your health or any disabilities you have or marital status.


	*Print off on quality white A4 paper when possible.
	*Don’t use language and words you are not sure about.


	*Provide evidence to back up skills and experience.

	*Do not use all capitals.

	* Keep sentences short.
	*Don’t lie you will get caught out!






Name
Address: 
Telephone:  
Email: 

Personal Statement

This is your first chance to grab the employer’s attention.  This statement needs to be brief and to the point. Make sure it says you are looking for the type of work the employer is advertising.  Avoid words like “hardworking” “reliable” and “good communicator”. 

Key Skills
				
Your best skills that you want an employer to know about e.g. Computer Skills – also list what packages you can use – you can use the 5 skills and qualities task and the lists for inspiration also. You can bullet point these if you want to.
	
Education 

List your education and qualifications in chronological order i.e. latest first.  Don’t lie about grades and if you haven’t got much to put down, concentrate on other sections.  You can also list other courses or training that you have done.  If you are awaiting results it is alright to state this.

Employment

Again list your last employment first. Don’t put negative comments if it didn’t work out well.  Concentrate on the skills and knowledge you gained as well as what your duties were.

Hobbies

Don’t just list what you like to do.  Explain in a sentence what you are interested in for example if you like to read books, what kind of books, who is your favourite author.

References are available on request
It is acceptable to put this on the end of your CV.  If you have two references you could list them ensure you have their full contact details.  A reference should NOT be a friend or family member.

Employment References – these are references from people you have worked for. These are the best references to have.
Educational References – from teachers or head of year. Good if you have not had a job previously.
Personal or Character Reference – written by people who can vouch for the type of person you are. Could be a youth worker or religious leader who knows you well.
Professional Reference – this could be from a colleague or someone you have worked with closely but not necessarily in the same company.



CV Cheat Sheet – words and phrases you could use
· Hard working
· Diligent
· Flexible
· Imaginative
· Reliable
· Has a good sense of humour
· Proactive
· Responsible
 
· Works well with others
· Sensitive
· Supportive
· Motivates others
· Positive attitude
· Good work ethic
· Listens
· Appreciates feedback
· Understands feelings
· Confident
· Responsible
· Adaptable


    
· Writes clearly and concisely
· Communicates well
· Is a good listener
· Shares new ideas
· Negotiates/resolves differences
· Leads / contributes to group discussions
· Provides feedback
· Finds well-thought out solutions to problems
· Confident dealing with people she doesn’t know
· Creative
· Passionate
· Enjoy learning new skills

· Handles details
· Coordinates tasks
· Punctual
· Meets deadlines
· Sets goals
· Plans and arranges activities
· Prioritises well
· Dependable
· Energetic

Qualifications[image: ]
The grading system has changed for GCSEs from 2017[image: ].
The new system looks like this.  You don’t have to convert your qualification if you achieved them before the changes.
The only mark or grade given that is a fail is a U which stands for unclassified.  All the other marks or grades are pass marks.
Your proof of achievement is either the exam result sheets you are issued with or your certificates. Keep them safe as employers will want to see them.  An employer may ask to take a copy of them but they should never keep them as they are yours.
Courses, Training and other Certificates
If you have achieved any other certificates including First Aid, Manual Handling or Food Hygiene you should note these on your CV.  You should also list other courses and training you have attended even if you were not awarded a certificate. Examples of this type of training include be First Aid, Data Protection, Equality and Diversity and Health and Safety.
Now it’s time to create your own CV using the template on the next page.

Task 8 – Your CV

Put Your Name Here
Address: 
Telephone:  
Email: 

Personal Statement




Key Skills
				


	

Education 









Employment








Hobbies




References are available on request





SECTION 4

Job Applications


Making a good application
When you apply for a job, you need to ensure that you pay attention to the job advert and if you have one, the job description.  Include in your CV, application form or email key information that the job requests.

	Administration Officer

		This post is for 30 hours per week, term time only plus inset days. Working hours Mon-Fri 8.30 - 3.00pm.

We are looking to strengthen our admin team and want to appoint a motivated and driven Admin Officer to join our fun and lively team.

This position is currently based at our Primary Site, College Road, RG6 1QB but you may be required to work across sites.

Do you enjoy the challenge of working with vulnerable children?

Do you want to work in a fun and motivating environment with supportive leadership?

Cranbury College is a complex, multi-site organisation which includes a Primary Site, KS4 Site - Futures, KS3 Site - Pathways, Post 16 Site - Vision. We have an Outreach Behaviour Support Team, offer medical tuition and have a Hospital Teaching service. 

Staff responses when asked 'What are the school's greatest strengths? 
- Creative and flexible 
- Compassionate and enthusiastic 
- Teamwork 
- Safeguarding and welfare of students 
- It is a fun place to work 
- Work together to share strategies and ideas 
- Supportive leadership at all levels
- Staff expertise and experience 
- Solution focused approaches to all challenges 
- Rewarding fun and inclusive 
- Outstanding outcomes for young people 
- We laugh a 'LOT'

This is a demanding position with varied and interesting tasks. An ability to organise, prioritise work, remain calm and work in a professional manner is required. A commitment and ability, to work in a way that promotes the safety and well-being, of vulnerable children and young people is essential. 

Please visit www.cranburycollege.reading.sch.uk/vacancies to download Cranbury application and send to Emma Conroy, Office Manager at econroy@cranburycollege.reading.sch.uk




	 

	• Location: 
Cranbury College
 
• Contract Type: 
Permanent / Part-Time
 
• Salary: 
RG4 (SCP 21-28) from £20,541 up to £25,463 (actual salary £14,085.87 - £17,461.10)
 
• Job Ref.: 
SCH0901
 
• Closing Date: 
11/11/2018
 
• DBS Type: 
Enhanced DBS with Barred List Check




This is an administration vacancy for Reading Council.  On the advert it states who it is for, where it is based, which department it is for, how much you will be paid and hours you will work.   Along with the vacancy there is a job description and personal specification which you can download and view from the website. 
[image: ]The job description looks like this example:- 
It starts to tell you what your duties are and other key information about the job you are applying for.  This is just a section of it.
You need to read this and make sure your application shows how you are the kind of person they are looking for.
To find out more detail about the specific skills and experience that the job needs you need to look at the Person Specification.
The Personal Specification looks like this image:-
[image: ]
Essential = must have	Desirable = would be good but not necessary
This is just a section from the Person Specification.  As you can see it asks for essential criteria, you should write evidence in your application or CV to show that you have these.
When your application is received, the company will use the information you have put in to make their selection for interview.  If you don’t say that you have at least the essential requirements, you may not be selected for interview. You should also make sure you show if you have any of the desirable qualities that they are looking for.
Once you have completed your application you should compare it with the Person Specification and check that you have provided evidence of ALL of the essential requirements and as many of the desirable ones as possible.
Creating Accounts for Job Applications
Most job sites now want you to create an account with them.  Normally you would use your email address as the user name and create a password to your personal account.

[image: ]

Above is a picture of the Reading Council jobs page.
To apply for a job you first need to set up your personal account.
HINT
Have to hand relevant information to help you including:-
· Your CV
· Your National Insurance Number
· Your qualifications

This will save you time searching for the information as sometimes websites time you out and close before you finish.  

Remember to save the work you have done on your account regularly or you could risk losing it and having to start again.


[image: ]Writing Emails for Job Applications
Email is now a popular way of communicating between employers and applicants for jobs as it is cheap and green.  You MUST ensure that you have a sensible email address for when you are making applications for jobs.  Employers may be put off by silly email addresses and not take you seriously.
Always make sure you have a subject heading appropriate to the content of the email you are sending eg “Application for Warehouse Operative”.  If it has a job code, or reference number use this also.
Use the name of the person wherever possible.  If not possible, use Dear Sir/Madam.
Outline the reason for the email and ensure that you mention any attachments e.g. CV or application form.
“I am writing to apply for the vacancy of Warehouse Operative that I have seen advertised on the Indeed website.  I have previous experience in this work area and feel I have the required skills for this vacancy.  This is just an example and you should add some more information relevant to the vacancy you are applying for.
I attach my CV in application and look forward to hearing from you in the near future.
Kind regards
Joanna Bloggs “
[image: ]Top Tips - Before Sending the Email. 
· Read the email through, make sure it makes sense and also that there are NO spelling mistakes. 
· Make sure the email has a subject title. 
· Make sure you are sending it to the right email address. 
· When you are happy with the email – send it. 

After applications have been made
· Remember to check your email account regularly for replies.  
· Also check the “Junk mail folder” as sometimes important emails can end up in here.
· Respond to invitations for any interviews as soon as possible and confirm your attendance.

Useful Job Search Websites
[image: ] www.cv-library.co.uk
[image: ] www.totaljobs.com 
 [image: ] www.indeed.co.uk 
[image: ] www.monster.co.uk 
[image: ] www.jobsearch.direct.gov.uk/JobSearch

Task 9 - Create an email
Use this space to write an email that you can adapt for different jobs you apply for
  






SECTION 5

Interviews


Interviews

An invitation to an interview means you are being taken seriously as a potential candidate for the job you have applied for. It’s proof that your hard work on your CV and application is paying off.  

This is your chance to meet the employer and convince them that you are the right person for the job by letting your skills and qualities shine.  They will ask questions to find out more about you and your personality, it is also an opportunity for you to ask questions.

Remember this is your chance to make a good impression and show the employer that you are the right person for the job.

Accepting an interview for a job

You will be notified if you have an interview either by email, letter or a telephone call.  Follow these steps:-
· Check that you are available to attend the interview.
· Confirm that you will be attending the interview by telephone or email.
· If you are unsure then ask what the dress code is for the interview. You might also want to discuss this with your leaving care adviser.
· Make sure you save the details in a safe place – put on a calendar.

Fail to prepare, prepare to fail

Here are some tips to help you think about getting ready for an interview:-

Before your interview
· Plan your route of how to get there on time. You might even need to practice this if you’re not sure.
· Prepare – make sure you have your interview clothes ready the night before.
· Make sure you are clean and tidy as personal hygiene is very important in all jobs.
· Have a copy of your CV and certificates ready to take. Employers may want to see these.
· If the interview is by telephone, make sure you are in a quiet place where you won’t be disturbed.
· Research the organisation using their website.
· Think about questions you might be asked and what answers you will give.
· Practice your answers to build your confidence.
· Think about questions you want to ask at the end of the interview. You should always have one or two questions prepared. Asking nothing looks bad.

Task 10 Research a Company

[image: ][image: Related image][image: Image result for reading university logo]

Pick one of the companies above and use the internet to find out about them for example; What do they do? How many staff do they employ, what is their product, what kind of training do they offer?
















Knowing about the organisation is part of creating a good impression and will help you give the best answers to questions you are asked.

At the interview

· Always be friendly and polite to anybody you speak to.
· Be mindful of the language you use – DO NOT SWEAR.
· While you are waiting if there is anything information around about the organisation read it rather than any other magazine or paper. Other people may be watching you including the receptionist who might pass on their opinion of you.
· If you are unsure about a question, ask the interviewer to rephrase it.
· Do not criticise previous employers or training – this will not look good.
· Remember to talk about yourself and your skills, knowledge and experience …..

No one else will!


Interview Questions

Questions in interview vary but will all be trying to find out if you are a good fit for the organisation and if you have the potential to do the job you have applied for well. They can include questions about you, about the organisation and about the job you are applying for.  Here are some examples from the National Careers Service www.nationalcareersservice.gov.uk .
Your skills
Your interviewer wants to find out if you’ve got the skills to do the job, so they may ask:
· What are your strengths and weaknesses?
· What would your colleagues and friends say are your best qualities?
· Why should we hire you?

Know your strengths, and mention ones that are relevant to the job you're being interviewed for. Give examples from your previous work or life experience where possible.

For example typical strengths employers look for are:
· communication - getting on with different people
· team working - being an effective team leader or team member
· good attitude - being hard-working, honest, polite and co-operative
· problem solving - using your initiative to identify solutions

Make a list of your strengths you can use the skills and qualities list you completed as part of this course.
If you're asked about weaknesses, choose a minor flaw that isn't essential to the job. Turn it into a positive by explaining how you've worked on the weakness.

A good answer to this question could be:- 'Sometimes I'm too enthusiastic and want to be able to do everything at once. But I've learned to adjust to a pace that enables me to learn and do the best job.'
The employer
To try and find out why you’ve applied for the job, your interviewer might ask you:
· Why do you want to work here?
· What do you know about our company?
· What can you do for us that someone else can't?

Show your knowledge of the company from the research you have done prior to your interview.
About the job
Your interviewer will want to find out if you understand what the job’s about, so they may ask:
· What do you think the main tasks and responsibilities will be?
What do you think the main challenges will be?

Make sure you read the job description thoroughly and research how the organisation operates.
A good answer to this question could be: 'The main task is to work as a team and ensure that the shop is welcoming to customers, clean and tidy and that deliver good customer service so that customers have a good experience of shopping in the store.'
Team working
The interviewer wants to check you know how to work well in a team, so they may ask:
· What makes a good team?
· What makes a good team member?
· What makes a good team leader?

They’re trying to find out if you know how a successful team operates, and if you're a good team player. They want to see that you can contribute constructively in a team, and you can work well with other team members. 
A good answer to this question could be: 'A good team needs to have clear objectives and goals, and procedures to help them work towards these. Each person needs to be clear what their role is, and what is expected of them. There needs to be openness and trust, and clear communication.'
Your personality and interests
The interviewer wants to find out how well you know yourself, so they may ask:
· How would you describe yourself?
· How would your friends describe you?
· What was the last film you saw or the last book you read?

Being self-aware means you know what you’re good at and where you could improve.
By asking about your interests they’re giving you a chance to show some of your personality what interests you.
A good answer to this could be: 'In my personal life I'm always organising everybody. People look to me for ideas and plans - I suppose in some ways that shows I'm a natural leader.'
Unusual questions
You could be asked an unusual question like:
· If you were a breakfast cereal what would you be and why?
· What’s the last thing you watched on TV and why?
· Which super power would you have and why?
 
The interviewer knows that you won’t have prepared for these questions, so they want to see if you can think on the spot and come up with an answer. Try to think of something that generally reflects you, but also has positives that you could apply to work.
More questions can be found at https://nationalcareersservice.direct.gov.uk/get-a-job/top-10-interview-questions  you can also use an internet search engine like Google to look for more examples of interview questions.

[image: ]
Don’t Panic
Remember no one likes interviews and everyone gets nervous. Sometimes people might panic or get flustered – employers will expect this.  
Take a moment, a deep breath and start again or ask them to repeat the question for you. 
Questions for you to ask at an Interview
The person interviewing you will ask if you have any questions. You should try and always take up this opportunity and by doing this you will show that you have given thought to the job and have interest.  For example you could ask:-
· What are the opportunities for training and development?
· How will I be assessed as to how well I am doing in the role?
· What is the best thing about working for this Company?
Always end the interview positively even if you don’t feel it has gone very well.  
Leave the interview with a smile and a hand shake and say something positive like 
“Thank you for the opportunity to meet you and I look forward to hearing from you soon.”
Task 11 Answers to Interview Questions
Start to plan out answers to questions as part of your interview preparation.  Pick three questions to work on.




After the interview

· The employer should tell you when they will let you know about the job.  This might be a phone call, letter or email.
· If you get the job they will let you know when you will start and what you need to do next.  Dependant on your job it could be a DBS Check, to bring in your identification and bank account details or qualification certificates.
· If you don’t get the job don’t worry, ask for feedback on your interview so you can improve your answers in the next interview.

Most importantly don’t give up.

If you don’t get that job ask for feedback from the person who interviewed you.  

Feedback will help you to do better in the future.

Think about the questions you were asked and how you answered them.

Did you give answers that were yes or no?  If so what more could you have said?

Did you miss anything out?

Use the box below to reflect on the interview:-

DBS/Criminal Record Checks

A job offer may come with the requirement for you to have a DBS check.  DBS stands for Disclosure and Barring Service.  The cost should be covered by the employer, however some agencies may state you have to apply and pay for it. DBS is a service that helps employers make safe recruitment decisions and prevent unsuitable people from working with vulnerable groups including children.

When asked at interview you must disclose whether you have a criminal conviction.  If you don’t you could be sacked or the job offer withdrawn.
  
Any employer can apply for a DBS check for a new employee.  There are three levels of check, Basic, Standard and Enhanced and there are guidelines as to which jobs require which level of check.

Basic
Potentially any job can require you to undertake a Basic DBS check.
Only discloses unspent convictions. Certain convictions become “spent” after a period of time. This means that you no longer have to tell your employer about them. Talk to your leaving care adviser if you think you need to know more about this.

Standard
Used when applying for certain jobs including, football steward, accountant, solicitor, traffic warden, etc.
Shows both spent and unspent convictions and cautions.

Enhanced
Used when applying work with children or vulnerable adults. Includes teacher, social worker, care worker, taxi driver, NHS worker, etc.
Shows both spent  and unspent convictions and cautions. Also will show if the person is on either the children’s or adult’s barred list (this is a list of people who are not allowed to work with children or vulnerable adults). An enhanced check will also disclose any relevant approved information held by the police – this is a discretionary part of the process that looks at information such as allegations and arrests and the police will decide whether it is relevant to the position when deciding whether to disclose it.


There is more information available on the internet including a calculator which helps you work Unlock is a charity who support people with convictions and provide lots of information find them at http://www.unlock.org.uk/.

Having a criminal record won’t prevent you from getting employment but you should ask your leaving care adviser for help with how to deal with any record you have, when applying for jobs.





SECTION 6

Starting Work


First Day in your New Job

[image: ]You cannot start work without having a first day! The first day in a new job can seem daunting and may make you feel nervous or anxious, this is only natural. Everyone feels nervous on their first day! Over time you will become more familiar with the place and the people.  Remember you will not be expected to know everything on your first day.
									
On your first day don’t forget you need to on time.
Remember you are on trial now and you need to continue to make a 
good impression.
Make sure you wear suitable clothes or uniform as required.
[image: ]You should have been advised of the dress code and any uniform should have been issued to you before you start. 

Be prepared by either taking a lunch with you or having money for food
Check whether there is somewhere local to buy food or you could be hungry!
Be mindful of your language – DO NOT SWEAR it might not be acceptable in the workplace especially if there are customers.

On your first day you should find out:-				[image: ]

· What your work will be that day
· What time your breaks are
· Where the toilets are
· What is the fire procedure
· Who to speak to if you need help. 
· Any training you will need to take

This will be part of your induction and you may be given an induction pack or a check list to work your way through. An induction is a process of getting a new worker to understand all the important things about where they work.
[image: ]See the checklist on the next page for examples of the information you should be given when you start a new job.


Task 12 What is expected of you???
For the 4 things listed which will be expected of you by your new employer make notes of the steps you will take to achieve:-

What to do if you are not sure about something
Being on time 
Food for lunch 
Wearing suitable clothing 

Task 13 - Employment Checklist [image: ]

As part of your induction you should be given essential information to help you carry out your work, keep you safe and be aware of your entitlements.

Tick each one as you find out the information.

	How do you sign in to the building or who do you tell that you have arrived?
	
	Do you have a copy of your job description and has this been explained to you?

	

	What time are your breaks including lunch time?
How long do you get for breaks and lunch?

	
	Where is the employee handbook with policies and procedures in?
	

	What is your Annual Leave (Holiday) entitlement i.e. how many days can you take off?
How do you book holidays?

	
	 What to do if the fire alarm goes off.
Where is the meeting point?

	

	Who do you need to call if you are going to be late for work?

	
	Where can you make a drink?
Is this provided or do you have to bring your own?

	

	Who do you need to call if you need to be off sick?
Make sure you know who to call and have their number.

	
	Who is the First Aider in the work place?
Where is the first aid box and book kept?

	

	When do you get paid and do they have your bank details?

	
	You know who your manager or supervisor is and have met them.
	

	Have you read and signed your contract of employment with your new employer?
This can take a month to sort out.
	
	Do you have the right PPE (Personal Protective Equipment) needed for your job?
If not how do you get this?

	

	Do you know about the pension scheme that your employer offers.
	
	Have you been made aware of the complaints procedure and what to do if you are unhappy with behaviour in the workplace.
	



Getting Paid 
Money earned for work completed with an employer is paid to you as a wage.  This is paid in to your bank account.  Wages are paid in accordance with your employer’s policy. This could be weekly, fortnightly or monthly.  

Minimum Wage
[image: ]The hourly rate for the minimum wage is based on your age and whether you are an apprentice.  You must be at least school leaving age to get the National Minimum Wage and over 25 to get the National Living wage, the minimum wage will still apply for those 24 and under.

As of April 2018 the current rates of pay are:

	

	Current rate
	Future rate (from April 2019)

	National Living Wage
	£7.83
	£8.21

	21-24 rate
	£7.38
	£7.70

	18-20 rate
	£5.90
	£6.15

	16-17 rate
	£4.20
	£4.35

	Apprentice rate
	£3.70
	£3.90



Apprentices

As an Apprentice you are entitled to the apprentice rate if you are:-
· Under 19
· Aged over 19 and in the first year of an apprenticeship

For example
Jake is 22 and in his first year of his Business Administration apprenticeship – he is entitled to £3.70 an hour.

As an Apprentice you are entitled to the minimum wage if you are:-
· Aged 19 or over
· Have completed the first year of your apprenticeship

For example
Claire is 22 and has completed the first year of her Electrical Engineering Apprenticeship, she is entitled to £7.38 an hour.

More information can be accessed at https://www.gov.uk/national-minimum-wage-rates.

You will receive a wage slip each time you get paid.  This will show you all the deductions (money taken off of your wages) and what amount you should get paid into your account.  
As an employed person you are required by law to pay tax and National Insurance.
When you start work, you will be asked for all the necessary information to enable your employer to pay you.  This will include:

· National Insurance Number
· Name and address and date of birth
· Bank account number and sort code

Ask your leaving care adviser if you need help finding any of this information.


Once you have been paid remember that this money needs to last you the whole week or the month depending on how often you are paid.  
Remember the budgeting skills you have learnt in Get Going with Money to help you to manage your money.
[image: ]
[image: ]Getting Paid 
My details: 
National Insurance Number:
Bank Sort Code:
Bank Account Number:


Task 14 – Getting Paid Quiz
You should complete this with your keyworker or leaving care adviser as you probably won’t know all the answers.

Money paid to me for work completed is called - 
a) Grant
b) Wage
c) A present 
National Insurance and Income Tax pays for – tick all that apply
a) State benefits
b) The National Health Service
c) The Fire Service
My tax code shows me –
a) How much tax will be taken each month
b) The amount of money I can earn before tax is deducted
c) The amount of money that will appear in your bank each month

I should keep my wage slips for –

a) 2 years
b) 10 years
c) Don’t need to keep them at all



 


Wage Slips
As an employee it is your right to have an itemised wage slip detailing your earnings and deductions. This document Your National Insurance Number this number never changes..

should be kept for at least two years.  You may need them for renting a property, mortgages or loans. Draw arrows on the diagram below to show where each bit of information is found on the 
wage slip.
[image: ]Your unique employee number.



 These are the deductions made in this pay.
This shows how much you have paid in the last financial year. 
TD = to date
This is the amount of money that should appear in your bank account or be written on the cheque.
PAYE Tax and National Insurance Contributions
Everyone over 16 and earning a wage above £155 per week pays these contributions.  This for state benefits including Pension Benefit, Contribution based JSA and ESA, Maternity Benefit and Bereavement Benefit.
Tax Code. This shows how much you can earn before you have to pay tax.  This is PAYE (Pay As You Earn) and is deducted monthly from your earnings.
Gross Salary.  This shows how much you are paid before any deductions are made from your wages.

 PAYE Tax and National Insurance
These are Tax and contributions that you pay on money you have earned.  Tax is paid when you earn over the amount of £11,850 (as at April 2018). It is deducted from your wages each time you are paid. You can see how much you have paid in Tax and National Insurance from your wage slip. 
The financial year runs from April to April.  Every April you will receive a form from your employer and HM Revenue and Customs this is called a P60. 
This is for your records, it shows the full amount you have earned and Tax paid for the year.  This should be kept along with wage slips for two years before throwing them away.  This is your evidence of money earned and Tax/National Insurance paid.  You may also need these documents if you want to apply for a loan, or mortgage as proof of income and having employment.

What are PAYE Tax and National Insurance Contributions Used For?

	
	Pensions
	£129.9 billion
	

	
	Health Care
	£119.0 billion
	

	
	Education
	£68.7 billion
	

	
	Defence
	£37.8 billion
	

	
	Welfare
	£90.1 billion
	

	
	Protection
	£24.8 billion
	

	
	Transportation
	£24.0 billion
	

	
	Gen. Government
	£12.4 billion
	

	
	Other Spending
	£90.3 billion
	

	
	Interest
	£42.3 billion
	

	
	Total
	£640 billion
	





What is a P45?

A P45 is a form given to you when you leave an employer and looks like this:-
[image: ]

When you start a new job you need to give it to your new employer.  This ensures that your wages and tax/NI calculations are done correctly.

Task 16 – Tax and Insurance Knowledge Checker

How often do you pay tax and national insurance?
a) Every 10 years
b) Every time you are paid
c) Every time you leave a job

When do you get a copy of your P60?
a) Every 5 years
b) At the end of each financial year in April
c) When you request it

How long should you keep financial documents?
a) You don’t need to
b) At least 2 years
c) Forever



[image: ]Pensions
All employers must offer a work place pension scheme by Law.  You, your employer and the Government pay in to this scheme.

What is a pension scheme?
In simple terms, a pension scheme is a type of saving plan to help you save money for when you retire from work so that you have an income to live on. Each time you are paid, some of the money you have earned will be paid into you pension pot. Your employer will also contribute towards your pot and the government will not tax you on this part of your earnings.

What is the retirement age in the UK?
The current state pension age is 67. The government are currently reviewing this and it is likely to go up.

What your employer must do:
· When you start work your employer must enrol you automatically on to their scheme and pay at least the minimum contributions to your pension on time (it is usually done when you are paid).  
· They must tell you this and tell you about the scheme.
· Allow you to opt out of the scheme within in 1 month if you wish to.
What your employer can’t do:
· Force or encourage you to opt out of the scheme.
· Unfairly dismiss or discriminate against you for staying in a work place pension scheme.
· Close a work place pension scheme without automatically enrolling all members on another one.
You can opt out of the Pension Scheme and start a private scheme however your employer will not contribute to this.
More information can be found at:
https://www.gov.uk/workplace-pensions
https://www.pensionwise.gov.uk/en 

Unions
What are they?
A trade union is an organisation with members who are usually workers or employees. It looks after their interests at work by doing things like:

· negotiating agreements with employers on pay and conditions
· discussing big changes like large scale redundancy
· discussing members’ concerns with employers
· going with members to disciplinary and grievance meetings

Find a union to join
[image: ]If there’s a union at work, you can ask the trade union representative (‘rep’) about joining. Their contact details may be in your company handbook, intranet site or on the union noticeboard.
The union rep will tell you if you’re eligible to join and give you a membership form to fill in.

Trade union contact details
You can search a list of unions and their contact details put together by the Certification Officer, the independent organisation responsible for the legal regulation of unions.
You can also use the TUC’s interactive tool to help you find a trade union in your workplace, or one which covers your type of job.

Trade union membership subscriptions
Your union will charge a union membership fee (‘membership sub’) to finance the work of the union. This can be the same amount for all employees or based on how much you’re paid.

Paying your membership subs

You can pay your subs by:
· having the amount taken by your employer from your pay and sent to the union (otherwise known as ‘check-off’)
· direct debit[image: ]
· cash
· cheque
This information was taken directly from the Government website.  For other links and further information go to www.gov.uk/join-trade-union/joining-a-trade-union.
Jargon Buster – What does it mean??

Annual Leave
Paid time off work for holidays, rest or recreation.

Disciplinary Procedure
Sets out in writing how the employer will deal with the alleged shortcomings of an employee.

Diversity
Understanding that everyone is unique and we all have individual differences, these can be around race, age, gender, sexual orientation, religion, socio-economic status (whether you have money or not) physical abilities, political beliefs or other ideologies (what you believe in).

Equal Opportunities
This is the right you have to be treated without discrimination. People who have one of nine protected characteristics (age, disability, gender reassignment, marriage or civil partnership (in employment only), pregnancy and maternity, race, religion or belief, sex, sexual orientation) are protected by law from unfair treatment.

Fixed term contract
A fixed-term contract is a contract of employment which ends on an agreed date.

Grievance procedure
This sets out how to complain about something that happens at work. It could be about the behaviour or actions of a colleague or manager.

Gross
Gross is the amount of money you have earnt before any deductions are made from your wage.

Leave
Permission to be absent from work. Under employment rights legislation there are statutory entitlements to annual leave, maternity leave, adoptive leave, parental leave and carer's leave.

Net
Net is the amount of money you’re paid after all of your deductions have been made from your wage.

PAYE
This stands for Pay As You Earn, so each time you are paid your employer will make sure your contributions to Tax and National Insurance are made and this will be shown on your wage slip.

Probationary period
A specified period at the start of an employment to see if the employee is suitable for the job. If the employer decides after the probationary period that you are not suitable for the job then they can immediately end your employment.

Public holidays
There are 9 public holidays each year, for example, Christmas Day. The statutory public holiday entitlement for employees is: either a paid day off, an extra day of annual leave or a day's pay.

Redundancy
Redundancy is when your job ceases to exist because of lack of work or your company closing down.

Trade union
A trade union is an organisation which negotiates with an employer for better pay and conditions.

Wages
Wages are the money paid to you by your employer for your work. This money is also known as pay, salary or remuneration. Sometimes other benefits can be included to make up your wages, for example board and lodging, if supplied by your employer and are part of your employment contract.

Working Hours
This means the time when you are working. For most employees the legal maximum average working week is 48 hours.

Zero hours contract
A zero hours contract is generally understood to be a contract between an employer and a worker where:
· the employer is not obliged to provide any minimum working hours
· the worker is not obliged to accept any work offered.


Other useful contacts and information

ACAS
Stands for Advisory, Conciliation and Arbitration Service.  A publically funded independent organisation that aims to promote better employment relations.  It offers a range of information on employment law for employees.
http://www.acas.org.uk 

Citizens Advice
The website contains information and advice on range of issues including benefits, money, debt, Housing, Work, Health plus more.
www.citizensadvice.org.uk 

Not going to University
Not going to Uni is a website that gives advice and information on alternative jobs and apprenticeships, traineeships and work experience opportunities, distance learning and alternative courses and sponsored degrees.   www.notgoingtouni.co.uk 

Martin Lewis – Money Saving Expert
Martin Lewis’s site gives a variety of information on money, from bank accounts and savings to mortgage information and vouchers. www.moneysavingexpert.com

 Equality and Human Rights Commission
Offers information, advice and guidance on challenging discrimination and protecting human rights.  www.equalityandhumanrights.com 

Talk to Frank
National Website for information on drugs www.talktofrank.com 




What Have I Learnt?

List three things you have learned.

1)

2)

3)

List one thing you have learned that surprised you.

1)

List three things that you want to find out more about.

1)

2)

3)

How will you find out more about these things?



Feedback form for Get Going in Employment

We hope that you have found this workbook useful.  We would like to hear your opinions about the content and any improvements or things that are missing which could be added.

Please take a few minutes to fill this in and let us hear what you think.
Thank you.

Did you find this workbook useful? (please circle your answer)
Yes		No		some of it

If no – please say why it was not useful.





Is there anything you would like to have seen in the workbook that is missing?





Any other comments you would like to make about the workbook
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