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Y10 PSHE Careers: Preparing for Employability Achieving
ambitions

—~-

Aims:

- Introduction to applying for work experience

+ Understanding how to write an email to an employer

- Identifying ideas for suitable work experience
placements

- What is an aspirational goal and what do you need to
do to achieve it?
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Careers Information Advice & Guidance

Mrs Johnston
Hayesfield Careers Leader
Email:p.johnston@hayesfield.com

&

Mrs Turner
Independent Careers Guidance:
Email: n.turner@hayesfield.com
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Y10 Careers: Work Experience 7" to 11t July

1. Find yourself a work experience placement for enrichment week. You will have some
time in PSHE lessons and also some time in tutor sessions to get help and advice.

2. Aim to have 5 days work experience in Enrichment Week. This time should be spent
getting experience inside a workplace.

3. Start looking early because you will be competing with other schools for places.
4. Seek help if you are unsure. (It doesn’t have to be in Bath and it can be split)
5. Make sure it helps you develop ‘employability skills’.

6. You will need to have the confidence to ask employers for yourself
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https://www.youtube.com/watch?v=0cZ-dIOJC-g
https://www.youtube.com/watch?v=zRtdqz6LVVQ

What you need to do to start organising your work experience:

1. Get advice on ideas for work experience

« Use www.careerpilot.org.uk to research career ideas
+ Speak with Mrs Johnston (Careers Leader)

« Speak with your tutor

« Speak with your PSHCE teacher

« Speak with relevant subject teachers depending on your career interests

2. Email, phone or write a letter to ask businesses and employers by
November.
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http://www.careerpilot.org.uk/

Useful website links to help get you started on your work experience search:

Use Career pilot to explore jobs that would suit your skills and interests.

https://www.careerpilot.org.uk/information/help-and-support/start-her

e-bx-xear-groug‘xlo-start-here

Observe GP provides a free, online, interactive video platform providing
insights into general medical practice.

www.rcgp.org.uk/observegp

Explore the Allied Health Professions

https://iseethedifference.co.uk/

Take virtual tours of a range of work places

https://www.icanbea.org.uk/virtual-tours/

Use the interactive video with Barclays life skills for virtual work
experience

https://barclayslifeskills.com/i-want-virtual-work-experience/school

Watch videos of real people talking about their careers

Explore different job sectors and job roles

Find out about 350 roles with the NHS

https://icould.com
https://guest.startprofile.com/world-of-work/explore/industries
https://www.healthcareers.nhs.uk/explore-roles

A buzz quiz on UCAS to find out what you are like and what you could do.

https://www.ucas.com/careers/buzz-quiz
or

https://icould.com/

Labour market information on how much you earn in different jobs

https://www.careerpilot.org.uk/information/careerometer

Find out about careers that have apprenticeships

https://www.apprenticeships.gov.uk/#

Lots of information on ‘how to become a...’ for a range of careers.

https://www.how2become.com/careers/

Lots of information on careers in retail

https://www.rethinkretail.org.uk/

Watch Stacey Dooley take five 16-18 year olds into industries crying out
for young workers to give them the ultimate work experience.

https://www.bbc.co.uk/iplaver/episodes/p06zhf9j/the-nine-to-five-with-st
acey-dooley

Register here to view a range of Virtual Work Experience opportunities
with ‘Speakers for Schools’

https://www.s4snextgen.org/

Take a Virtual tour of different Universities

https://www.ucas.com/undergraduate/what-and-where-study/open-days-

Register here for a range of virtual work experience programs

—

and-events/virtual-tours

Schools Partnership


https://www.careerpilot.org.uk/information/help-and-support/start-here-by-year-group/y10-start-here
https://www.careerpilot.org.uk/information/help-and-support/start-here-by-year-group/y10-start-here
http://www.rcgp.org.uk/observegp
https://iseethedifference.co.uk/
https://www.icanbea.org.uk/virtual-tours/
https://barclayslifeskills.com/i-want-virtual-work-experience/school
https://icould.com/
https://guest.startprofile.com/world-of-work/explore/industries
https://www.healthcareers.nhs.uk/explore-roles
https://www.ucas.com/careers/buzz-quiz
https://icould.com/
https://www.careerpilot.org.uk/information/careerometer
https://www.apprenticeships.gov.uk/
https://www.how2become.com/careers/
https://www.rethinkretail.org.uk/
https://www.bbc.co.uk/iplayer/episodes/p06zhf9j/the-nine-to-five-with-stacey-dooley
https://www.bbc.co.uk/iplayer/episodes/p06zhf9j/the-nine-to-five-with-stacey-dooley
https://www.s4snextgen.org/
https://www.ucas.com/undergraduate/what-and-where-study/open-days-and-events/virtual-tours
https://www.ucas.com/undergraduate/what-and-where-study/open-days-and-events/virtual-tours
https://www.insidesherpa.com/

Why would | need to write a professional email?

* Requesting work experience

 Asking for a Saturday job
» Asking for a full-time job such as an
apprenticeship after GCSEs or A levels.
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What happens when you send an email to
someone you don't know?

1. It could be deleted without being read
2. It could be read and ignored
3. It could be read, and you will get a reply

How do you increase your chances of a reply?
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Sample 1: What would you do if you received this email?

From: crazy4cats2006@gmail.com
Subject: Request

Hi,

i am looking for work experience related to graphic design as i am
interested in a career in this field. My school’s work experience
week starts 10 July. Could you take me on? &
Bye for now,

Jane
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Sample 2. What would you do if you received this email?

From: JDoe22@gmail.com
Subject: Request for Work Experience

My name is Jane Doe and | am in Year 10 at Hayesfield. | am looking for work
experience related to graphic design, as | am interested in a career in this
field.

My school’s work experience week takes place from 10-14 July 2023. Thank
you for your time.

Regards,

Jane Doe
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mailto:JDoe22@gmail.com

Sample 3: What about this email?

From: JDoe22@gmail.com
Subject: Request for Work Experience

My name is Jane Doe and | am in Year 10 at Hayesfield. | am looking for work experience
related to graphic design, as | am interested in a career in this field.

| spend most of my spare time drawing, and | have enjoyed the Art GCSE projects that involve
computer aided design. Your website has some great examples of your work, | especially like
the posters and the website you designed for the Roman Baths.

My school’s work experience week takes place from 10-14 July 2023. Thank you for your time.

Regards,

Jane Doe
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mailto:JDoe22@gmail.com

With a partner find 3 things you would change

From: crazail.com
Subject: P@

O

(1Jm looking for work experience related to graphic design
as i am interested in a career in this field. My school’s work
experience week starts 5 July. Could you take me on

By&for ndw,

Jane
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What else is missing?

‘What year group are you?

‘What school do you attend?

‘How long is the work experience for?

.Why are you interested in graphic design (for example)?
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Increase your chances of a reply

1. Email address that sounds mature (use
your school email)

2. Specific subject line

Use proper punctuation [] especially
capital letters

4. Don't use emojis or informal language

o
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Example

1. Formal greeting
Dear Ms. Doe

2. Introduce yourself and explain why you are writing

My name is Jane Doe and | am in Year 10 at
Hayesfleld. | am looking for work experience related
to graphic design as | am interested in a career in this

field.
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3. Any additional information that makes you
sound excited

| spend most of my spare time drawing, and | have
enjoyed the Art GCSE projects that involve computer
aided design. Your website has some great examples
of your work, | especially like the posters and the
website you designed for the Roman Baths.
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One more thing...How to name drop

*|f you have a personal connection to the person you are emailing [
Mention how you know them, people are more likely to help

*If you do not have a personal connection

1 Mention how you found their email address (on the website,
through ringing them, etc)
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Name dropping example

‘My sister, Jane Doe, was a friend of yours at Hayesfield.
Jane suggested that you may be able to help me with work
experience related to'graphic design.

‘You may not remember me, but | met you at the
Apprenticeship Fair last month at the Bath Assembly
Rooms. We spoke about work experience, and you
suggested | contact you by email.

1 Could you do this based on a social media post /
Instagram you liked?
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If you get a reply: saying no

- Thank you for your reply, | wondered if you could su?gest any
othsr graphic design firms that you think may be able to help
me?

- Thank you for your reply, if in future you are able to offer work
experience, | am interested and | am also available during the
Summer holidays for 1 or 2 days. Perhaps a shorter time
period would work better for your company
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If you get a reply: saying yes

» Email as soon as possible to say ‘thank you’
and confirm what to do next.
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Phone call practice

It's scary talking on the phone.

Lots of students are really unwilling to call employers (or
even friends!) on the phone but sometimes you just need

to speak to someone directly and get things organised.
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Phone call practice

Before you phone, try using some of these phrases to have a
mock telephone conversation. No one is scared to answer their
name in the register — it gets much easier with a bit of practice.

 Hello, my nameiis.....
 Could I speak to the hiring manager?

| am a Year 10 student at Hayesfield and | am looking for
work experience this July.

Hayesfield .. 4 el



Phone call practice — Leaving a message
Or try this one:

* Hello, my nameis.....
» Could I speak to the hiring manager?

» Could | leave a message please? My name is...., my
mobile number is.... | would like to speak with the
manager about the possibility of work experience.
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Company Name

YTL Utilities UK Limited Treatment and disposal of waste water

Future plc Digital and magazine publishers

Redde plc Specialists in accident management, legal, fleet and policy services
Rotork plc Actuator manufacturer and flow control company

Wessex Water Services Limited Regional water board

Happold LLP Design and advisory to property and construction sectors
Lovehoney Limited Online sex toy retailer

Mulberry Group plc Fashion company known for its leather goods

BMT Defence Services Ltd Defence services

Cross Manufacturing Company 1938 Ltd Manufacture of fabricated metals
London & Country Mortgages Limited Mortgages and financial broking
Altran UK Limited Software and safety engineering

Halsall Construction Limited Builders and public works contractors

Loss Management Group Ltd
Insurance claims specialist

Withy King LLP Legal services provider known as RWK Goodman
Inspecs Group Plc Design and manufacture of eyewear
Northavon Group Limited Mechanical and electrical engineering contractors

Curo Group Limited Social and commercial housing

Horstman Defence Systems Ltd Designs and manufactures vehicles suspen-
sion components

Novia Financial plc Platform-based wealth management service
Time Finance plc Providers of equipment lease rental finance
Thrings LLP Solicitors

Stone King LLP Solicitors

CEPS PLC Manufacture and distribution of protection equipment

Interaction Associates Limited Design and fitting of office environments

Bath's top
50
businesses
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Ranking Company Name

Aequus Construction Limited Construction and property management
Feilden Clegg Bradley Studios LLP Architects

The Bath Priory Limited Hotel, spa and fine dining

Netcraft Ltd Cyber defence

Emery Brothers Limited Builders and developers

Bath Rugby Limited Bath Rugby Club

Fidelius, Ltd /ndependent financial advisory services

Heronbridge Ir 1t M

1ent LLP /nvestment management services
Altus Limited Business and IT solutions to the financial services industry
Chelverton Asset Management Limited Asset Management

Roman Glass Ltd Glaziers

SRT Marine Systems plc Research and development of wireless radios

Gr Il Communi

1s Ltd /nternet communications services
Mayden House Limited Software for healthcare services

GroupMove Ltd Known as MoveGB

Andrew Brownsword Hotels Limited Hotel and restaurant group
Digitalbox plc Digital media company

Latona Leisure Limited Hotel and public house group

The Theatre Royal Bath Limited Bath's theatre

Thermae Development Company Limited Thermae Bath Spa Complex
Hg Ventures Ltd Known as Total Bathrooms. Bathroom design and installation
Cab Aid Limited Accident management company

Actual Experience plc Digital marketing analysis

Zynstra Limited Software company

The Guild Of Valuers & Jewellers
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