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Careers Service
Ms Wang and Ms Borchers
2014 Year 10 Work Experience Arrangements

TASK 1: ARRANGE A WORK EXPERIENCE POSITION

The skills and experience you gain when arranging a position, will be valuable when you seek permanent or casual employment.
Plan Ahead

Begin your search NOW. Students from this school, other schools and TAFE are competing with you for positions. Veterinary, design, photography, medical and media positions are particularly competitive.

Type of Position

Have several types of positions in mind when you begin.  Look for positions that are related to your career choice or interest areas, but do not limit yourself to these.  Many career areas cannot take Work Experience students and the work available in others will bear little resemblance to the career choice. The aim is to experience work rather than experience a particular job. Students who complete a VET Study should complete work experience (placement) in the field of their VET/TAFE Study – e.g. Engineering.
Where to Look

Parents, friends, relatives, neighbours, sporting contacts, coaches and umpires may be able to help you to arrange a position through their employers or business acquaintances/networks. Use the Yellow Pages website to locate businesses that interest you. Local newspapers list trades and services in the classified section. Many employers now use the Internet to obtain work experience students; you can often apply on line. For large retailers such as Safeway (Woolworths), you will need to apply online.
Work experience websites which can assist you in preparing you for your work placements - Go to http://www.youthcentral.vic.gov.au/ or http://www.myfuture.edu.au/  or http://www.workexperiencedirectory.com.au/ 
Examples of positions you can apply for online:

· Melbourne Symphony Orchestra
· Melbourne Zoo
· LaTrobe University (artistic, clerical, community service, manual, scientific etc)

· Herald Sun (editorial, photography, graphic design, advertising etc)

· Melbourne Water

· Royal Children’s Hospital
· Royal Women’s Hospital (02/12/2013 – closing 13/12/2013)
· The Age

· City of Melbourne (events, courts, clerical, etc)
Your Industry and Enterprise teachers have a Work Experience Employer List. Ask to see the list. 
****You need to apply early for many employers. Up to 6-9 months in advance*****
Work Experience dates:

Monday 16th June, 2014 – Friday 27th June, 2014 

Year 10I accelerated class – Your Work Experience placement will be held in November. Dates to be decided.
You need to complete the details (including Employer, Parent/Guardian and Student signatures) on the official Work Experience form, and return it to Ms Wang or Ms Borchers by Friday 30th of May 2014.
Information you need to give and obtain
Explain to the employer that the school will provide the legal documents for completion (the Work Experience form is given to you with your Work Experience Information Pack 2014).  Give the employer your name, the colleges name and the allocated dates for Work Experience – Monday 16th June, 2014 – Friday 27th June, 2014.  If the employer is happy for you to attend a work placement in the two weeks allocated for Work Experience; add the employers details, dates/days and times allocated for the work placement and obtain the employers signature. The Work Experience form will need to be given to Ms Wang or Ms Borchers (see Task 2 for further details).
Employers should understand that you are available during normal working hours, that you are to be paid $5 per day - rate of payment on Work Experience form (except for charitable organisations and Commonwealth/State departments), and that you are covered by the State Government for Workcover. Refer the employer to Ms Wang or Ms Borchers (Careers Service) on 9795 2366 if there is information that you are unable to provide. If the employer wants to fax the information; the fax number is 9790 1466
Contacting the Employer
The telephone is the easiest and the quickest way to obtain a position. Have a pen and paper and the information ready.  Speak clearly and keep to the point.  State that you are seeking a Work Experience position. Obtain the name of the person you are talking to. The conversation could start “Hello my name is ….. and I am a student in Year 10 at Lyndale Secondary College.  I would like to speak to someone about obtaining a Work Experience position.” (see documents attached for further telephone techniques when calling an employer).
A letter is a slower but more realistic way to arrange a position.  Some employers request it.  The letter should be legible, tidy and accurately expressed. (see document attached for further details).
An Interview/Meeting with the host employer may also be used to arrange a position.  Don’t be late. Dress neatly, with tidy hair, clean fingernails and shoes. Sit comfortably, but do not slump.

Plan the things you want to say. Remember that what you say and how you say it is important.  Be polite and speak clearly. (see document attached for further details).
An email is also a good way to arrange a Work Experience position. Make it short and to the point, remembering to give the dates of Work Experience, your full name and the name of the school.

Direct contact: You can also personally take your resume and Work Experience form to an employer directly to ask for a placement.  This is an opportunity for them to see what a lovely person you are face to face! (see document attached)
If you are finding it difficult to obtain a position, talk to Ms Wang and Ms Borchers well BEFORE the deadline.
 TASK 2: GET THE OFFICIAL WORK EXPERIENCE (LEGAL) FORM SIGNED

You will be given the Official Work Experience Form (Legal Form) with the Work Experience Information Pack 2014. This needs to be read and signed by you, your parent/guardian, the employer and the Principal. You are not permitted to attend Work Experience until this form or forms (two work placements) are signed by all parties and returned to Ms Wang or Ms Borchers in the Careers Office. 
TASK 3: OCCUPATIONAL HEALTH AND SAFETY
All students must complete the Occupational Health and Safety Requirement of Work Experience before starting on the job.  This will be completed in your Year 10 Industry and Enterprise classes. You may have completed the Occupational Health and Safety Requirement certifications before at school, but they must be done annually to comply with State Legislation.
If you have chosen and have been placed in an industry listed below, you must also complete the Industry Specific modules before starting your work placement.
Automotive





Metal & Engineering (Welding & Forklift)



Building & Construction



Office & Business

Electrical





Painting 

Hairdressing





Plumbing

Hospitality & Tourism
Primary Industry (Manual handling, Machinery &

Manufacturing (Welding & Forklift)


equipment in the workplace)

Veterinary





Retail

TASK 4: WORK ON THE JOB

Be on time and appropriately dressed. Make sure you understand where to go on the first day. You need to know who your allocated supervisor will be at the work place and be in contact with them. Talk with your supervisor. Make sure you understand what you have to do and how you are to do it. Be prepared to work cooperatively. Be confident in dealing with others. Show initiative where possible and ask questions. Tasks will probably be routine because the employer will not expect you to have specific skills. You may have times where the tasks are monotonous. Everyone in the workforce will have monotonous times in their career therefore it’s important to work in with the employer and be patient.  Expect a visit from one of your classroom teachers, who will talk to you and your supervisor. This is your opportunity to discuss your placement with someone from the school. If you have immediate difficulties, contact Ms Wang or Ms Borchers at the College. 
Contact both the school and the employer if you are unable to attend due to illness or other problems.

DO NOT LEAVE ARRANGING WORK EXPERIENCE UNTIL THE LAST MINUTE!
Good luck(
Ms Wang and Ms Borchers 
Careers Service 

Prepare a current resume 
Ensure you have an up-to-date resume prepared in case you are asked to present it to a potential host employer. You will be working on your resume writing in your Year 10 Industry and Enterprise classes.
You may want to use the example below as a guide when preparing your own.
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Contacting an employer by phone
Telephone the organisation that interests you:

· Call the organisation and ask for the appropriate person i.e. Human Resource Manager / Manager or ask to speak to someone about the business and would it be possible for you to arrange your Work Experience placement with them.

Hello, may I speak with the Manager, Mr. Jones, please

· Introduce yourself and explain the nature of your telephone call

Hello Mr Jones. My name is John Smith. I am a Year 10 student at Lyndale Secondary College. As part of my studies I need to complete a Work Experience placement in an organisation that relates to my studies. I was particularly interested in your company and was wondering if I could complete my Work Experience at your company.
· Advise the person you are speaking to of the proposed dates of Work Experience (make sure you know the dates and times before you call).

I am able to do my Work Experience from Monday June 16th to Friday June 27th. If these dates do not suite you I can organise my Work Experience in the holiday period (NOTE: Speak to Ms Wang or Ms Borchers to confirm the dates you can attend in the holiday periods if the employer would prefer you to attend outside the allocate Work Experience dates). We can be flexible!
· If the employer agrees to the Work Experience or wishes to meet with you in person – make an appointment at this time.

Would it be possible to meet with you this week, I am available for a meeting anytime after school finishes at 3:00pm

· Alternatively, the employer may ask you to send a letter of application and current resume. 
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Direct Contact

Meet your host employer

When you meet with your host employer it is important to:
· Confirm your Work Experience dates / start & finish times

· Find out what clothes you should wear – observing the dress code of other employees will also be a guide to you

· Find out what lunch arrangements you will need to make

· Find out if there are any other special requirements you need to be aware of 

· Discuss what you will be doing during your Work Experience placement
· If your employer has any questions about Work Experience placement you can tell them to call Careers Service (MsWang or Ms Borchers) who can talk to them about the Work Experience program.

Meeting with your host employer is a useful exercise as it allows you to:

· Develop a rapport

· Determine how to get to & from work each day i.e. public transport

· Determine how long it takes to get to & from work each day

· If the employer agrees to your Work Experience placement fill out the Work Experience form and return the form(s) to Ms Wang or Ms Borchers as soon as the details have been completed.
· Remember travel arrangements are your responsibility 

Contacting an employer by letter
· An employer may request an application work placement letter & current resume when you contact via a telephone or you may wish to make first contact with the organisation that interests you via an application letter.

· An application letter should be:

· Neatly prepared (typed if possible)

· Free from spelling mistakes 

· Correctly addressed (use correctly spelled name(s) & job tile)


What do I do once I have completed my Work Experience? 

Send a letter of thanks to your host employer

A letter of thanks is not only polite, but it also demonstrates to the employer that the Work Experience was a worthwhile one for you.
You may wish to use the letter template below as a guide for your own letter of thanks:
<Your Name>

<Your Address>

<Your Telephone Number>

<Name of Host Employer / Supervisor>

<Name of Department (e.g.. Sales Dep’t>

<Name of Host Organisation / Company>

<Address>

<dates>

Dear <name of host employer / supervisor>
I would like to thank you for providing me with a work experience placement during <month of work placement> of this year.

During the course of my work experience with <name of host organisation / company>, I gained a greater understanding of your industry and of the workplace in general. In particular I learnt <describe what your learnt about the organisation, industry, staff, how work placement relates to your studies>.
Thank you again for allowing me to enhance my studies through work experience placement. Your expertise, time and commitment to me while I was with the company was very much appreciated.

I wish you and your organisation every success in the future.

Your Sincerely,

<Your Name>

Resume for John Smith


Personal Information





Name:			John Smith


Address:		Outlook Drive, Dandenong North 3175 


Telephone:		9795 5555 / 0412 000 000


Date of Birth: 	10th May 1997





Education


School:		Lyndale Secondary College 


Year Level:		Year 10 in 2014


Subjects:		English 						


Commerce					


History


Certificate II Hospitality (VET course)


General Mathematics


Business Management 


Science	


		


Short Courses:	St John Ambulance First Aid Course 2013


Other Skills		Experience in Microsoft Office Programs


			Class Captain Year 10, 2013





Employment History:


2011 – to date 	Retail Assistant (casual), Safeway Supermarket, Dandenong Plaza 


January 2012		Kitchen Hand (Casual), Dandenong Pavilion, Dandenong 


July 2013		Work Experience as a Food attendant in the Banquet


			Department of the Hilton Hotel (1 week)





Interests:


Sports 		Currently play basketball with The Rangers, under 17 team 


Music 			Playing guitar and drums





Referees:


Mr Chris Simms					Ms Mary Jones


Year 10 Coordinator, Lyndale SC			Manager, Dandenong Pavilion


Ph: 9795 2366						Ph: 9888 8888
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