Work Experience 2009

A basic guide to organising your work experience placement

Your work Experience placement is one or two weeks spent  in a working environment, it does not have to be in the same area as your eventual career choice, it can be anything you want it to be (within reason!)

Step 1

Ask yourself

What do I enjoy doing?

Do I enjoy working with animals?

Am I happiest mixing with other people?                                                                      

I am active would I be bored inside all day?

Do I enjoy ICT based activities? What about office work?

Would I prefer to be working outside or inside?

Where can I travel to?

What job would I like to do when I start work? 

I am rather shy, should I get a placement mixing with people to bring me out of my shell

· Speak to your parents/Carers – they may have lots of ideas

· They may know somebody who will take you on in their business for a week

· Speak to your friends in Y11 ask them where they went.  

· Don’t panic if you have no ideas straight away – you won’t be alone!

· Look at the list of placements over the past few years

Step 2

Check out the website www.work-experience.co.uk/derby
Username: hope

Password: student











Step 3

List all your choices 

You now have to decide how you would like to get in touch with the Employer

· Letter

· Telephone call

· Visit
Set out a letter as shown below


Remember to include:

1. Introduce yourself, your age and that you attend Hope Valley College

2. What kind of work you are requesting

3. The date requesting a placement 

4. Your hobbies and interests in relation to the job you are requesting

5. Leave a contact telephone number either home or college (college contact Mrs Hickinson 01433 620555)

You may not be alone requesting a placement with a company (Buxton, Lady Manners, Chapel and numerous schools in Sheffield go out during the same week). Bearing this in mind:

· Try to get in touch as soon as you decide where you would like to go

· Don’t waffle

· Try and make your letter the most interesting, if you were an employer would you find it interesting?

If you are not happy with your handwriting, use a computer – there is always one available in college – try the library or    

ICT 1 at lunchtimes.

Always check your spelling

Telephone 

Not all companies reply to letters so wait a while then chase up the request by telephone.  

· Be polite and speak clearly

· Introduce yourself and where you are phoning from

· Explain why you are phoning

Visit

If you know an Employer, or a company is situated near to where you live, you could always pop into the premises and ask if there is any possibility that they might consider taking you on for a work experience placement.  That way they meet you face on and you may get a decision straight away.  

Still unable to arrange a placement

If you are struggling to sort a placement out please speak to Mrs Hickinson (based in the main office) who will be happy to help out with arrangements at any time.  

Step 4

Hand in your details

As soon as you get the ok from an employer, place all the details on the yellow form and return to Mrs Hickinson - don’t forget to include:

1. Contact name

2. Company name

3. Company address

4. Telephone number

5. What type of work you will be doing eg: building, catering, joinery

Relax the hard work is done.....................for now!!
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Double click on Approved employer search























Placements by opportunity are handy if you have absolutely no idea what you want to do.





Have a browse through the drop down list.  Click on whatever interests you.





                                      Your address


........................


........................


Date





Employer’s name


Employer’s address


.........................


........................


Dear Employer’s name


...........................................................................................................................................................................................................................................................................................................


            Yours sincerely





            Your name





You will notice as it is a Derbyshire website lots of placements are too far away so:








Narrow your search down








Go back to approved employer menu





Click on search by postcode or placement by opportunity (1), this will narrow your search down.








Note; do not worry if the Health & Safety date has expired just get your request in early.














