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Competencies, abilities and ethics that will assist in securing a job and developing a career

Lesson 1: Studying advertisements, writing an application letter and completing application forms
As you can see there are many benefits and challenges to working while you are still at school. Whether you work now or in the future, the reality is there is a whole world out there, a language that you need to know to apply for a job, apply to study or even just to be aware of how to prepare for an interview. In the next five lessons, we will be focusing on helping you develop these skills that you will use in the near future.
Maybe some of you have seen the community board at your local grocery store. Often, they have a list of jobs open, but also people have an opportunity to put their names and contact numbers on the board advertising their availability to work. The challenge with only advertising on the community board is that you only reach people in your local community. A benefit though is that if you found a job, you wouldn’t have to travel far from where you live.

What are some other places that you might hear about a job opening? 
· You could look in your local newspaper.
· Some of you might have heard of internet platforms like “LinkedIn” or searching on sites like “CareerSA”. There are many platforms online that share job openings.

One of the requirements of applying for a job is writing an application letter. This letter will give the person filtering through applications a glimpse into who you are and what you have to bring to the company. It will be the first introduction they have to you. This letter needs to convince them that you will be an asset to their company.

What can we learn from the example application letters covered in Lesson 1, Slide 5?
· Start by typing your letter on a computer
· Use the correct format for a formal letter
· Indicate where you came across the information about this job vacancy and state the name of the job that you are applying for.
· Express what skills/ values you have that would that benefit the company
· Include past job experience and what you have learnt
· Concluding thoughts
· Remember to include the mention of attaching your CV to the application.

Once you have decided you are going to apply, you will need to complete an application form. This might be a link online or an actual form that you need to fill in. Remember to double check when you are finished - that everything is complete and you have left nothing out.  
If you are applying online, ensure that you have all the documents ready to upload. You will also need to include your ID document and any certificates e.g. NSC (National Senior Certificate- the certificate you receive when passing matric). Make sure you certify your documents if you need to hand in an application form directly to the company. Hint! Make copies of everything you submit.

Lesson 2: Writing and building a curriculum vitae (CV): 
· All forms of experience gained 
· Obtain testimonials 
· Evidence of job shadowing 
· Informal and/or part-time jobs 
· Managing projects 
· Administration skills 
Today we’re going to be looking at writing your own CV. A CV can also be called a résumé which means that this document includes a summary of your contact information, education and previous job experience. Even if you were only interested in a part-time job during the December holidays, you would still need to hand in a CV. It’s important to be honest on your CV. Too many people get caught out in an interview on information that they have fraudulently added onto their CV. If you are not caught out now, then you will be sometime in the future. So be honest!

Now, how do you write a CV and what should it include? Your CV is divided into different sections that contain information about you. Before you actually start writing your CV, it is a good idea to collect the information that you need by planning what you would write in each section. We’re going to go through the different steps of an online application. You’ll be using the same online platform to write your own CV later during the lesson.
Remember, the CV will convince the HR (Human Resources) administrator that you’re the one for the job!

Let’s start by looking at the CV of a student like you, who is still at school and has no previous working experience.

Your CV will include:
· Information about you- this includes a current photograph of your head and shoulders as well as your contact information and the town where you live.
· A professional profile that describes your professional goals and where you are now. This CV example is of a student who is presently busy working on finishing GCSE.
· Your education should include the subjects you are presently studying, how well you have done in each subject and what your extra mural activities are.
· All forms of experience- this student has never had a job but volunteered at a charity event. As a student, it is important to do job shadowing, informal jobs and community work to gain experience to add to your CV. Job Shadowing is when you visit a company or institution where you would find a career that you’re interested in. You would follow the person around and learn from them by experiencing a day in their job. Should you do this for a few days, ask for a letter or certificate as proof of your job shadow experience. Informal jobs include both paid and unpaid jobs. There is no contract and it's for a very short period e.g. Washing cars, mowing the lawn.
· There are certain skills that you have developed over the years. In this section you highlight your special skills set.
· Include any special awards you have earned at school for sport or academics. Also include special awards outside of school. Don’t forget to include the date. Software indicates the level of your computer literacy. You could even include the programs that you feel you are competent in. Lastly indicate your home language and any other languages that you can speak.
· Not included in this example is a reference and testimonial- A reference are the names of TWO people that would be able to give a character reference. You would need to ask them beforehand if they would be willing to be a reference for you. This could include someone you have worked for or a reputable community member who knows you well. Your reference should not be a family member e.g. Your youth pastor where you volunteered at church or sports coach where you helped with coaching a younger team. A testimonial is a letter that gives evidence of your character as well as your personal qualities and strengths. It should be written by someone other than the reference name on your CV.

Reminder: Now that you have an idea of what is required to put into a CV, you will have the opportunity to write your own CV. Go to the link https://standout-cv.com/pages/cv-no-experience  and click on CV templates. The step-by-step process is included in Activity 2 (Lesson 2 – Worksheet).

Employers look for different skills from their employees. They want to know that you will be a competent worker, but they are also concerned about other values or abilities that ensure you would be a “good fit” for the company. These could include honesty, taking initiative, being responsible, caring, team worker, punctual etc. Being a team worker is a skill that you learn when working on projects together.
Most careers also require administrative skills. E.g. You may be a teacher, but you also need to be a good administrator to manage your classes. Being a good administrator can help prevent stress as you are organized and know where everything is. You can learn this skill while you are still in school by keeping a diary, organizing your schoolbooks and planning for upcoming tasks.

Lesson 3: 
· Interview skills: Personal appearance, conduct and preparation for typical questions. 
· Work ethics: Responsibility and accountability 

One of the exciting and most nerve wrecking parts of applying for a job is being called in for an interview. If you are called in for an interview, it means the employer liked what they saw in your CV and would like to meet you in person to determine if you would fit in their company. 

Before you arrive at the interview there are a few ways in which you can check that you are prepared:

· Check your social media platforms that you have not slandered your work colleagues or work environment. Your future employee will check to see what kind of person your social media account portrays.
· Plan well in advance how you will get to the interview and what you will wear. You need to dress respectfully and suitable for the job that you are being interviewed. You do not need expensive clothes, but they need to be clean and neat. Make sure your general appearance is clean and neat which includes hair as well. Don’t over dress!
· Plan to get there at least 20 min before the interview.
· Do some research on the company that you have applied to work for so that you are able to discuss the work that is done there.

The interview is often the final step, before identifying the most ideal person. 
However, if not successful in the interview/or final candidate … it does not necessarily mean that you are not suitable for the job. It may be that in another applicant’s interview that day, they perhaps said something that the panel found more interesting.

Being able to interview well comes from both preparation and practice.

Having a job in a workplace in South Africa is not only about earning a salary. You have a responsibility to behave in an ethically correct way at work. This means that you need to adhere to the rules for behaving that are based on what is morally acceptable and good. E.g. You cannot shout and swear at your colleagues if you are not happy with the work that they have produced. You need to treat them with respect and manage your anger.

It’s important to also work with transparency. This means that in the workplace you believe in open and honest communication and not hiding information. At times we come across unethical behaviour or fraud in the workplace. An honest person would report this behaviour to their superiors. This person would be called a whistle-blower.

Lastly, each person should be responsible and accountable for the tasks that they are assigned. This means taking responsibility for your own work and accepting criticism when you have not achieved the required outcomes so that you can improve.

Lesson 4: Personal expectations and knowledge about self in relation to the demands of the world of work and socio-economic conditions: 
Acquire knowledge about jobs that require skilled, semi-skilled, unskilled and physical labour. 
Today we’re going to look a little more closely at future careers and our expectations around these careers. It’s been 3 years since you made your subject choice in grade 9. Some of you might have chosen your subjects because you had a very specific career direction in mind. Some of you weren't too concerned about your subject choice at the time. Now it's time to start looking at the future, the expectations and reality around those careers.
Maybe you are now very interested in studying sports science to major in biokinetics because in the last two years you have fallen in love with sport. You know that you have Science and Maths and you’re achieving an aggregate of above 75% for both subjects so you know your goals are realistic. The problem is you don’t really like working with people and listening to the problems and injuries they have. The reality of your everyday job might not be what you thought it would be. You are looking for a career in which you will not only be successful but actually enjoy the work you are doing on most days. Being satisfied means enjoying your work conditions and the tasks that you are required to do.

So, how do you ensure that your expectations meet up with your dreams and are achievable?
Firstly, you would need to do research about not only the career you are interested in but you would also need to gain knowledge on what it would be like to work in that career in South Africa today. This means understanding how the socio-economic conditions relate to how much you earn and where you live. Eg. If you previously lived in a poorer community and managed to get a bursary to study at university. Your education could open doors for you to earn more in a career and therefore the opportunity / choice to potentially live in a different area.
**Having said the above - it is important not to neglect the communities that raise us. As adults, one should try to help uplift our community from within rather than to move elsewhere.   
Skilled work refers to careers that require individuals to get a tertiary qualification to do this type of job. Although these careers are great, they are not the only important career options in South Africa. In most cases these qualifications would result in a higher monthly income but they are not the only career fields in South Africa. All workers need respect regardless of which career they are in.

In South Africa we have many other career paths that don’t all require a tertiary education. Our labour force has different categories: skilled, semi-skilled, unskilled and physical labour. 
· Skilled refers to a person that requires specialised training and therefore has obtained a certificate or degree towards their career. 
· A semi-skilled worker would have completed small courses or certain modules in a course. They could assist in careers like a carpenter or teachers assistant.
· An unskilled worker has no formal training but might have work experience e.g. Waitering, domestic work.
· Physical labour has no formal qualification but often experience from previous short term jobs. E.g. Gardening, builder, packing shelves

Therefore each category will require different levels of study after school.

Lesson 5: Additional and higher education studies required for different careers: 
• Further certificates and diplomas 
• Honours degrees
• Masters degrees
• Doctoral degrees

Remember the goal is to have a skilled career which includes some kind of tertiary qualification where you study further. You could be a gardener and with some studies, become a specialist landscaper. The studies will not only increase your earning potential but also as your knowledge increases so will your skill level.
There are different kinds of additional and higher education institutions at which studying takes place depending on the career you are interested in. If the career you are interested in requires a degree, you will need to study at a university. Some careers require that not only do you need a degree but you also need to study further and obtain a post-graduate degree like an honours, masters or doctoral degree. To obtain a doctorate in a field means that you are a specialist in that field. To study for a certificate could be as short as two years. A degree usually lasts 3 or 4 years. Then an additional year for honours, another 2 years for masters. E.g. Career: Fashion Designer would study at a college for fashion design and obtain a National Diploma in Fashion Design after 3 years. An actuary would do a BSC in Actuarial Science over 3 years and additional honours year to be a practicing actuary.
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