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Content Summary

Lesson 1

	[bookmark: _Hlk218771490]In this lesson, you will need to understand and apply your knowledge to answer questions on competencies, abilities and ethics that will assist in securing a job and developing a career:
· Studying advertisements
· Writing an application letter
· Completing application forms (hard copies and online)



	Key terminology
Job: Getting paid for work done. A job does not always require specific qualifications, experience or advanced skills.
Career: An occupation that you study or train for, with the intention of working in that field for a large part of your life.
Job advertisement: An announcement or notification of an available job position, outlining the requirements, responsibilities and application details.
Application letter: A formal letter written to a potential employer to introduce yourself and explain your skills, experience and suitability for a job.
Curriculum vitae (CV): A written summary of your education, qualifications, work experience and sometimes your interests, which is sent to a potential employer when applying for a job.



Studying advertisements
If you decide to start looking for work, where do you begin looking for job advertisements? There are many places where you might find job opportunities. These include:
· Community boards at a local grocery store, such as Spar or Pick 'n Pay
· Asking on an AI platform such as ChatGPT 
· Visiting local businesses in person
· Using online platforms such as LinkedIn or job search websites like Indeed or Careers24. 

When you study a job advertisement, it is important to know what information to focus on so that you can decide whether the job is suitable for you. Most job advertisements include key details that help you understand what the employer is looking for. 

Key details in job advertisements:
· Job title, location, start date and working hours
· Salary or income (sometimes this is not included)
· Gross salary is the total income amount before deductions, such as tax or medical aid.
· Net salary is the amount you take home after these deductions.
· Qualifications, experience, skills and personal qualities required
· Application details (how to apply, what documents are needed (e.g. CV, cover letter, driver's license) and the closing date)

Understanding these details will help you make better decisions and avoid applying for jobs that are not suitable for you. It also helps you prepare properly when you do apply.

	[image: ]Weblink
Visit the link (bit.ly/42sZUGK) or scan and bookmark the QR code to learn more about finding and applying for jobs. This website is a resource portal that provides practical guidance on job hunting, interview preparation, and self-employment. It also explains important labour rights and regulations, including the Basic Conditions of Employment Act.



Writing an application letter
One of the key requirements when applying for a job is writing an application letter. This letter gives the employer a first impression of who you are and what you can offer. It is often your first introduction, so it needs to show that you would be an asset to the company.

Tips for writing an application letter: 
· Type your letter neatly on a computer to create a professional impression.
· Use the correct formal letter format, including your address, the date, and the employer’s details.
· Clearly state the job you are applying for and where you saw the advertisement.
· Highlight your relevant skills and values and explain how they would benefit the company.
· Include relevant experience, even if it is informal, and briefly explain what you learnt.
· Mention that your CV is attached. The letter should introduce you, not repeat your CV.
· Address the letter to the correct person mentioned in the advertisement.
· Keep your content relevant by focusing on skills and qualities that match the job requirements.
· Support your claims with examples, such as achievements or responsibilities you have had.
· Use formal language and tone, avoid slang, jokes or overly casual wording.

Completing application forms (hard copies and online)
Once you have decided to apply for a job, you will need to complete an application form. This may be an online form or a hard copy form that you need to fill in. When completing your application form, it is important to keep the following tips in mind:

①	Take note of the closing date. Late applications are usually not considered.

②	Check the requirements and documents needed. These often include: ID document and certificates (e.g. NSC – National Senior Certificate, or any tertiary qualifications)
Note: In South Africa, copies of documents often need to be certified by a Commissioner of Oaths (you can certify documents at your local police office).

③	Tailor your application and be honest. Make sure your application matches the requirements of the job. At the same time, always be truthful about your skills and experience.

④	Proofread your application. Check your spelling and grammar carefully. If completing a hard copy, ensure your handwriting is neat and legible. Remember to sign and date the form where required.

⑤	Keep a copy of your application. This will help you prepare if you are invited for an interview.

⑥ 	Follow specific instructions. Hard copy forms should be completed in black ink. Always include the reference number of the post (if available).

Lesson 2

	In this lesson, you will need to understand and apply your knowledge to answer questions on competencies, abilities and ethics that will assist in securing a job and developing a career:
· 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



Writing and building a curriculum vitae (CV)
A curriculum vitae (CV) is a concise written summary of your education, qualifications, work experience, and sometimes your personal interests, which you send to a potential employer when applying for a job.

Basic guidelines for structuring your CV
When writing your CV, it is important to present your information in a clear, concise and professional manner. Keep the following guidelines in mind:
· Try to keep your CV short and to the point, ideally limited to one page.
· Provide basic information about yourself, including your contact details and a recent, professional photograph (head and shoulders).
· Include:
· Your career goals and your current situation (e.g. a Grade 11 learner seeking part-time work)
· Your education. List the subjects and your performance in these subjects. 
· Special achievements or awards (e.g. First Aid course) and the dates these were completed
· Languages you can speak, read and write (e.g. home language and additional languages)

All forms of experience gained
As a learner, you can gain experience through activities such as job shadowing, informal jobs, part-time work, community service and volunteering. These experiences help you develop important skills such as communication, teamwork, responsibility and problem-solving.

Informal and/or part-time jobs
Informal jobs are jobs that are not registered with the Department of Labour or the South African Revenue Service (SARS). These jobs fall outside the formal economy and usually do not involve a contract. They are often short-term, for example, washing cars, mowing lawns or doing hair from home.

Part-time jobs involve working fewer hours than a full-time job but are still structured and regulated. Both informal and part-time jobs provide valuable experience that can be added to your CV.

Evidence of job shadowing
Job shadowing is when you observe someone at work, usually in a career that interests you. You follow the person during their workday and learn by experiencing what their job involves. If you complete job shadowing over a few days, you should ask for a letter or certificate as proof of your experience. 


Managing projects
Managing projects is an important competency that you may have developed at school or in your community. Project management involves planning, organising and managing tasks to achieve a goal. It includes skills such as leadership, communication, problem-solving, budgeting, managing people and adapting to change. These are important skills that employers look for and should be included in your CV.

Administration skills
Administration skills refer to the ability to organise, manage and complete tasks efficiently. These may include planning and organising work, record-keeping, communication and basic computer skills. These are essential skills for any job. 

Obtain testimonials 
A testimonial is a written statement that provides evidence of your character, strengths, achievements and qualifications. It should be written by someone who knows you well but is not one of your listed references. Testimonials can be attached to your application to support your CV.

A reference is the name of a person who can provide information about your character and abilities. You should include two references in your CV. Always ask the person beforehand if they are willing to act as your reference. Your references should not be family members. Suitable examples include a teacher, coach, community leader or someone you have worked or volunteered for.

Lesson 3

	In this lesson, you will need to understand and apply your knowledge to answer questions on competencies, abilities and ethics that will assist in securing a job and developing a career:
· Interview skills: Personal appearance, conduct and preparation for typical questions
· Work ethics: Responsibility and accountability




Interview skillsInterview skills: The ability to interact with the interviewer and to articulate your thoughts in a manner that represents you as a suitable, confident and professional candidate.


One of the most exciting and often nerve-wracking parts of applying for a job is being called for an interview. An interview is a meeting between people, either face-to-face or online, where one person asks questions to gather information, usually for the purpose of employment.

The interview is often the final step in selecting the most suitable candidate. However, if you are not successful, it does not necessarily mean that you are not suitable for the job. It may simply mean that another candidate was better suited on that particular day. It is important to learn interview skills so that you give yourself the best possible chance of success in the interview.  The more interviews you attend, the more comfortable you will become with the process. 

Personal appearance
Plan in advance what you will wear. Dress appropriately for the job you are applying for. Your clothing does not need to be expensive, but it should be clean and neat. Ensure your overall appearance is tidy, including your hair. Avoid overdressing or wearing strong perfume.
Conduct 
Before the interview
· Research the company. This will help you speak confidently about the work they do and show that you are genuinely interested in the position. Prepare a few questions to ask the interviewer. 
· Plan how you will get to the interview. Aim to arrive at least 15–20 minutes before your interview. 

While waiting for your interview
Take a few deep breaths before entering the interview room to help you stay calm and focused.

During the interview
· Greet everyone you meet politely. Try to remember names and engage in light conversation before the interview begins.
· Your body language is important. Maintain good posture, make eye contact, and keep a friendly expression.
· Be yourself and show enthusiasm. Confidence and authenticity can make a positive impression.

After the interview
Send a polite and professional thank-you email within 24 hours. This helps to create a positive and lasting impression.

Preparation for typical questions
During an interview, you need to be ready to answer common interview questions. Employers ask these questions to learn more about your personality, skills and suitability for the job. By preparing your answers in advance, you can respond with confidence and avoid feeling overwhelmed during the interview.

How to prepare your answers:
· Think about your experiences. Use real-life examples from school, group projects, volunteering or informal jobs to support your answers.
· Be clear and specific. Explain what you did, what you learnt and how it relates to the job.
· Always give truthful answers. Employers value honesty and self-awareness.
· Practise answering questions out loud with a friend, family member or in front of a mirror. This will help you feel more confident.

Work ethics: Responsibility and accountability
When you enter the workplace, you are not only expected to do your job and earn a salary, but also to behave ethically and professionally.

Workplace ethics are a set of principles and standards that guide how employees should behave at work. For example, if you are unhappy with the quality of a colleague’s work, it would be inappropriate to shout or swear at them. Instead, you should treat others with respect and manage your emotions professionally.

It is also important to work with transparency. Transparency means valuing open and honest communication rather than hiding information. In some workplaces, employees may witness unethical behaviour or fraud. A person who reports this behaviour to the appropriate authority is known as a whistleblower.



Employees are also expected to practise responsibility and accountability in the work assigned to them.
Being responsible means carrying out your duties properly and following the organisation’s rules, safety procedures and ethical guidelines. Being accountable means being able to explain, justify and take responsibility for your actions and decisions.

Lesson 4

	In this lesson, you will need to understand and apply your knowledge to answer questions on competencies, abilities and ethics that will assist in securing a job and developing a career:
· 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



	Key terminology
Socio-economic conditions: The financial and social circumstances or background that individuals or groups in society experience.
Skilled labour: Workers who have specialised training, qualifications or skills that they use in their work environment.
Semi-skilled labour: Workers who have some training or skills that enable them to perform certain tasks in the workplace.
Unskilled labour: Workers who have little or no formal training or specialised skills.
Expectation: The belief or hope that something will happen in the future.
Reality: What actually exists or happens, compared to what is expected or hoped for.
Perseverance: Continuing to work towards a goal and not giving up, even when faced with difficulties or challenges.
Job suitability: Having the necessary skills, knowledge, experience, attitudes and abilities needed for a specific job. It also refers to a person’s ability to perform well and remain in a job over time.



Personal expectations and knowledge about self 
With Grade 12 approaching and your future ahead of you, you will soon need to make decisions about studying, employment and possible career paths. Choosing a career is not only about meeting the subject requirements or achieving good marks. It is also important to understand your personality, interests, strengths and the type of work environment in which you would thrive.

When choosing a career, there are several important factors you should consider:
· Consider the type of career you are interested in pursuing and whether it matches your strengths and interests.
· Ensure that your current subject choices meet the requirements for the career or tertiary course you would like to study further. 
· Research possible universities, colleges or training institutions that offer these qualifications.
· Consider whether you have done any job shadowing or gained exposure to the career to help determine if you would enjoy the daily tasks and work environment.
· Think about whether you prefer working independently or with others, and how this may influence your suitability for certain careers.


Socio-economic conditions and career opportunities
Socio-economic conditions can have a significant impact on the career opportunities available to young people. Factors such as poverty, limited access to quality education and geographic location may affect a person’s ability to study further, gain work experience or access employment opportunities.

A person’s level of education often influences their chances of finding employment in South Africa. Generally, individuals with higher levels of education, specialised training or trade qualifications have access to a wider range of career opportunities. A matric certificate alone is often not enough to secure employment in today’s economy.

Acquire knowledge about jobs that require skilled, semi-skilled, unskilled and physical labour
There are employment opportunities in South Africa for both qualified and non-qualified workers. The labour force is divided into different categories. Each category will require different levels of study after school.

	Category
	Explanation

	Skilled workers
	People with specialised training, qualifications, certificates or degrees. Examples include doctors, teachers, engineers, accountants, lawyers and biokineticists.

	Semi-skilled workers
	People who have completed shorter courses or specific training modules and can assist in certain careers. Examples include teacher assistants, carpentry assistants, hairdressers and machine operators.

	Unskilled workers
	People with little or no formal training, but who may have gained practical work experience. Examples include waiters, domestic workers and cleaners.

	Physical labour workers
	Jobs that rely mainly on physical work and may not require formal qualifications, but often require practical experience. Examples include gardening, packing shelves, general building work and loading goods.



While skilled work may often lead to higher salaries, every career plays an important role in society. All workers deserve respect, regardless of their career or level of qualification.

Lesson 5

	In this lesson, you will need to understand and apply your knowledge to answer questions on competencies, abilities and ethics that will assist in securing a job and developing a career:
· Additional and higher education studies required for different careers: Further certificates and diplomas; Honours degrees; Master's degrees; Doctoral degrees



Additional and higher education studies required for different careers
One way to improve your future career opportunities is to continue developing your skills through further training or a tertiary qualification, which can help you enter a skilled career. Think of every qualification as a 'key' that unlocks a specific door. Some doors lead to a technical workshop; others lead to a boardroom or a laboratory. 

Further studies can increase your earning potential, and as your knowledge increases, your skill level can also improve.

	Learners from challenging socio-economic conditions, meaning the financial circumstances or background faced by individuals or groups in society, may be able to apply for financial support through the National Student Financial Aid Scheme (NSFAS) to help fund their studies.



Not every career requires a PhD, but every career has a specific starting point. The qualification you need will depend on the career you want to follow. The important point is to research the qualifications required for the career you are interested in, so that you understand the study pathway before you apply.

Further certificates and diplomas
These are often more practical qualifications that can help you enter technical or specialised career fields more quickly, such as coding, nursing-related support work, trades or office administration.

Bachelor’s Degree 
This is usually the starting point for many professional careers. It provides a strong foundation for careers in fields such as teaching, business, engineering, law, health sciences or government.

Honours Degree (post-graduate qualification)
This is a further year of study after a bachelor’s degree. It allows you to specialise in a subject area and may be needed for some professional pathways or management opportunities.

Master's Degree
This is an advanced qualification that helps you develop deeper knowledge in a specific field. It can prepare you for specialist, senior or research-based roles.

Doctoral Degree (PhD)
This is the highest academic qualification. It focuses on advanced research and creating new knowledge. It is usually needed for university lecturing, high-level research and specialist advisory roles.

Types of further and higher education institutions
There are different types of further and higher education institutions where you can study, depending on the career you are interested in.

TVET colleges
If you are interested in a practical trade such as hairdressing or becoming an electrician, you could study at a Technical and Vocational Education and Training (TVET) college. Courses completed at a TVET college usually lead to a certificate or diploma that confirms you have developed the practical skills needed for a specific trade or career field.

Universities
If the career you are interested in requires a degree, you will need to study at a university. Some careers require more than one degree. In certain fields, you may need to continue studying after your first degree and obtain a postgraduate qualification, such as an Honours, Master’s or Doctoral degree. 
A person who obtains a doctorate in a specific field is regarded as a specialist in that field. For example, an engineer may complete a Bachelor of Engineering degree over four years. If they continue studying through Honours, Master’s and Doctoral levels, they could become a specialist in their field and may even become a professor of engineering at a university.

The length of your studies will depend on the qualification and career path you choose. For example:
· A certificate or diploma may take one to three years.
· A degree usually takes three or four years.
· An Honours degree usually takes one additional year.
· A Master’s degree may take another two to three years.

Alternative pathways
Sometimes, looking at your future study options can feel overwhelming, especially when your marks, APS, subject choices or financial situation do not immediately match the requirements for the career you want to pursue. 

However, a lower APS or not qualifying for your first-choice course does not always mean that your study or career goals are impossible. There may be alternative pathways that can help you work towards the same goal, even if the route takes longer. Researching your options is key!
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