STAGE 2 WORKPLACE PRACTICES
ASSESSMENT TYPE 1: FOLIO

Task 1: The Changing Nature of Work ~ Industry Research Task

Purpose

This task enables students to gain knowledge of issues particularly relevant to their future working
environments or aspirations, and could be in a particular focus industry.

Description of assessment

Prepare a report about the work patterns in your chosen industry area. Your report should include
investigation and analysis of the factors that have influenced changes to conditions in the workplace
within this industry. Conclude with your thoughts on how you see your working future in this industry
area.

In formulating your report consider the following with respect to your chosen industry area. Describe:

The ways in which people participate — full time, part time, casual, volunteer

The typical employee participation — males & females, age, cultural background — use statistics
the role of OHS & W in the workplace

impact of technology, if relevant

levels of job vacancies, current and future prospects

the educational requirements for working in this industry

how to apply for positions or entry level training/apprenticeships

the employability skills developed by working in this industry

To support your investigation of the nature of work in your chosen industry, you may choose to
interview people, search the internet, read newspapers, look through periodicals and books in the
resource centre and your local library.

You may find the website http:/joboutlook.gov.au to be helpful along with the other websites listed on
the following pages.

Assessment conditions

The report can be presented in a written (max 1200 words), oral or a multimodal form {max 5 mins).
Use in-text referencing and include a bibliography of sources used.
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Useful Career Websites (updated 2012)

Good sites for researching job/career information, for your information you might like to highlight those sites

you have visited:

www.joboutlook.gov.au

www.seelk.com.au

www.nycareer.com.au

www.careerone.conl.au

GENERAL CAREER INFORMATION

Adelaide University

The University of Adelaide

http://www.adelaide.edu.au/

Apprenticeships

Australian Apprenticeships

http://www.australianapprenticeships.gov.au/

Apprenticeships &
Traineeships

Australian Apprenticeship Job
Pathways

www.aajobpathways.com.au

Career Chick

Career information for women - the
employer profiles are useful

http://www.careerchick.com.au/default.aspx

Employee Ombudsman

Office of the Employee Ombudsman

http://www.employeeombudsman.sa.gov.au/

Fairwork Ombudsman

Check on pay rates, awards & conditions of
work. Industrial relations issues.

http://www.fairwork.gov.au/Pages/default.aspx

Flinders University

Flinders University

http://www.flinders.edu.au/

INAP — VET courses

Inner Northern Adelaide Partnership

http://www.inap.org.au

Indigenous Job search

Indigenous Jobs Australia

http://www.indigenousjocbsaustralia.com.au

Industrial relations

ACTU Work Site

hitp://www.worksite.actu.org.au/

Job Guide

DEEWR — careers information

http://www.jobguide.deewr.gov.au

Job Outlook

DEEWR - careers and labour market
information

http://icboutlook.pov.au/pages/alpha.aspx

My Future — Australia’s
Career information

My Future — the Facts - information on career
related topics

http://www.myfuture.edu.au

Safe work — OHS&W

Safework SA

http://www.safework.sa.gov.au/

TAFE SA —training and
VET courses

TAFE SA

http://www.tafesa.edu.au/

Youth.gov.au
Australian Government

Youth.gov.au is a gateway to youth
information, programs, services, resources
and entertainment for young

people between the ages of 12 and 25.

htip://yvouth.gov.au/Pages/default.aspx

UNI SA

University of South Australia

http://www.unisa.edu.au/

Volunteer services

Seek Volunteer — volunteer positions in the
local area

www.volunteer.com.au

Volunteering SA & NT

Information about volunteering positions
available in South Australia. Volunteering is a
great way to gain valuable skills and

help the community.

www.veolunteeringsa.org.au

Women's Information
Service

Office for Women

http://www.officeforwomen.sa.gov.au/?page id=6
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SPECIFIC CAREER INFORMATION

Interviews with peaple in
86 careers

ABC - Ace Day jobs

http://www.abc.net.au/acedayjcbs/

Courts & Justice

Court Administration Authority SA

http://www.courts.sa.gov.au/caa/index.html

Customs & Border Security

Australian Customs & Border
Protection Service

http://www.customs.gov.au/default.asp

Defence Force

Defence Jobs — Army, Navy, Air
Force, ADFA

http://www.defencejobs.gov.au/

Heaith Industry

SA Health — Dept of Health

http://www.sahealthcareers.com.au/

Hospitality & Tourism

Food, Tourism & Hospitality Skills
Advisory Council SA

http://www.fthskillscouncil.com.au/cgi-bin/index.cgi

Mining Mineral Council of Australia http: / /www.minerals.org.au /focus /industry careers
Photography Centre for Creative Photography http://ccp.sa.edu.au

Police South Australia Police http://www.police.sa.gov.au/sapol/home.js

Real Estate Real Estate Institute of SA http://www.reisa.com.au

Retail Service Skills SA http://www.retailexecutive.com.au

Sport & Recreation

Office for Recreation & Sport

http://www.recsport.sa.gov.au/

Australian Institute of Sport

http://www.ausport.gov.au/

Surveying

Surveying & Spatial Sciences

http://www.alifewithoutlimits.com.au/

Transport & Logistics

Transport, logistics & freight
industries — road, rail, planes, ports

http://tlisc.org.au/
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Learning Requirements

Assessment Design Criteria Capabilities

1. Understand and explain
concepts of industry and
work

2. Analyse the relationships
between work-related
issues and practices in
workplaces

3. Demonstrate knowledge
of the roles of individuals,
government legislation
and policies, unions, and
employer groups in work-
related and workplace
issues

4. Investigate the dynamic
nature of work-related
and workplace issues,
cultures, and/or
environments locally,
nationally, and/or globally

Knowledge and Understanding

The specific features are as follows:

KU1

KuU2

Investigation and Analysis

The specific features are as follows:

1A1

A2

Understanding of knowledge, skills, and o
competencies appropriate to the relevant industry o
{i.e. the industry in which the student undertakes Work
vocational learning and/or VET units of Learning
competency).

Understanding and explanation of concepts and
issues related to industry and work.

Analysis of the relationships between work-related
issues, tasks, and/or practices in the workplace.

Investigation of the dynamic nature of work-related
and workplace issues, tasks, cultures, andfor
environments locally, nationally, and/or globally.
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Performance Standards for Stage 2 Workplace Practices — Assignment 1

:| Comprehensive

/| understanding at an

| advanced leve] of

1 knowledge, skills, and

. competencies appropriate to
| the relevant industry.

| Perceptive understanding
and insightful explanation of
1 broad concepts and issues

: related to industry and work.

Perceptive and well-informed
analysis of the relationships
between a range of work-related
issues, tasks, and practices in the
workplace.

Thorough, detailed, and well-
informed investigation of the
dynamic nature of a range of
work-refated and workplace
issues, tasks, cultures, and/or
environments locally, nationally,
and/or globally,

Well-informed understanding
of knowledge, skills, and
| competencies appropriate to
| the relevant industry.

Clear understanding and

| well-informed explanation of
broad concepts and issues

| related to industry and work.

Well-informed analysis of the
relationships between a range of
work-related issues, tasks, and
practices in the workplace.

Detaited and informed
investigation of the dynamic
nature of a number of
work-related and workplace
issues, tasks, cultures, and/or
environments focally, nationally,
and/or globally.

Informed understanding of
knowledge, skilis, and
competencies appropriate to
the relevant industry.

General understanding and
informed explanation of
broad concepts and issues
related to industry and work.

Informed analysis of the
relationships between a number of
work-related issues, tasks, and
practices in the workplace.

Informed investigation of the
dynamic nature of some work-
related and workplace issues,
tasks, cultures, and/or
environments [ocally, nationally,
and/or globally.

Recognition of knowledge,
skills, and/or competencies
appropriate to the refevant
industry.

Some understanding and
descriptfon of aspects of
broad concepis and issues
related to industry or work.

Description of the relationship
hetween some aspects of work-
related issues, tasks, or practices
in the warkplace,

Attempted investigation of some
aspects of the nature of work-

related and/or workplace issues,
tasks, cultures, or environments.

Limited recognition of
knowledge, skills, or
competencies appropriate to
the relevant industry.

Recall of some aspects of
:| broad concepts or issues
related to industry or work.

Identification and altempted
deseription of one or more work-
related issues.

Emerging recognition of one or
more aspects of the nature of
work-related or workplace issues
or environments.
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Changinp Nature of Work

Introduction

This task will enable me to gain knowledge of issues relevant to the Security industey. o will also
provide a stronger understanding of how and why security is used and the procedure of safely
operating/installing. The main locus in this industry is working with security cameras and scourity
alarms which witl cover many aspects such as installing and uninstalling, planning and quoling prices
and speaking in a technical manor to future clients, Interest in this particular job industry grew from
admiring my dad’s successful business Security and the way he supporls my family by
working hard. This report will cover aspoects of the Security industey including employment,
occupational health and safety, impact of techinolopy, fabour market, education/ requirements and
emplayahility skilis.

Labour market information

Due to crime rates in Australia there will always be a demand in the Secarity System industry. Both
residential and commercial will always need security systems installed due 1o the valuable assels
and other important valuables that are either in the house or stored away at a business shop.
Companies and institutions need to protect property, assets, equipment and staff from theft,
vandalisim and violence to maintain insurance policies and minimise losses. These factors continue to
add demand for security installation and therefor increase the work demand in the industry. The
annual growth of employment is 1.9% and has an industry revenue of around $2 billion in Australia
(ibisworld). To work in the security industry, one could get an apprenticeship or traineeship and
learn from a qualified installer and future job prospects include owning a business or being a high
ranked staff member at another security installation company. Security alarm instatler fafls upon the
‘Electronics Trades Workers’ industry, who maintain, adjust and repair eleclronic equipment, video
and audio equipment, and electronic instruments and control systems {joboutloak).

ERE L]
268
158
1t

b2

of ok . .
2003 Jo0i 200% 20006 2007 2008 2005 2010 20i1 2012 2013 204B

Figure 1 — Employment rate (joboutlook)

Analysing this graph based on the Electronics Trade Workers industry, it is evident that the
employment rate has declined over the last three years {joboutlook). However the employment rate
is still fairly high and therefore could bring about future job prospects.

Employee participation

According to payscale.com the average full time rate for a Security or Fire Alarm Installer is $26.71
per hour or $1163 per week totalling around 560,476 excluding super (myfuture). The suggested
earnings do not take into account the experience or age of the worker which may result in earning a
higher salary than the average security worker. Going by my own experience and knowledge, the
majority of full time security system workers are male. Females are more likely to operate at offices
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Changing Nature of Work

and in security stores. After interviewing M how he runs his business, he said that he has
a “female secretary working in the office doing all the invoices, work orders and all bills” while he is
out on the job.

Pergent

21.0

T T
Males FT IS5 PT Famales FT Fernales PT

@ Electronice Trades Workers All Gceupations

Figure 2 — Gender per cent share {joboutlook}

This graph shows that the security installation industry is male dominant with a low percentage of
workers being female (joboutlook, 2013).

Impact of technology

Over the past 10-15 years the Security System industry has changed immensely. Compared to a
decade ago, manufacturers of security equipment have exploited the use of new technology and are
now constructing wirelessly designed and operated alarms with many products being able to be
connected to devices through Wi-Fi or Bluetooth {cnet, 2012). This new concept allows consumers to
wirelessly operate and view cameras without looking through a connected monitor. Technology has
also shifted from analog CCTV surveillance to fully digital, network based video surveillance systems
{(infosectoday). This change has evolved the use of alarms to capture video in high resolution with
the added bonuses of having remote monitoring capabilities, integration with other systems, more
built in system intelligence, secure and longer retention of recorded video (infosectoday).
Technology has also resulted in a reduction in cost making it more affordable to have these safety
features installed for your peace and mind. In the future, technology in Security will continue to
become more reliant on wireless connections and therefor reduce the amount of wire installation.

Occupational Health Safety & Weifare

Some entry restrictions that impact this industry are all the mandatory certificates and licenses you
must abtain to enter building sites or work with electricity and cables i.e Security agent’s licence,
Cabling license and White card. Installers must also fully comply with Work Health and Safety
Regulations when on site or actively participating in any work. An example could be working on a
construction site where you would need to wear appropriate safety shoes, safety glasses and
suitable work apparel that won’t affect or cause any harm to yourself or others. Being on worksites
especially construction sites come with serious dangers of working around unprotected power or
any faults within the construction site, and also especially making sure the ground is stable and safe
to work on. Workers must take extreme caution when working at heights like roofs and should
always be accompanied with another person for extra safety and support if anything were to go
wrong.
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Changing Nature of Worlk

Education requirements/entry points & Employability skills
TAFC SA offer Certificate 1) in Security Assembly and Set up which is a 12 month Part Time run at
Regency Park and is scheduled for Evening Only. This course covers basic assembly and Installation
of security systoms, application of environmentally and sustainable procedures in the energy sector,
application of Occupation Health and Safety regulations, codes and practices in the workplace, use
of drawings, diagrams, schedules, standards, codes and specifications. Successful graduates of this
course are then able to apply for a Security Alarm Installation license and work as qualified security
system installers (TAFESA, 2015). Being a successful security alarm installer is not all about the
practical skifls of the job. Security Instoliers need to have the personal skills to be able to
communicate with clients about their needs and then arrange times and places to do the job. M
.owner of Securily said “It's important Lo be friendly and approachable at all times
even in your off hours, because peopie talk and if the clients are really satisfied with the outcome of
the job then they will refer you Lo their friends and family.”
Employabilily skills that are needed in this industry include a bright personality being able to
communicate with all types of clients for example gender, ethnic and foreigners etc. Of course
having the knowledge to do the job and initiative to plan where the alarms will be installed are
important, especially when the clients don’t know what and where they want alarms. Honestly and
reliabilily are two of the most important worl skills that clients would he looking for In the security
industry as they want to be able to trust you to protect their assets.
Like any job, workers must submit an application attached with a resume and CV to their selected
company(s). Security owner, said “Some companies may offer a practical ‘trial’
process and get the applicant to come out on the job and others generally do the oid fashioned
interview process”.

Conclusion
| have learnt that to be successful in this industry you must be able to satisfy clients with the final
outcome of the job and how you went about doing it. Like M said work in this industry

comes by good words from previous clients which then bring a good reputation to your name. | also
found that the technology used in security installation is very high and that | would he able to
understand and pick up how to run and operate cameras very easily with my tech savvy mind. This
investigation will also help me he prepared on what to expect and give me an insight of what is
involved in the security industry. At the end of the day, you're providing important work to people
that need it to keep their own personal assets and businesses safe.

Word Count: 1320
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Changing Nature of Work

Appendix 1: Interview with M. {Owner of Security)
18-2-2015

e e e
| have been involved with the security industry for 31 years and have experienced many changes
that have affected the way security is run. Major changes include alarms changing from analogue to
digital, cameras are not only used for commercial purposes but are now more affordable for
residential use, The requirements and licenses weren’t as strict to nowadays where you have to do
full day courses to gain a simple license.

Sreroqpre ccd ten Jepvhip vhivs ot vesi i the refenieg S

Technology has evolved the use of camera’s going from analogue to digital and implementing full HD
video capture. Old code pads used to be key operated to turn on and off. There is now touch
sensitive code pads. internet has also played a big part in the industry with phones and appiications
that are synced with the cameras and act as a control remote.

Maijority of Security workers are male as it's a very hard trade that requires a lot of physical skill like
climbing ladders, being in confined spaces, crawling through roofs and carrying heavy equipment. |
have a female secretary working in the office doing all the invoices, work orders and all bills while !
am ocuton the job.

i HEE I [ERF AN A AR HI TR ST SEOPRV jiicipindiae.
Some companies may offer a practical ‘trial’ process and get the applicant to come out on the job
and others generally do the old fashioned interview process. As | work for myself, | don't hire any
people full time but occasionally will hire sub-contractors i the job involves a lot of time and work,

It's important to be friendly and approachable at all times even in your off hours, because people
talk and if the clients are really satisfied with the outcome of the job then they will refer you to their
friends and family. Key characteristics include being trustworthy, honest, friendly and reliable.

| started out working for a company but then the company got sold so | worked as a sub-contractor
to hig companies which gave me a depth of experience in the industry. During my contracting work |
made a name for myself getting a ot of work and then started my own business which | still
currently run myself today.
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STAGE 2 WORKPLACE PRACTICES
ASSESSMENT TYPE 1: FOLIO

Task 2: Industrial Relations

Purpose

The aim of this task is to increase students’ understanding of how industrial relations legislation,
policies, guidelines, and procedures relate to them and to their attitudes and behaviour.

Description of assessment

Investigate and analyse an Industrial Relations issue of significance, examples are
o OHS&W
Bullying and harassment
Discrimination (gender, age, cultural background etc)
Equal employment opportunities
Workers' rights and responsibilities (rates of pay, hours, conditions of work, unions etc)

Develop an eye-catching brochure/fact sheet aimed at a ‘new worker’. Your information should be
specific to your chosen industry.

Conclude with a brief reflection and evaluation on reasons for choosing this issue and how it may
impact your own working future.

Your investigation may include:
* A clear definition of the Industrial Relations issue chosen
Causes and/or various types
Workers' rights and responsibilities
Grievance Procedures
Places where further assistance may be sought

Your reflection should include
e Your reasons for choosing this issue
e Main points of learning
* How it may impact on your own working future

To support your investigation of the nature of work in your chosen industry, you may choose to
interview people, search the internet, read newspapers, look through periodicals and books in the
resource centre and your local library. The following websites may assist you with your research:

http://www.myfuture.edu.au http://www . fwa.qgov.au/
http:/www.safework.sa.qgov.au/ htto://www.fairwork.gov.au

Assessment conditions

The information is to be presented in two parts: the Brochure/Fact sheet to be presented on 2 x A4
pages. The Reflection can be presented in a written {max 500 words) or oral {5 minutes) form. include
a detailed bibliography of sources used.

Stage 2 Workplace Practices task two
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Learning Requirements

Assessment Design Criteria

Z. Analyse the relationships
between work-related
issues and practices in
workplaces

3. Demonstrate knowledge
of the roles of individuals,
government legisiation
and policies, unions, and
employer groups in work-
related and workplace
issues

4. Investigate the dynamic
nature of work-related
and workplace issues,
cultures, andfor
environments locally,
nationally, and/ar glabally

LA isd

. Reflect on and evaluate
learning experiences
infabout the workplace,

Knowiedge and Understanding

The o

KU2 Understanding and explanation of concepts and
issues related to industry and work.

Investigation and Analysis

w??'izg m;f‘r@t’ii'é Ea 3';'»_'.17;":‘!_25"i.;“‘ jai Ry
IA1  Analysis of the relationships between work-related
issues, tasks, and/or practices in the workplace.

IA2  Investigation of the dynamic nature of work-related
and workplace issues, tasks, cultures, and/or
environments locally, nationally, and/or globalty

Reflection and Evaluation

. I
iy % ol

o Teadine

RE1 Reflection on and evaluation of learning
experiences in/about an industry, and
self-evaluation.

Capabilities

SN TR RS ER L

Work
Leaming
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Performance Standards for Stage 2 Workplace Practices- Assignment 2

Perceptive understanding
and insightful explanation of
broad concepts and issues
related to industry and work

Perceptive and well-informed
analysis of the relationships
between a range of work-related
issues, tasks, and practices in the
workplace,

Thorough, detailed, and well-
informed investigation of the
dynamic nature of a range of
work-related and workplace
issues, tasks, cultures, and/or
environments locally, nationally,
and/or globally.

Thorough and insightful
reflection on a range of
learning experiences
infabout an industry, with in-
depth self-evaluation.

Clear understanding and
well-informed explanation of
| broad concepts and issues
related to industry and work

Eos i o cmmpeng

Vst

Well-informed analysis of the
relationships between a range of
work-related issues, tasks, and
practices in the workptace.

Detailed and informed
investigation of the dynamic
nature of a number of
work-related and workplace
issues, tasks, cultures, and/or
environments locally, nationally,
and/or globally.

Detailed and considered
reflection on a number of
learning experiences
infabout an industry, with
some in-depth self-
evaluation.

General understanding and
informed explanation of
broad concepts and issues
refated to industry and work

Informed analysis of the
relationships between a number of
work-related issues, tasks, and
practices in the workplace.

Informed investigation of the
dynamic nature of some work-
related and workplace issues,
tasks, cultures, and/or
environmenis locally, nationally,
and/or globally,

Some considered reflection
on learning experiences
infabout an industry, with
some self-evaluation.

Some understanding and
description of aspects of
broad concepts and issues
related to industry or work

Description of the relationship
between some aspects of work-
related issues, tasks, or practices
in the workplace.

Attempted investigation of some
aspects of the nature of work-

related and/or workplace issues,
tasks, culiures, or environments.,

Some reflective description
and attempted evaluation of
learning experiences
infabout an industry.

Recall of some aspects of
broad concepts or issues
related fo industry or work.

Identification and attempted
description of one or more work-
related issues.

Emerging recognition of one or
more aspects of the nature of
work-related or workplace issues
or environments.

Recali of some learning
experiences infabout an
industry.
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Indusirial Relations TASK 2

PART 2: Reflection

The issue I have chosen to research is Bullying in the workplace purely based on the fact that in
primary school, I was a victim of bullying. As I will be heading into the workplace after graduating
school, I wanted to create a brochure that inspires not only victims of bullying but to alert people in
general about the effects and ways you can be supported. I was able to construct an easy to read,
attractive and informative brochure that covered all contents of bullying in the workplace, 1t is
designed to help workers specifically those new to the workforce as they will most likely be young
adults (16-20). The more awareness about bullying to people, will hopefully help victims diagnose a
bully by the way they act and talk so they can act appropriately before any real type of ‘bullying’ can
happen. For example a worker could sense that his boss has been having a hard time with non-work
related problems and therefore choose to stay away from him or even seek advice or help for the

frustrated boss before he takes his anger out on innocent workers.

Throughout my research, I learnt that bullying is a much more serious problem in today’s society and
should never be taken lightly as there are deadly side effects. According to Duncan and Riley's study
on bullying, more than I in 5 people are bullied at work (Duncan and Riley in BuilyBlocking, 2015), I
gathered a deeper understanding about the Work Health and Safety Act 2012 which requires
employers to supply a safe workplace for employee’s and take steps to recognise, assess and control

hazards including bullying behaviour.

I externally interviewed L . a current worker at Supermarkets to give me an insight of
bullying in the workplace from another person’s perspective to add to my Bullying report. With the
consent of the interviewee, I was able to ask Mrs.  personal questions about bullying and why she
thinks people ‘bully’. This interview has given me enriched information about bullying from a

frustworthy primary source.

Bullying can happen anytime anyplace, so it is relevant for me to know the rights I’m entitled to as a
worker and the different sources I can seek for help if needed. Part of being a Security Installer
involves being in contact with clients, other workers and by passes on site. As stated in the brochure,
bullying can occur if the ‘bully” is experiencing problems at home, feel threatened by your appearance
or social status which can ultimately result in them taking their anger out on you (Bullying Statistics,
2014).

I believe bullying is the stupidity act of being ‘jealous’ of another person’s ability, profession or social
status which the offender releases anger through physical or verbal actions, There is much more than
someone being bullied and that is the side effects that come along which can be deadly. Everyone

needs to be aware of their own wellbeing and support others that are being targeting.

Word Count; 498
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hucdustrial Relations TASK 2

APPENDIX 1:

Intervicw with I (worker ol }
Date conducted: 29/3/15

Question I - What is your definition of bullying?

Bullying is the action of picking on someonc’s ability or appearance whether that would be physically
or verbally. The vietim may be seen as valuable and as an easy target to put down, boosting their own
confidence and leeling supreme.

Question 2. Why do you think pcople bully in the workplace?

I'believe bully in the workplace beeause they may feel threatened that (he victim may take over their
job because of their talent in the specilic industry, hoping that the victim would leave the company so
there would be no competition,

Question 3. Have you ever Deen bullied or have known of an incident that bullying has oceurred
in your worlplace?

I have not experience bullying personally, but a colleague of mine was affected by another former
worker about the way she works. The former worker verbally abused my colleaguc and was left with
low confidence and felt insecure about hersel.
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Industrial Relations TASK 2
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STAGE 2 WORKPLACE PRACTICES
ASSESSMENT TYPE 1: FOLIO

Task 3: Finding Employment

Purpose

This task focuses on how to access the labour market — that is, how to deveio? and use
effective communication and interpersonal skills to gain work or a place in employment-related
training.

Description of assessment

Students develop an application portfolio suitable to gain work or place in employment related
training. The portfolio will include the following:

» copy of a suitable job vacancy or description of position applying for
» cover letter addressing the individual job and person specifications

» resume addressing position criteria (e.g. qualifications, skills and abilities, knowledge, and
experience)

» folder or e-folio of supporting materials (e.g. school report, VET statement of attainment,
evidence of employment, work placement or work experience, certificates of achievement,
first aid certificate etc)

» all components of the portfolio should be formatted in a professional manner and not include
spelling or typing errors

Students identify interviews questions and prepare responses appropriate for participation in a
mock interview. This will include identification of employability skills. Students will be expected
to dress appropriately for the interview and be able to refer to their portfolio.

s Minimum 10 questions and answers to be included in the assignment.

Students write a reflection to include evaluation of:
s application portfolio
» participation in mock interview

Students may find the following website helpful:
www.jobguide.deewr.gov.au www.seek,com.au
www.myfuture.edu.au WwWww.careerone,com.au

Assessment conditions

The information is to be presented in two parts: the application portfolio to be presented in an A4
folder. This is to include the cover letter, resume, interview questions and answers. The Reflection can
be presented in a written (max 500 words) or oral (5 minutes) form. Include a bibliography of sources
used.

Stage 2 Workplace Practices task three
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Learning Requirements Assessment Design Criteria Capabilities

Cibrermbug
Personal
Development

Knowledge and Understanding Communication

The specific features are as follows:

KU1 Understanding of knowledge, skills, and
competencies appropriate to the relevant industry
(i.e. the industry in which the student undertakes | Work
vocational learning and/or VET units of Lenimineg

competency).

Sz U

3
L AEELE

: [PESS RPN
UELR R LI B A S

38

Application

The specific features are as follows:
Al

5. Demonstrate and apply
generic work skills and,
where relevant, industry
knowledge and skills, in a
workplace and/or work-
related context

6. Reflect on and evaluate
learning experiences ] ,
in/abou% thgworkplace. Reflection and Evaluation

The specific feature is as follows:

RE1 Reflection on and evaluation of leaming
experiences in/about an industry, and
self-evaluation.

Stage 2 Workplace Practices task three
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Performance Standards for Stage 2 Workplace Practices- Assignment 3

Comprehensive
understanding at an
advanced level of
knowledge, skills, and
competencies appropriate to
the relevant industry.

Perceptive understanding

| and insightiul explanation of
1 broad concepts and issues
related 1o industry and waotk

Perceptive and well-infonned
analysis of the relationships
betwaen a range of worke-related
lesues. lasks, and practces inthe
workplace

Thorough and insightful
reflection on a range of
learning experiences
infabout an industry, with in-
depth self-evaluation.

Well-informed understanding
| of knowledge, skills, and
competencies appropriate to
the relevant industry.

Clean understanding and
wellhidormed explanation of
oad concepis and issues
relaied 10 industry and work

rplationships beiween a range of
work-related 1s5ues, iasks, and
praciices in the workplacs

Detailed and considered
reflection on a number of
learning experiences
infabout an industry, with
some in-depth self-
evaluation.

Infermed understanding of
knowledge, skills, and
competencies appropriate fo
the relevant industry.

1 Genaal undeystanding and
informed explanation of

bread concepts and issues
refated 10 mdustry and work

Some considerad reflection
on iearning experiences
in/about an industry, with
some self-evaluation.

Recognition of knowledge,
skills, and/or competencies
appropriate to the refevant
industry.

Saome anderstanding and
desoripiion of aspects of
broad concepts and ssucs
refated 1o ndustry o work

PresopEee S e yalitey e

Some reflective description
and aftempted evaluation of
learning experiences
infabout an industry.

Limited recognition of
knowledge, skills, or
competencies appropriate to
the relevant industry.

Recall of some aspacis of
broad concepts or issuss
related 0 indusity o work

Recall of some learning
experiences in/about an
industry.
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VNAC
Mobile:
FEmail: (er: A
12" of May 2015
Mrs T
Sceretary
‘ Seeurity Services .
~ SA /"\ r""r“! { oyor HT! (.i ¢
PR E

Dear Mrs K  Bdd Alsewd Ui oy
Fam wriling Lo enquire if you have any vacancies in your Careers G
Security Installer, | have recently completed a successiul (o e

. ) . , . . RIS i Cartin gt LA s
with Security Services which [ thoroughly O prive
information, AT
I have had past work experience with , St

. . . . . ( !- . - ii [ Ty S
games which has allowed me 1o build relationships with ¢ R leand subm

communicate effectivel y with stalf members and custom:
National level in " has taught me the value of sclf-re
was 1 being judged personally, but also role modelling or e winiie vi v s s,

Fam a conseientious person who works hard and pays attention to detail. I'm always cager to
fearn and gel advice from experts that would help me to be more efticient and useful, |
believe my attributes would have a positive effect in your team and believe we share a vision
for success through hard work. I'm keen 1o work for a company with a great reputation and
high profile like Sccurily Services.

Post school Tintend on going to TAFE SA {Regeney Park) to study Certificate 11 in Security
Assembly and Set-up. This course will take upon 12 months Part Time and once completed
will allow me 1o be a registered Security System installer,

I'have excellent references and would be honoured to discuss any available positions with
you at your convenience. In case you do not have any suitable vacancies. | would be grateful
if you could keep my CV on file for any future possibilities.

It any additional information is required please do not hesitate to ring or email me. Thankyou
for your valuable time and I look forward to hearing from you.

Yours sincerely
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3

4

Mobile
‘@hotmail.com

M

FPeraonal Statement

It is my belief that hard work and dedication are essential to being successful at the highest level possible. | place an
emphasis on high standard work by having a positive attitude and showing determination in whatever I do. I am

enthusiastic about working in a team environment where | can share m

communication skills to help customers out.

Ji

Ectcaiion

y creative ideas and can use my

Secondary

2011 - Current

Adelaide, South Australia

Primary

2003 - 2010 Primary School

Adelaide, South Australia

Aohievemenis/Avwards

2015 Workplace Certificate
Passport to Safety
2014 Locat Sporting Champion Grant
Sporting Champion
2014 Merit Award
Physical Education
2014 Senior Vice Captain
2013 ! 10 Award
Senior House
2013 Football . Australia Certificate
Level 4 Junior Referee & Laws of the game
2012 Year 9 Graduate
L
2012 Merit Award
Science
2012 Merit Award
Brama
2011 Merit Award
[talian
2011 Merit Award
Mathematics
2011 Merit Award
Science
ML LI e ke gl el urng e Werk
2M5 participant
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2014 Community Sarvice (Primary School & Age Care Facility)
2013 Year 8 Saturday Morning Soccer - Voluntoer Linasman
e e ey iy tifoe

2015 -

Wednesday Night Soccer Competition
Year 12 Relreal
Year 12 Formal

2014 — l.eadership Camp
Leadership day include Australia presentation
Open Competition
Wednesday Night Soccer Competition
Open Soccer Knockout
Year 8 Mass
Helping Sports day/Swimming Carrivals

2013 - Year 10 Soccer Knockout
Open Snccer Knockout
Open , I Competition
Wednesday Night Socecer Competition

2012 - Year 9 Saturday Morning Soccer
Year 8/9 Soccer Knockout
Wednesday Night Soccer Competition
Open Soccer Knockout
Year 8/9 Competilion

2011 - Year 8 Saturday Morning Soccer

Year 8/9 Soccer Knockout
Year 8/9 Competition

Prlospociin] oo o

Page 2

Listening to music

Playing Soccer

Property Development
Sketching floor pians for houses
L atest frends in fashion
Security Installation

bt er Sy

Microsoft Office 2007
- PowerPoint

- Microsoft Word

- Publisher

- Excel

Lh el

£

Some knowledge of Japanese and Italian Language
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Pags 3

Referses
Miss - Business & Technology Coordinator
TSA
Telephone: (08) - -
Mr.

Ref: A570555

Deputy Principa!

‘ t Road
SA 5023

Telephone: (08).
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J
Stage 2 Workplace Practices Student

15" June, 2014
Dear J.
Re: Interview for Worliplace Practices

Thank you for your application and congratulations on being shortlisted for your nominated position at our
company. Whilst there was considerabie competition, the panel felt that your skills and strengths could he
advantageous for us and we would like to offer you the opportunity Lo discuss this further in a more formal
interview,

Your interview details are as follows:

Date: Thursday 25th June
Time: 2:20pm
Venue: -

We would like to respectfully remind you that as we are considering more than one applicant for the
position, you should arrive early for yourinterview. You are encouraged to wear appropriate attire. You are
permitted to bring your interview attire to school on the day of your interview and change into that attjre at
an appropriate time, in preparation for your interview. The Flexible Learning Centre will have hooks avajlable
to hang clothes until the beginning of lunchtime. Please be prepared with your lob Portfolio,

tf you require any further information, you can contact Ms via email. We look forward to meeting
you in due course.

Yours sincerely,

Ms
Flexible Learning and Cross Disciplinary Studies| tor

26 of 35
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3.

10 Interview Questions

Why do you want this job?

This job is not only a fine opportunity, but this company is a place where my qualifications
can make a difference. My input in satisfying customers with good quality work will not only
give me a good reputation but also the company for future references.

What is your greatest strength?

My greatest strength is working in a team based environment as it allows me to be creative
and express my ideas. I am able to motivate and be motivated by my fellow peers in order to
gain the most out of people and build trustworthy relationships. I’m also able to interact with
a variety of people for example older people and different race/religion. This is an important
skill when working in the Security Industry dealing with clients and their needs for security.

Describe a difficult work situation / project and how you overcame it?

When I first started working at . =~ - a customer confronted my van and wanted a
refund on a particular clothing iten. I was relatively new leamning how the system and
monitor works and therefore could not provide any assistance for his enquiry. Instead of
letting the customer walk away unsatisfied, I contacted my supervisor for help and she came

over to do the refund for the customer,

What is your greatest weakness?
I used to wait until the last minute to arrange appointments for the coming week, but I have
realised that scheduling in advance makes it easier and less rushed for both parties.

What are you passionate about?

I'am passionate about working hard and completing jobs with high quality detail. I always
give 100% in everything I do, from school work to extra commitments such as my soccer. |
believe this trait and habit of always making sure I do something to the best of my ability will
allow me to strive to be successful in life,

Tell me about yourseif?

I'am 17 years old and currently undergoing year 12 at " . My current weekend

job is working with . selling merchandise and have had work experience with
Security Services and . . During my work

experience with  »Security Services I leamt how to install and set up security

alarms and other security equipment like code pads and sirens.

What made you apply for this job?

This job is specifically tailored to my attributes where I can offer the most help in the
company continuously moving forward. I believe with the interest I have in this industry it
will make it easier for me to learn the ropes and be able to work independently as soon as

possible,
Why should we hire yon?

[ am eager to learn from professionals and represent this company at my finest self, My
working ethics will allow the Company to grow and continue to be successful in the industry,

27 of 35
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2. Wonld youn be commitment to stay bacl and work extra hours if needed?
Fam {lexible with working and abways willing to stay back after hours 1o help out, 1 am
always looking to be an effective team member and if that means staying back then so be i,

10, Are you punctual and always organised?
Ibelieve Iam always punctual and organised, Examples of this can be atterding schioo)
lessons on time and never being late, being on time for soccer training and in the correct
uniform and also being on top of school studies and never falling behind in assignments.

28 of 35
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MOCK INTERVIEW CRITERIA

Students will be required to write an evaluation of their experiences at their interview.
It would be helpful if you could write some brief comments under these headings below.

Please return these back to me.

Many thanks for your help today,

I, PERSONAL PRESENTATION eg dress, cleanliness, hair, makeup, punctuality

needs to improve satisfactory very good @
S ——

Comments— (9 @@CQ ?(e&nﬂtf\\m | CON ﬁ‘c)kuxi\‘ uw\OI
(espectfl

2. INTERVIEW PREPARATION eg Knowiedge of job role, requirements, company

needs to improve satisfactory very good excellent
~

Comments - 6 (@d— ’[M fﬁu\/\‘r\u\ b\-\&\ﬂeSS I\C{S
Provided], 7 wibn efpenene. 1

3, JOBPORTFOLIO-COVER LETTER & RESUME

needs to improve satisfactory very good excellent
o

Glay o e szSOf\a\ aoheemedS
(eevordr O ton wolke.
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4. INTERVIEW-QUESTIONS & ANSWERS

TR
needs to improve satisfactory very pood @ellenp

Camments ~ ’\T* . Q/\g\,{/c’f(—‘?O'{ WH%
Conernce. and Kaf\ou(eolg’e, o) N[
e e
5. GENERAL FEEDBACK

Godd oS alves AN Pen]S o+
®earanicadon

Comments - GQOQ‘ kQC/K T \/;‘
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Finding Employment Folio Reflection

As partof my Finding Employment FFotio, I had 1o sit a mock interview based on our Job application
o a company. Irior to the intervicw, | felt very confident as 1 prepared myself for aiy type of
questions (o be asked, by researching common interview questions and answering them myself. [ also
got my parents to ask me questions o resemble an ‘interview’ situation. On the day of the mock
interview, [ made surc | was dressed formally weaving my school uniform with a blazer and a tic, |
was freshly shaven and made my hair look neat. I arrived 15 minutes prior o the interview, making
sure 1 had time to revise and prepare mysell mentally, When greeting the lady (interviewer), |
presented myself in a confident manner shaking her hand with a smile and having a positive voice
when | said, ‘Hello.” | believe | left o sood impression on the interviewer answering all questions with
no doubt and speaking clearly throughout the whole time. Afier the interview | felt really relieved that
the pressure was over but felt overall a positive experience and performance. 161 did this again, |
would have dressed up rather than being in my school uniform, as this gives a well prepared and
professional look. From this experience | had learnt that intervicws aren’( as intimidating as you think

and that the interviewer is mainly wanting to get to know you and how you will benefit their company,

Fwas excited 10 read about the feedback from the mock interview as this was the first interview | had
participated in. Afler reading the comments, I felt very relicved to find out that | did exceptionally
well and that 1 came across as a confident and calm speaker. Even though 1 felt like the nerves got the
better of me, it was good 1o find out that my nerves didn’t affect my overall interview performance, |
believe my interview was very cfficient and answered alj questions with a detailed response relating o
to my specilic job application. I am glad that the interviewer also acknowledges my effort put into this
assignment. The leedback reccived gives me more confidence that [ can perform under pressure in an
interview which hopeflully I can use for a real job interview in the luture. My feedback didn't receive

any negative comments but there are always ways to improve which ] will continue to do 50.

Analysing my feedback, it shows that overall | performed good in all areas but | believe my sirongest
point in the interview was that | spoke with clear aims and presented myself in a confident manner. 1
responded to every question in detail and connected My response to my job showing I have a vast
knowledge of the requirements and how my personal skills can contribute to the business. | kept good
eye contact with the interviewer and made sure | was paying 100% attention, I have learnt that its
critical prior to a job interview to know information about the business you are applying for as it
makes you sound professional and cager to work for them. I noticed from the feedback received that
the interviewer liked how I made special reference to my attributes and connected them with the job 1
was applying for. This showed that I understood what it takes to work at their business and ultimately
shows them that my attributes can make a difference in the job. I found revising prior to the interview

especially with my parents gave me a huge advantage as some of the questions the interviewer asked ]
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Interview Reflection Part 1
Answer the questions below as fully and in as much detail as you can,

How do you feei now that your interview is over?
I {je("i V(’}fj r@llli’ut’él ll\(ﬂ‘ JL\E lni'o’(V\'CW E‘S OV(’J‘{‘ ]* Wal :]D(Ff? Q,-\?C"\’-f’n ~C
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How did it go? For example, was it a positive experience and do yout think that you performed well?

| b-@,lf.{’,ﬂ/ﬂ l IC,'F'I' q POS!HVQ {n"\PF{’,_{"’S!G"\. Ff’{'ﬁﬁ { {'_v”. Neitv ry s R"' H'..(
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Did you arrive on time?

Ye :
5 lﬁ”'t"fd 1o mundler frior do male SWe | was on yimg

Did you dress appropriately? What did you wear?
[ nore My School  vnifpy e With my Bla2ev | s ree my ket wes
heod and Mosied vere proferreenct
Did you greet the interviewer? How?

f H f
! awieol the intetviowe  with Comf,
S%&\Eﬁ‘ﬂﬂ thees hand. | o isg hegl

What do you think you did well?
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Some sample job interview questions....
The students have been preparing answers to some basic interview questions but you are welcome to
ask your own as well. These are some suggestions if you would like to use any of them.
s Can you tell us a bit about yourself?
e Why do you think you are suitable for this position?
»  Why have you applied for this position?
o  Why would you like to work in this company?
o What are your strengths/weaknesses?
e What motivates you?
o What are you passionate about?
o What were your challenges in your previous position and what did you learn from them?
o Describe a difficult work situation / project and how you overcame it,
»  What did/would you find most rewarding in a previous position?
s Do you work well with others, as part of a team?
o Do you prefer to work independently or on a team?
o Tell me about a time that you participated in a team, what was your role?
o  What have you got to offer us?
=+  What do you know about this organisation?
o Are you a member of any clubs or organisations?
= Where do you see yourself 5 years from now?
»  What are your goals for the next five years / ten years?
= When you work on multiple projects how do you prioritize?
a  How do you handle meeting tight deadlines?
s Why do you think you will be successful at this job?

o Do you have any guestions of us?
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STAGE 2 WORKPLACE PRACTICES
ASSESSMENT TYPE 1: FOLIO

Industry Focus: Security Industry

Student evidence in response to three different task: Changing Nature of Work,
Finding Employment and Industrial Relations.

Assessment

Design Comments
Criteria

FE: comprehensive understanding at a very advanced level evidenced
in the research undertaken regarding what was required for the
position, thorough preparation and the skills required to perform well in
KU1 a job interview

ENBfW; comprehensive understanding at an advanced level regarding
the requirements and aspects that impact on the security industry

IR: the brochure shows perceptive understanding and insightful
explanation of the broad concepts and issues experienced by those
KU2 who are bullied

GNBfW: perceptive understanding and insightful explanation of
concepts such as reputation and employability skills

Al
A2
A3
ENBfW: analysis is perceptive, critical, and well informed and covers a
AL broad spectrum of the security industry’s issues and practises.
IR: a perceptive, critical, and well-informed analysis of the rights of
workers ; why bullying occurs and how to deal with it
CNBfW: a very detailed and well informed investigation of industry
A2 related concepts drawn from an interview and a range of web sites
IR: extremely thorough and detailed investigation into the issue of
bullying in the workplace (bibliography and referencing strong)
RE1 IR: The reflection was thorough with honest, critical self-evaluation of

his performance in the interview

OVERALL GRADE: A+

The student’s work met the performance standards in all 3 tasks at an exemplary level.
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A Comprehensive
understanding at an
advanced level of
knowledge, skills, and
competencies appropriate

Industry Focus: Security Industry

Highly proficient and innovative application of
a range of generic work skills and, where
relevant, extensive industry knowledge in the
workplace or a work-related context.

Perceptive application of highly relevant

Perceptive and well-informed
analysis of the relationships
between a range of work-related
issues, tasks, and practices in
the workplace.

Thorough and insightful
reflection on a range of
learning experiences
in/about an industry,
with in-depth self-

B Well-informed
understanding of
knowledge, skills, and
competencies appropriate
to the relevant industry.

Clear understanding and
well-informed explanation of
broad concepts and issues
related to industry and
work.

work skills and, where relevant, broad
industry knowledge in the workplace or a
work-related context.

Well-considered application of relevant
knowledge and skills in the context of an
industry workplace.

Where VET is included, units of competency
must have been successfully achieved; the
student must have demonstrated competency
as assessed by the relevant RTO.

relationships between a range of
work-related issues, tasks, and
practices in the workplace.

Detailed and informed
investigation of the dynamic
nature of a number of
work-related and workplace
issues, tasks, cultures, and/or
environments locally, nationally,
and/or globally.

toihelretevantind(stiy: knowledge and skills in the context of an Thorough, detailed, and well- E—
Perceptive understanding industry workplace. informed investigation of the
and insightful explanation of . . dynamic nature of a range of
broad concepts and issues | YWhere VET is included, units of competency | \york related and workplace
related to industry and must have been successfully achieved the issues, tasks, cultures, and/or
work. student must have demonstrated competency | onvironments locally, nationally,
as assessed by the relevant RTO. and/or globally.
Proficient application of a range of generic Well-informed analysis of the Detailed and

considered reflection on
a number of learning
experiences in/about an
industry, with some in-
depth self-evaluation.

C Informed understanding of
knowledge, skills, and
competencies appropriate
to the relevant industry.

General understanding and
informed explanation of
broad concepts and issues
related to industry and
work.

Appropriate application of selected generic
work skills and, where relevant, industry
knowledge in the workplace or a work-related
context.

Considered application of most of the
relevant knowledge and skills in the context
of an industry workplace.

Where VET is included, units of competency
may have been successfully achieved; the
student may have demonstrated competency
as assessed by the relevant RTO.

Informed analysis of the
relationships between a number
of work-related issues, tasks,
and practices in the workplace.

Informed investigation of the
dynamic nature of some work-
related and workplace issues,
tasks, cultures, and/or
environments locally, nationally,
and/or globally.

Some considered
reflection on learning
experiences in/about an
industry, with some self-
evaluation.

D Recognition of knowledge,
skills, and/or competencies
appropriate to the relevant
industry.

Some understanding and
description of aspects of
broad concepts and issues
related to industry or work.

Attempted application of selected generic
work skills or, where relevant, some industry
knowledge in the workplace or a work-related
context.

Attempted application of some knowledge
and skills in the context of an industry
workplace.

Where VET is included, units of competency
may have been successfully achieved; the
student may have demonstrated aspects of
competency as assessed by the relevant
RTO.

Description of the relationship
between some aspects of work-
related issues, tasks, or
practices in the workplace.

Attempted investigation of some
aspects of the nature of work-

related and/or workplace issues,
tasks, cultures, or environments.

Some reflective
description and
attempted evaluation of
learning experiences
in/about an industry.

E Limited recognition of
knowledge, skills, or
competencies appropriate
to the relevant industry.

Recall of some aspects of
broad concepts or issues
related to industry or work.

Attempted application of one or more generic
work skills or, where relevant, limited industry
knowledge in the workplace or a work-related
context.

Identification of limited knowledge and skills
in the context of an industry workplace.

Where VET is included, units of competency
may have been successfully achieved; the
student may have demonstrated limited
aspects of competency as assessed by the
relevant RTO.

Identification and attempted
description of one or more work-
related issues.

Emerging recognition of one or
more aspects of the nature of
work-related or workplace issues
or environments.

Recall of some learning
experiences in/about an
industry.
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