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Introduction 
 

 
Hello Year 10!  
 
With Work Experience cancelled this year, we feel it is important that you still take 
some time to think about your future career pathways. This includes exploring: 
 

• the industry area or career you would like to pursue (although it is absolutely 
fine to not have a concrete idea yet!) 

 

• your plans for when you leave Cliff Park Ormiston Academy. Do you have a 
college or training provider in mind? 
 

• The ‘employability skills’ employers are looking for and how you can continue 
to develop them. 

 
Although there is still some uncertainty about how we will all be returning to the 
academy in September, what we do know is that you will need to start thinking about 
applying for college or training provider places. We will be helping you through this 
so there is no need to worry.  
 
This booklet is a way of helping you to start thinking about this process. On the next 
page, you will find a day-by-day suggestion of activities for you to follow. There are 
also lots of links on our website’s Careers Hub. 
 
If you have any questions, please do email Mrs Carroll, our Careers Leader 
(lcarroll@cliffparkoa.co.uk)  
 
 
 

  

mailto:lcarroll@cliffparkoa.co.uk
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Suggested Activities for the Week 
 

 
There are a lot of activities included in this daily planner, with many more available 
on the Careers Hub page of our website. Do not worry if you do not get through 
everything. This is simply a great opportunity for you to start thinking about your 
strengths and plans for when you leave Cliff Park. 
 

Date Activities 
Monday 3rd July  
 
All about me. 
 
 
 

Before you start exploring places of work, make sure you are aware of your skill set 
and where they could best be used. 
 

(1) Complete pages 3-6 of your booklet 
(2) Log into START, using page 7-8 for help. Complete the two modules, “Selling 

Yourself” and “Your Career Goal”. 

 

Tuesday 4th July 
 
Researching your 
placement. 
 
 

Turn your attention to either your planned work experience placement or your 
dream job. 
 
Using page 9 of your booklet, either research the work experience placement that 
you were due to go on or pick a completely different company using the virtual tours 
available at icanbea and/or the job information at iCould. 

 

Wednesday 5th July 
 
Work Experience 
whilst at home. 
 
 

Although you are not able to go and complete your work experience, there are 
opportunities for you to gain some crucial work experience whilst staying at home. 
Pick one or two of the following activities: 
 

(1) Head over to FutureFirst and see what alumni (ex-student) across the region 
have to say about your chosen industry area.  

(2) Sign up to BarclaysLifeSkills and take part in their excellent interactive work 
experience video, FreeFormers. 

(3) Book a place on a careers talk or listen to a pre-recorded one over at 
LearnLive! There is a wide selection of excellent careers talks from inspiring 
speakers. 
 

Thursday 6th July 
 
Completing your CV. 

Writing a CV 
 

(1) Rate your employability skills using page 10 of your booklet 
(2) Watch the OAK Academy online lesson on CV writing  
(3) Use pages 11-13 to complete your own CV 

 

Friday 7th July 
 
Life after Cliff Park. 

Before you know it, you will be applying for positions at a post-16 provider. It may 
be East Norfolk Sixth Form College, East Coast College, Lowestoft Sixth Form College 
or somewhere in Norwich. Use this session to research what is on offer for you. 
 

(1) Click on the Year 10 page of HelpYouChoose and explore the courses that 
are available to you. This site includes all the local post-16 providers, 
including apprenticeships. 

(2) Find out what it is like at university by heading over to TheStudentRoom. 
 

https://guest.startprofile.com/workbook/module/84
https://www.icanbea.org.uk/virtual-tours/
https://icould.com/explore/
https://files.futurefirst.org.uk/wp-content/uploads/images/20200519153242/WEX-Alumni-Profiles-5ztbdf.pdf
https://barclayslifeskills.com/i-want-virtual-work-experience/school/virtual-work-experience
https://learn.springpod.co.uk/schedule/
https://classroom.thenational.academy/lessons/cv-creation-y10/activities/1
https://helpyouchoose.org/content/infoadvice/decisions-choices/choices-16/
https://www.thestudentroom.co.uk/university/life/
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Your basic Career Plan Mapped out 
 

 
Tick as many boxes as you want to help build up an idea of the direction you are 
thinking of taking. Which of the following industry areas are you interested in? 
 

Accountancy, banking and finance  Marketing, advertising and PR  

Business, consulting and management  Media and internet  

Charity and voluntary work  Property and construction  

Creative arts and design  Administration  

Energy and utilities  Recruitment and HR  

Engineering and manufacturing  Retail  

Environment and agriculture  Sales  

Healthcare  Science and pharmaceuticals  

Hospitality and events management  Social care  

Information technology  Teacher training and education  

Law  Transport and logistics  

Law enforcement and security  Uniformed Services – Army/Navy/Airforce etc  

Leisure, sport and tourism  Other ________________________  

 
 
Is there a specific job you are really interested in? 
 

 
 
 

 
Is there one particular college or training provider you are thinking about 
applying to? 
 

 
 
 

 
Do you have a course or subjects in mind that you would like to study when 
you leave school? 
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When thinking about college or training, what questions do you currently 
have? Hopefully, by the time you have explored all of the resources available 
to you, you will be able to answer these by the end of the year! 
 

My Question The answer I have found 
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Finding Your Colour 
 

 
The following activity is a way of finding out the sort of characteristics you may have. 
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START 
 

 
You have access to an online program called ‘START’. You should have had some 
time on this program already, setting up your basic details and researching jobs that 
were matched to your profile. 
 
 
START have created a brand new set of careers Home Learning Activities for you 
to explore.  
 
These activities have been specially created to get you thinking about your skills and 
future plans. They include videos, quizzes and reflective learning in a range of areas 
such as: 
 

• Selling yourself and the importance of a personal brand 

• Learning from the jobs people in your family have had 

• Understanding the importance of technology in the workplace 

More activities are being added all of the time so please do check back regularly!   

 
To access the materials, please put this web address into your 
search bar: 
 
https://app.startprofile.com/ 
 
Once you have logged in, you will see a list of link on the right-hand 
side of the webpage like the one shown here. All you need to do is 
click on the link, ‘Home Learning Activities’. 
 
If you have forgotten your username or password, do not worry! 
Email Mrs Carroll (lcarroll@cliffparkoa.co.uk) and she will be able 
to tell you what they are. Alternatively, if you would like to use the 
resources as a guest you can access them by going to: 
 
https://guest.startprofile.com/workbook/module/84 
 
If you are interested in completing lots more career related 
activities, the next page shows you what you can do once you have 
logged in. 
 
Take a look! 
 
 
 
 
 
 

https://guest.startprofile.com/workbook/module/84
https://app.startprofile.com/
mailto:lcarroll@cliffparkoa.co.uk
https://guest.startprofile.com/workbook/module/84
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  There are a number of 

excellent articles and 

activities to complete from 

the right-hand menu 

Based upon the results of your ‘interests’ 

and ‘work preferences’, jobs that START 

think you will be suited for or interest in 

will show here. Click on them to find out 

lots of information about them. 

Completing this section will help tailor the 

jobs that are shown in the ‘Jobs you should 

know about’ and ‘Jobs based upon your 

profile’ sections. 

All of the video or notes 

that you have made are 

stored here so you can 

look at them later. 

All of the 

activities that 

you have 

completed can 

be access here. 



9 | P a g e  

 

Researching a Company 
 

 
This is your opportunity to research either the work experience placement that you 
were planning on going to or a company in the industry that you are interested in. 
 
Answer the questions and activities on a separate piece of paper. Answers 
should then be emailed to Mrs Carroll (lcarroll@cliffparkoa.co.uk) by Friday 
10th July 2020. The best three pieces of research will win themselves a prize. 
 
Research Questions  
Please answer in as much detail as you can under each question 

 

1. Name of company/organisation? 
 

2. Why did you pick this placement/Why are you interested in this 
company/organisation? 

 
3. When was the company/organisation first formed? 
 
4. What is the company/organisation best known for? 
 
5. What industry area would you say the company/organisation fits in to 

(public service, engineering, health, education, retail etc.) 
 
6. List 5 things your company/organisation does/sells. 
 
7. How many employees does it have? 
 
8. Find the company/organisation logo and paste it here. 
 
9. Does the company/organisation have a strapline (For example, Nike has 

‘Just Do It’ and KFC has ‘Finger Likin’ Good’)? If so, what is it? 
 
10. Go onto google maps and find the route from your home to the 

company/organisation. Below, write down the instructions on how you 
would travel to the company. Would it be by car, bus, train, bike or on 
foot? 

Extension  
Use either START or google to find out the answers to the following questions: 
 

1. How much could you earn working at the company/organisation? Try to 
find two different jobs that pay quite different. 
 

2. What qualifications would you need to get a job within this 
company/organisation? 
 

3. Are there any jobs going at this company/organisation right now? If so, 
what are they and how much could you earn doing it? 

mailto:lcarroll@cliffparkoa.co.uk
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Rating Your Employability Skills 
 

 
For each of the skills below rate your own skills set and those of a partner. They will 
be doing the same. You can then compare and write in what your friend said in 
column three. 
 

REALLY 

STRONG 
1 2 3 (ok) 4 5 

AREA TO 

DEVELOP 

 

 
Rating ME Rating a FRIEND 

My FRIEND’S 

rating of ME 

COMMUNICATION: Being able to give accurate 

information in a clear and concise way. 

   

GOOD MANNERS: Having good manners and being 

polite are two of the best personal skills you can 

have, particularly when speaking with employers. 

   

PROSSIONALISM: Employers often find younger 

job applicants a bit too laid back. When applying 

for jobs, it's important that you show that you 

have a professional approach to work. 

   

DECISION MAKING: You need to show that you're 

capable of making sensible decisions that will have 

a positive impact on the company. 

   

ORGANISATION: In a lot of jobs, you'll be 

responsible for managing your own workload, 

which means being organised so that you meet 

deadlines. 

   

COMMITMENT: Before someone hires you, they'll 

want to know that you're going to stick around 

and not quit when things get tough! 

   

FLEXIBILITY: Being flexible can often mean going 

outside your comfort zone in order be more 

effective. You may need to try a new approach or 

work with others that you don’t know. 

   

TIME MANAGEMENT: Knowing how long to spend 

on one task before moving to the next. Making 

sure you do not waste time. 

   

ABILITY TO WORK UNDER PRESSURE: Coping with 

pressure doesn't mean worker harder or longer 

hours. It's about being as resourceful as you can. 

This might mean seeking out extra help with a 

project. 
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Writing a CV 
 

 
Below is an example of the sort of information you would need to include in a 
curriculum vitae (CV). Have a look at the guidance and then have a go at creating 
your own by either using the template or creating one from scratch! 
 
 
(Provide your full name) 
Address (a full postal address needs to be included) 
 
Telephone: (include your mobile number first and any landline you can be   

contacted on) 
Email: (Your contact email address) 

 

Profile 

As a school leaver, you won’t have enjoyed much work experience to date, so in this 
section it’s important to get across the type of personality you have and what you think 
your greatest strengths are.  For example:- 
 
“An extremely hard working and friendly individual who enjoys communicating with 
others from different cultures and backgrounds”...... or, if you have had a Saturday job 
in say, a hairdressers or a restaurant, for example you could write something like 
“Highly self motivated and outgoing, enjoys ensuring the provision of an exceptional 
customer service at all times” 
 

Objective 

This is the area where you set out what it is you are looking to do.  As a school leaver, 
you are probably heading off to college or on an apprenticeship and as such, will be 
looking for a small part-time role to support your studies.  You need to get that across 
here so the person reading your CV immediately knows what you are looking for. 
 

Education 

GCSEs Mathematics (6); English (6); Double Science (7,7); French (6) 
 Grades predicted – full results expected Aug 2021 
 
As a school leaver, you may not have your grades yet to include on your CV, so you 
can put down your predicted ones, as shown above.  It’s also very important you 
include the date when you finish school as this gives the reader an indication of how 
old you are. 
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Work Experience 

Sep 2020 JOE’S TEA SHOP 

• I help serve customers and ensure that the café remains clean and welcoming. A 

work successfully as part of a team during the weekends. 

This is usually where you would talk about your work experience. Like everyone else 
in Year 10 across the country, this is not going to be possible. However, you should 
add any virtual work experience you have done, voluntary work or Saturday jobs that 
you may have had, following the same format as above. 
 

Key I.T Skills 

•  Include any computer applications you are comfortable using i.e Word, Excel, 

PowerPoint etc. 

Other Details 

Interests: Let the reader know what it is that you like to do in your spare time; 
this just gives the interviewer a personal view of you and something 
to chat about at the end of an interview. 

 
References are available on request - References tend to be available on request – 
make sure you have a couple of people in mind that you can ask (this should be 
someone who know you well e.g. an employer, sports coach or teacher). 
 
You should not include your date of birth on your professional CV; this is because the 
document can be used to commit identify theft / fraud if it is on there.  As such, 
employers do not expect to see it so will request it if they absolutely need it. 
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Name 
 

Profile 

 
 
 

Objective 
 
 
 
 

Education 
 
 
 
 
 
 
 

Work Experience 
 
 
 
 
 
 
 

Key I.T Skills 
 

 

 

Other Details 
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“Experience is the teacher of 

all things.” 
 

Julius Caesar 
 

https://www.brainyquote.com/quotes/julius_caesar_398606

