Stage 2 Workplace Practices

Area of Study 1: Industry and Work Knowledge

Topic 4: Finding Employment

Assessment Type 1: Folio

Task

Demonstrate effective communication and interpersonal skills by producing a personal portfolio. Applying for a job/scholarship/sponsorship involves a formal process requiring an understanding of the culture and environment that you are seeking to enter.

Description of Assessment

Develop a personal portfolio that showcases your skills, achievements, knowledge and qualities to gain one of the following:

· a place in an employment related training program

· sponsorship

· an audition/trial

· a scholarship (dance school, college, academy, institute)

· a coaching or refereeing/umpiring position

· any job you could realistically apply for.

Assessment Conditions

1. Identify one of the above as the focus/position of your personal portfolio and state this as your aim.

2. Investigate and summarise your findings regarding the focus/position and the requirements.

3. Write a letter of application detailing your strengths, knowledge, skills and achievements in context of the position you seek.

4. Include your CV/resume detailing achievements to date.

Relevant and recent evidence may include the following:

· audio/filmed evidence of performance

· photographs (trophies, teams, squads, performances, etc.)

· testimonials/references

· letters of application (to colleges, institutions, sponsors, academies)

· newspaper clippings of your achievements

· certificates/awards

· academic reports

· community involvement.

Your portfolio may take the form of:

· website

· scrapbook

· display folder

· CD/DVD

· PowerPoint

· written report

· poster/brochure.

DO NOT INCLUDE THE ORIGINAL COPIES OF CERTIFICATES

	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

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/about the workplace.


	Knowledge and Understanding

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 vocational learning and/or VET units of competency).

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

Application

The specific features are as follows:

A1 
Application of generic work skills and, where relevant, industry knowledge in the workplace or a work-related context.

A2 
Application of relevant knowledge and skills in the context of an industry workplace.

A3 
Achievement in units of competency as assessed by the RTO, where VET is included.

Investigation and Analysis

The specific features are as follows:

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 globally.

Reflection and Evaluation

The specific feature is as follows:

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


	Communication

Citizenship

Personal Development

Work

Learning
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