Stage 2 Workplace Practices

Assessment Type 1: Folio

Finding Employment

Purpose

This task enables you to demonstrate your knowledge and understanding of how to access the labour market.

Description of Assessment

Investigate and Analyse
· Find a definition of ‘work’ in a reliable dictionary. Copy this in full and acknowledge the name, publishing details and date of the dictionary. 
· Define all the variations of work conditions that you know (full time, casual etc).

· Consider 3-4 recent advertisements for jobs in an industry area of interest to you. Collate these and acknowledge the sources of each.
· Use a variety of sources to investigate the industry area of interest to you. Write a summary paragraph about the outcome of your industry investigation including;

· What skills are needed in this industry?

· What new ones may be acquired from working in this industry?

· Is training available? 
· What are the rates of pay for casual, part time and full time staff?

· Do you need a driver’s licence?

· Are there good promotional opportunities?

· Would you consider this for a long-term career?

· Any other factors


Knowledge and Understanding 

From the advertisements you collated, select one that you could apply for. Prepare;

1. a letter of application

2. a personal resume

3. questions you might use at an interview


Reflection and Evaluation

Reflection on your letter of application and write approx. 300 words describing how you have ‘sold’ yourself and made yourself stand out compared to other applicants.
Assessment Conditions

You have four weeks to complete this assessment. Presented all work in written form with the various attachments. Include a bibliography of sources used.
	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




Performance Standards for Stage 2 Workplace Practices

	
	Knowledge and Understanding
	Application
	Investigation and Analysis
	Reflection and Evaluation

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

Perceptive understanding and insightful explanation of broad concepts and issues related to industry and work.
	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 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.
	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 in/about an industry, with in-depth self-evaluation.

	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.
	Proficient application of a range of generic 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.
	Well-informed analysis of the 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.
	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.


Instructions to students using the Assessment Design Criteria (IA, KU, RE) as headings highlights for students what they will be assessed on.





Instructions and suggested questions provide direction to students about how they might investigate and analyse to show their knowledge about an industry.





Instructions enable students opportunities to demonstrate their knowledge by personalising their approach to an industry.





Guided instructions regarding evidence of reflection and evaluation support students to achieve at the highest level of performance standards, especially self-evaluation.
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