
Core, elective modules and course themes 

	CORE: 
My Working Life
	Course Themes
	Time
Allocated
	Assessment
	Weight

	MODULES
	Career Planning
	Performing

Work Tasks
	Working with Others
	Managing Change
	
	
	

	Module 1: 

In the Workplace


	✔
	✔
	✔
	✔
	Term 1
2016
	Case Study Responses
	35%

	Module 2: 

Preparing Job Applications


	✔
	
	
	
	Term 2
2016
	Portfolio Project
	35%

	Module 3:

Workplace Communication


	
	✔
	✔
	
	Term 3
2016
	Active Listening Task
	30%


I, _____________________________________, understand the following:

	
	I will be given two weeks’ notice for each assessment task due date

	
	I need to submit assessment tasks by the due date, or be present for an in-class assessment

	
	I require a doctor certificate if an assessment task is late

	
	Late submissions will receive a zero mark, but no N award

	
	A total of two N awards for this subject mean I will NOT be able to continue into the HSC course

	
	I can receive an N award for less than 85% attendance due to non-participation

(approx. 5 lessons per term)

	
	I need to keep a workbook, as evidence that I am working towards the outcomes


________________________________ Date   ____ / _____/  2016

Module 1: In the Workplace  (15–30 indicative hours) 

This module focuses on employers, their expectations of employees and their 

responsibilities towards them. 

Note: This module is a prerequisite for Module 7.

Outcomes

1.
investigates a range of work environments

2.
examines different types of work and skills for employment

3.
analyses employment options and strategies for career management

4.
assesses pathways for further education, training and life planning

5.
communicates and uses technology effectively

6.
applies self-management and teamwork skills

8.
assesses influences on people’s working lives

Key Issues

Employers’ expectations

· employees
· enthusiasm and initiative 

· willingness to learn quickly

· mistakes can be part of the learning process

· positive employee behaviours

· appropriately dressed and presented

· positive and enthusiastic approach

· well-prepared

· focused on the job

· exercises care in carrying out tasks

· ethical attitude to work

· work harmoniously with colleagues

· engage with colleagues positively

· be respectful of gender, age and cultural differences

· understand the organisational structure

· recognise and respond to workplace protocols

Learning Experiences
Students:

· explain why it is important for a new employee to try to meet an employer’s expectations 

· demonstrate the capacity to communicate positively and interrelate effectively

· identify actions that help employees to work harmoniously with their colleagues in the workplace

· analyse a workplace code of conduct and its contribution to a harmonious and productive work environment

· explain what employees should do if they are worried that they are not meeting their employer’s expectations 

· identify examples of behaviours that could be in conflict with a hypothetical employer’s expectations 

· discuss what employees should do if their employer is not meeting their expectations in some areas. 

Employment obligations

· types of employment

· casual

· part-time

· full-time 
· apprenticeships/traineeships

· contract
· labour-hire employment

· voluntary/unpaid

· self-employment

· mixed modes 

Learning Experiences

Students:

· distinguish between the different types of employment 

· discuss the advantages and disadvantages of the different types of employment 

· explain how the preferred type of employment might change for people through their working lives. 

· types of employment contracts

· awards – the minimum wage, awards for different occupations

· enterprise agreements

· individual contracts

Learning Experiences

Students:

· distinguish between the minimum wage, award wages and wage rates determined in enterprise agreements 

· explain how individuals are protected in awards and enterprise agreements 

· outline the circumstances under which a person would be covered by an individual contract. 

· employers’ responsibilities  
· wages and conditions

· wage rates required by workplace laws, including ‘trial’ periods, overtime and penalty rates when applicable

· working hours and meal breaks

· access to leave entitlements – personal leave, recreation leave, parental leave

· superannuation – eligibility and choice of fund

· safe and healthy systems of work

· safe work practices

· anti-discrimination and anti-bullying procedures

· workers’ compensation insurance

· other legal responsibilities

· dismissal procedures are fair and legal 
· employees able to join a union of their choice
Learning Experiences

Students:

· research the award wage for the starting salary of a particular occupation 

· investigate the process for applying for a Tax File Number

· identify the current rates for personal income tax

· outline the steps that should be followed by employees who are bullied or experience discrimination in the workplace 

· explain why employees should choose their own superannuation fund 

· investigate the current unfair dismissal procedures and the associated avenues for appeal 

· explain what an employee should do if asked to do something that is likely to adversely affect their health and safety 

· discuss the case for and against joining a union. 

· employees’ responsibilities

· follow lawful instructions

· meet attendance and punctuality requirements

· work conscientiously and competently

· comply with work health and safety requirements

· comply with anti-discrimination requirements

· act ethically and in the interests of the employer

Learning Experiences

Students:

· outline the responsibilities of employees regarding attendance and punctuality, work health and safety requirements, and working conscientiously and ethically

· investigate what an employee should do if asked to follow an instruction that is not lawful 

· identify situations where a employees might face disciplinary action because they have not acted in the interests of the employer. 

Indicators of success 
· performing work tasks


- the quantity and quality of the good or service produced


- meeting work supervisor and customer expectations


- self-management and personal attributes


- initiative and enterprise


- limit of responsibilities

· working with others


- working cooperatively and contributing to positive team dynamics


- working effectively with people from diverse social and cultural backgrounds and ages


- tracking progress of project plans or team goals


- receiving and giving feedback


- leadership

· managing change
- staying calm and making good decisions

- seeking assistance and clarification 

- coping with stress and conflict

- problem-solving

- planning and organising

- using new technology

- undertaking further education and training

· personal satisfaction
- achieving success

- earning respect of colleagues

- maintaining a record of achievements

Learning Experiences 
Students:

· discuss the dilemmas that might arise for employees who strive to achieve output targets and high-quality standards simultaneously 

· identify actions by individuals that can lead to greater effectiveness in teams 

· describe situations in which relatively new employees should use their initiative in the workplace 

· examine the contribution of planning and organising to solving problems associated with change 

· explain how change in the workplace can lead to stress and conflict 

· investigate strategies that employees should address to cope with conflict and stress in the workplace 

· discuss how further education and training can contribute to success at work.

Module 2: Preparing Job Applications (15–30 indicative hours) 
This module focuses on assisting students to incorporate work-related achievements into their job applications.

Outcomes

1. investigates a range of work environments

2. examines different types of work and skills for employment

3. analyses employment options and strategies for career management

4. assesses pathways for further education, training and life planning

5. communicates and uses technology effectively

6. applies self-management and teamwork skills

7. utilises strategies to plan, organise and solve problems

8. assesses influences on people’s working lives

9. evaluates personal and social influences on individuals and groups

Key Issues

What employers want  

	· employees with positive personal attributes
· traits and behaviours

· employees with a range of skills for employment

· current and applicable skills

· qualifications and experience
· school

· further education

· experience in a workplace

· casual work

· volunteer

· community

· sporting

· other

Learning Experiences
Students:

· discuss the need to demonstrate positive personal attributes

· discuss why integrity, motivation and resilience are good personal attributes for employment

· describe and record the workplace skills that they have demonstrated in different activities

· record their recent educational achievements, including personal successes

· record their achievements when participating in work situations

· record achievements when participating in voluntary, community, sporting and other interests. 


Finding the right job 

· job search 

· positions that are advertised – online, newspapers, noticeboards, employment agencies and labour-hire firms, careers advisers and careers expos 

· positions that are not advertised – using networks and connections for recommendation to potential employers, making a direct approach to possible employers, work experience and work placement

· government assistance

Learning Experiences
Students:

· research trends in the labour market, locally and nationally

· research and analyse job advertisements from a variety of sources 

· explain the role of employment agencies and labour-hire firms 

· research and analyse information about potential employers 

· use networks and connections to assist job search activities 

· use government-funded organisations to assist job search activities. 

· job suitability

· personal preferences and qualifications

· possible income and working conditions

· future opportunities

· location and travel time

Learning Experiences
Students:

· assess the suitability of a range of work environments 

· examine a hypothetical position in terms of skills, experience and the stated criteria. 

Preparing a formal job application

· seeking an interview

· initial contact with the employer – in person, email, telephone or application form 

· elements of a formal application – a covering letter, resume and details of referees 

Learning Experiences
Students:

· role play an initial contact with an employer 

· prepare a formal job application for a hypothetical position – word process a covering letter and a resumé that responds to selection criteria, including contact details or statements from referees 

· proofread the application for errors and possible improvements. 

· responding in an interview

· interview preparation

· greeting the interviewers

· responding to questions

· asking questions

· concluding the interview

Learning Experiences
Students:

· prepare for a hypothetical job interview 

· role play meeting the interviewers in a simulated interview situation 

· respond to questions in a simulated interview situation 

· seek feedback on their interview. 

Module 3: Workplace Communication (15–30 indicative hours) 


This module focuses on providing students with knowledge of the different types of communication in the workplace and with skills to apply them effectively. 

Outcomes

1. investigates a range of work environments

2. examines different types of work and skills for employment

5. communicates and uses technology effectively

6. applies self-management and teamwork skills

7. utilises strategies to plan, organise and solve problems

8. assesses influences on people’s working lives

9. evaluates personal and social influences on individuals and groups

Key Issues

Appropriate communications

· written, spoken, numerical and visual

· different methods of communication

· correct spelling and punctuation 

· audible, clear and friendly voice 

· concise, correct and courteous communication

· accurate calculations and visual representations

· culturally appropriate communication

· communication that is inclusive of colleagues and clients with a disability

Learning Experiences
Students:

· practise conveying instructions to a hypothetical co-worker 

· write a note/memorandum to a supervisor 

· reply to an email sent to an employee by a supervisor about a hypothetical situation 

· interpret a tax invoice or sales receipt 

· undertake a range of calculations typical of particular vocations

· identify examples of communications that could offend others 

· role play communicating with a customer.

· listening, reading and questioning

· active listening

· interpreting technical information

· open and closed questioning

· maintaining confidentiality 

Learning Experiences
Students:

· demonstrate active listening 

· interpret text, diagrams and data of a technical nature 

· explain the purpose of open and closed questions 

· identify the reasons for maintaining confidentiality in the workplace.

· body language, personal space and overall communications

· personal presentation 

· appropriate and inappropriate body language

· personal space

· sensitivity to others

Learning Experiences
Students:

· deduce meaning from different forms of personal presentation – consider clothing and accessories

· identify common ways of expressing meaning using body language 

· analyse how people indicate that someone is entering their personal space. 

Working with customers

· assisting customers

· internal and external customers

· business image and expectations

· greetings in accordance with the business’s policy

· friendly, open, positive and honest communications

· understanding customer needs

· seeking assistance if required

· concluding in a positive manner

Learning Experiences
Students:

· distinguish between internal and external customers 

· identify how appropriate personal presentation can vary among workplaces

· demonstrate how employees should greet customers in hypothetical work settings 

· investigate the customer’s wants by using open questions and active listening 

· demonstrate how employees should end a meeting with an external customer, close a sale or a business transaction.

· negotiation

·  win-win approach

· negotiating informally 

· collecting data and determining priorities

· finding common ground

· making concessions

· achieving consensus

· confirming agreement

· customer complaints

· dealing with customer complaints

· protocols to address a complaint

· resolution of the issue

Learning Experiences
Students:

· identify some informal negotiations that often occur in the classroom or other familiar setting 

· identify an example of a win-win approach to negotiating 
· recommend strategies that could help two people find common ground in their negotiations 

· propose situations in which someone might make concessions to achieve an agreement in a negotiation

· role play customer complaint scenarios. 

Using technology
· general workplace technology

· communication, including email

· electronic diary and scheduling software

· information processing

· copiers and shredders

· industry-specific technology

· software

· word processing

· spread sheets

· databases

· presentations

· specialist software

· point of sale systems

· internet

· research

· financial transactions, including banking

· inappropriate use

· personal use of the employer’s equipment 

· inappropriate use of the social media

· cyber bullying

· personal mobile phone calls at work

Learning Experiences
Students:

· demonstrate the operation of different types of office technology 

· perform simple tasks on spreadsheets and databases 

· use the internet to conduct work-related research

· investigate issues associated with transferring money online 

· present a report on the inappropriate use of office technology. 


