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BTEC Level 2 Diploma in Work Skills – Holiday Task
Introduction
The Level 2 Work Skills course has been developed to give you the opportunity to:

• Engage in learning that is relevant and which will provide opportunities to develop a range of skills and techniques, personal skills and attributes essential for successful performance in working life

• Achieve a nationally recognised Level 2 vocationally-related qualification

• Progress to employment

• Progress to related general and/or vocational qualifications.
Over the summer holidays you are expected to complete the following independent learning tasks to show that you are committed to taking the course.
The work is due in on your first Workskills lesson in September.
Task 1: Unit 118: Preparing for and Participating in Work Experience.
	This unit is about being able to plan and undertake a work experience placement. To give you the knowledge and skills needed for employment. You will prepare for the work placement by finding out information about the company or organisation where you will be working, and set skills and personal development goals from learning gained in the work experience placement.


To start you thinking of the type of placement you would like to go to, you need to research the public sector and the private sector, providing written information for each along with some examples of different types of businesses for both. Make a list of your skills and qualities and match those against placements of work you would be interested in. Devise a plan of what type of information you are going to need prior to attending a placement e.g. how to get to the placement; details about terms and conditions of work, e.g. hours of work, dress code. Provide at least two reasons for the importance of finding this information before starting the placement.  Produce written information on what you think the expectations would be of the employer: e.g. maintaining workplace values, attitudes and behaviours, skills needed. You will also need to write two short term and two long term SMART goals you would like to achieve whilst at your placement. 
Task 2: Unit 57: Preparing for the Recruitment Process.
	As routes into employment become more diverse and less focussed on traditional methods, you need to be well prepared to navigate the recruitment process successfully.

Each stage you explore is an opportunity to move closer to your ultimate employment goal, and you will participate in a mock interview to demonstrate your progress.

You are going to show you can plan an effective approach by testing your skills in preparing for and undergoing a mock interview. You will appraise your performance and receive feedback from other people.




Firstly you are going to research the recruitment process and trial some different techniques and activities.

Part A.

Compare different methods of recruitment such as advertisements, employee referrals, recruitment agencies, job fairs etc. Outline the key features of each to provide a clear comparison. 
Part B.

Describe different forms of interviews and other activities that can be used within assessment centres.  This will help you prepare for a mock interview.
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