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1.0
Do you want to change jobs? Are you just starting in the job market? Are you returning to work after a break? If so, then this free course, Succeed in the workplace, is for you. It will help you explore career opportunities by starting from you, not the job - getting to know yourself and what you value are the foundations of your career planning. You will gain the skills to write strong CVs and application forms, and to handle different types of interviews. By the end of the course you will have made a start on your own realistic and robust action plan to enable you to find a job that will fulfil your aspirations and suit your lifestyle.
Succeed in the workplace is a free course which lasts about 8 weeks, with approximately 3 hours' study time each week. You can work through the course at your own pace, so if you have more time one week there is no problem with pushing on to complete another week's study. You can also take as long as you want to complete it.
Enrolling on the course will give you the opportunity to earn an Open University digital badge. Badges are not accredited by The Open University but they're a great way to demonstrate your interest in the subject and commitment to your career, and to provide evidence of continuing professional development.
Once you're signed in, you can manage your digital badges online from My OpenLearn7. In addition you can download and print your OpenLearn Statement of Participation - which also displays your Open University badge.
If you would like to gain a record of achievement, you can study this free course on OpenLearn. Once you set up a free Open University account and enrol on this course, you can track your progress in MyOpenLearn. When you’ve finished you can print off the free activity record to demonstrate your learning.
Go to the course on OpenLearn:
www.open.edu/openlearn/education/succeed-the-workplace/content-section-overview
After studying this course, you should be able to:
Succeed in the workplace is a free badged course which lasts 8 weeks, with approximately 3 hours' study time each week. You can work through the course at your own pace, so if you have more time one week there is no problem with pushing on to complete another week’s study.
You'll start this course by looking at yourself, to explore career opportunities. As you progress you will gain the skills to write strong CVs and application forms, and to handle different types of interviews. By the end of the course you will have made a start on your own realistic and robust action plan to enable you to find a job that will fulfil your aspirations and suit your lifestyle. You’ll use plenty of real-life examples to help with this and get plenty of opportunities to practise your new understanding and skills.
Part of this practice will be the weekly interactive quizzes, of which Weeks 4 and 8 will provide you an opportunity to earn a badge to demonstrate your new skills. You can read more on how to study the course and about badges in the next sections.
After completing this course you will be able to:
We recommend that you keep a notebook to record your responses to the activities throughout the course. There are several also tables and documents which are useful to work on directly and keep. We’ve collected these together in the Resource pack, which you can download. You can either work on this directly and store it on your computer or print it out and fill it in by hand.
The easiest way to navigate around the course is through the 'My course progress' page. You can get back there at any time by clicking on 'Go to my course progress' in the menu bar.
It's also good practice, if you access a link from within a course page, including links to the quizzes, to open it in new window or tab. That way you can easily return to where you've come from without having to use the back button on your browser.
While studying Succeed in the workplace you have the option to work towards gaining a digital badge.
Badged courses are a key part of The Open University’s mission to promote the educational well-being of the community. The courses also provide another way of helping you to progress from informal to formal learning.
To complete a course you need to be able to find about 24 hours of study time, over a period of about 8 weeks. However, it is possible to study them at any time, and at a pace to suit you.
Badged courses are all available on The Open University's OpenLearn website and do not cost anything to study. They differ from Open University courses because you do not receive support from a tutor. But you do get useful feedback from the interactive quizzes.What is a badge?
What is a badge?
Digital badges are a new way of demonstrating online that you have gained a skill. Schools, colleges and universities are working with employers and other organisations to develop open badges that help learners gain recognition for their skills, and support employers to identify the right candidate for a job.
Badges demonstrate your work and achievement on the course. You can share your achievement with friends, family and employers, and on social media. Badges are a great motivation, helping you to reach the end of the course. Gaining a badge often boosts confidence in the skills and abilities that underpin successful study. So, completing this course should encourage you to think about taking other courses.
Getting a badge is straightforward! Here's what you have to do:
For all the quizzes, you can have three attempts at most of the questions (for true or false type questions you usually only get one attempt). If you get the answer right first time you will get more marks than for a correct answer the second or third time. If one of your answers is incorrect you will often receive helpful feedback and suggestions about how to work out the correct answer.
For the badge quizzes, if you're not successful in getting 50% the first time, after 24 hours you can attempt the whole quiz, and come back as many times as you like.
We hope that as many people as possible will gain an Open University badge – so you should see getting a badge as an opportunity to reflect on what you have learned rather than as a test.
If you need more guidance on getting a badge and what you can do with it, take a look at the OpenLearn FAQs. When you gain your badge you will receive an email to notify you and you will be able to view and manage all your badges in My OpenLearn within 24 hours of completing the criteria to gain a badge..
Get started with Week 1.
Welcome to Week 1 of the free badged course Succeed in the workplace badged course – and congratulations. You have taken the first important step in deciding what you want from your working life and how to achieve it.
You’ll make a start on career planning this week by getting to know yourself. You may well feel that you already know yourself pretty well, which is great. Hopefully, the activities will give you the chance to sit and think about what is important to you, both in your day-to-day and your working life, as well as help you to unpick how you got to where you are at the moment. This is something that not many of us consciously do and it can make a very valuable contribution to planning.
All you’ll need is a notebook to write down your thoughts.
Watch the introductory video from the Open University Careers Adviser, Wendy Woolery, as she introduces the course and this week.
As suggested in the Introduction and guidance, we recommend that you keep a notebook to record your responses to the activities throughout the course. There are also several tables and documents which are useful to work on directly and keep. We’ve collected these together in the Resource pack, which you can download. You can either work on this directly and store it on your computer or print it out and fill it in by hand.
By the end of this week, you will be able to:
Before looking at the career planning process, it is good to stop and think about what is meant by a career. This can mean different things to different people and a good place to start is to ask yourself: what do I think a career is? Have a go at this quick introductory activity.
Allow approximately 5 minutes
Spend a few minutes jotting down in your notebook what you think having a career means. There are no right or wrong answers to this, so write down whatever comes to mind.
Top tip: always write down your answers to activities, so that you have a personal record which you can refer to as the course progresses.
Now click on reveal comment to see some ideas.
You may have been surprised by some of the ideas that having a career can mean to different people.
To many, a career meant and still means, working in the same industry or sector in a similar capacity throughout their working life. It was also associated with needing specialist training and was something only a highly qualified person could have. It has always meant being paid and having to leave the house every day to go somewhere to carry out the job. However, this restricts the idea of a career to a relatively small section of society in the present day and does not reflect the different experiences that people have and their value.
So, when this course talks about a career, it has a much broader meaning. It encompasses anything you do that involves some kind of work, be that outside the home or in the home, paid or unpaid.
The next section will introduce the idea of a career planning process.
It used to be the case, that once you had entered the workforce you could expect to stay, either doing the same type of job or with the same company, until you retired. This gave a straight line direction from joining the workforce to retiring. This is much like this direct train journey shown in Figure 1, from London to Leeds, with London being the start of your working life and Leeds, retirement.
However, now work tends to be much more fluid and in some ways uncertain, which can open up unexpected opportunities. This means instead of taking a direct route from the start of your working life (London) to retirement (Leeds), you may stop at a station on the way and change the route to retirement. Many people may spend some time at a station on the way to retirement to take on caring responsibilities as well, and then continue on their way. So, a typical career now may look much like that shown in Figure 2 and not be restricted to one industry or sector.
Figure 2 London to Peterborough, Leicester, Nuneaton, Manchester and Leeds
View description - Figure 2 London to Peterborough, Leicester, Nuneaton, Manchester and Leeds
This means your career can be very different from the one you may have anticipated at the start of your working life. Different events along the way will probably mean that you change direction, and get new opportunities. It is difficult to plan for unexpected events. However, if you are at an unexpected station on your journey, having some idea of how to plan the next step will help you take charge.
Fortunately, there is a clear process that can help with this, as you’ll see in the next section.
The career planning process is shown in Figure 3.
Although this is a simple diagram it can have a major impact on the way you see your career and on how you decide to develop it.
The diagram shows a continuous process but this doesn’t mean just jumping into the cycle at any of the points. The starting point is always ‘know yourself’. Doing this is an important first step as it makes you the centre of the decisions and the career choices you make. If you were to start from ‘explore opportunities’, it might be likely that you would start by thinking that you must fit in with, or that you are defined by, what is already available. You will see in Activity 2 in the next section that there are advantages to creating your own route.
For this week and the next, the focus is on the first step of knowing yourself. This is the foundation for finding and thinking about opportunities that work for you.
In this next activity you’re going to think about the aspects of work that are the most appealing to you. Remember to jot your thoughts down in your notebook, so that you can look back at them later.
Allow approximately 5 minutes
If you decide to commit to a specific type of work, then you need to know that it suits you, personally and practically, and that you can secure opportunities to do it. How do you know what work is going to suit you, though? One place to start is by considering what you like about the work you are doing or have done, be it paid or unpaid.
To get an idea about what to consider, in the following video you will hear a skydiving photographer tell you what he loves about his job.
First watch the video and then jot down your thoughts about why he loves his job.
Watch the video at YouTube.com.
('I Love My: Job Skydiving Photographer, 2012)
Now answer the following questions about your work. Some people may need to think more broadly than the usual idea of what work is. You may be a volunteer, a student, or have a role as a parent or carer.
View comment - Activity 2 Your work – what do you enjoy about it?
This may be the first time that you have sat and thought about work in this way and you could be wondering, ‘why bother?’ Well, taking the time to sit and reflect on something can help you develop new insights and more self-understanding. Or, simply just help you to order thoughts that you are already aware of. Developing this better understanding of yourself and your situation allows you to move on. That’s why it is important you write down your answers to the activities in your notebook. By the end of the eight weeks, you’ll have a very valuable personal record of where you started from this week, the journey you took to reach Week 8 and hopefully how you plan to continue from there.
Perhaps your answer to the last question posed in Activity 2 showed that you were fairly clear about some things but less sure about others. That is perfectly normal! Activity 3 in the next section is designed to help you to clarify your thoughts a bit further. You will think about how well your current or past work experience has satisfied you and draw some conclusions from this.
As this course progresses you will be taking charge of your own career choices and decisions, rather than leaving them to chance, or to other people. This is important because although others might help you in your career, it is in your interests to take more control over it.
You made the first step towards this in Activity 2. Now, working from these initial thoughts, you’ll think about what it is that you really want from work.
Remember to keep a record of your thoughts in your own notebook, as before.
Allow approximately 10 minutes
Listed here are a number of factors that will help you to recognise in more depth than in Activity 2, what you are satisfied with, and what you are dissatisfied with, about your work. Each of these implies something that you value. So, for instance, if ‘Making friendly contacts with others’ is important to you, it suggests that you value a SOCIAL element in your work.
You might be surprised by the range of possible factors of what could be important. This is one of the advantages of taking a course like this one. It opens up your thinking and suggests options and ideas you might not have considered alone.
Identify now how important each factor is to you by using the following scale:
Base your ratings on the description of each factor in column 1 and try to use the full scale. Copy Table 1 into your notebook or you can download the Resource pack for the course and complete it there.
Table 1 Values
Factors | Value | Rating (1–4) | |
---|---|---|---|
Making decisions, and working independently | Autonomy | ||
Change or variety in tasks, people, places | Variety | ||
Scope to learn, study, think, analyse | Intellectual | ||
Making friendly contacts with others | Social | ||
Large income, expensive possessions | Economic | ||
Expressing ethical code or religious beliefs | Spiritual | ||
Using talents, developing skills | Using abilities | ||
Being part of an important organisation | Commitment | ||
Having lots of stimulus, excitement, thrills | Excitement | ||
Having influence or power over others | Authority | ||
Enjoying or making beautiful designs or things | Aesthetic | ||
Getting promotions, career progression | Advancement | ||
Helping or caring for others | Altruism | ||
Concern for surroundings or location | Comfort | ||
Being original, developing new ideas | Creativity | ||
Activity, keeping moving, handling things | Physical | ||
Taking risks; business and trading | Commercial |
(Adapted from Career planning and job-seeking workbook, page 30, Open University Careers Service.)
Next, write down the values that you scored as most important (those at 4) and those you scored as least important (at 1 or 2).
For example, if you scored ‘Having influence or power over others’ as 4, then write down 'Authority' under a heading called ‘Most important value’ in your notebook.
In the next section you’ll think about your answers to Activity 3.
Your answers to Activity 3 act much like a mirror does when you look into it. They reflect back something about you to yourself. It is useful, therefore, to think about what they suggest to you in Activity 4.
Allow approximately 10 minutes
Use the following questions to prompt your thoughts and write down your ideas.
View comment - Activity 4 Considering what you value about work
Of course, work is only one aspect of your life and to consider it in isolation to all the other things that matter to you would be a mistake. For that reason, in the next section you are encouraged to take a broader look at your life interests and aspirations.
You are bringing to this course a wealth of life experiences. These have shaped your interests and aspirations, and have coloured what you believe and care about. Often we take these aspects for granted or are unaware of how they affect the decisions we take. So, it is helpful to bring these to the surface or rediscover them, so that you can decide if they are still relevant for you.
One way of doing this is to create a ‘work line’, which helps you to think about the pattern of your work life. Producing a work line helps to give shape to the past rather than it feeling like a confusing jumble of events and experiences. This is the next step towards considering the future and moving forward.
Figure 5 is an example of what a work line might include and look like.
Depending on your age, you may have many or fewer life experiences to draw on. Focus on the ones that seem significant to you in relation to your work-life. For instance, if you are only just out of education, you might want to think about success in particular subjects, about teachers or tutors who were influential, or about friends who affected how you see yourself and your place in the world.
Allow approximately 15 minutes
First note down key events in your work and study life, to show the high and low points at different times of your life. Only include events that you feel comfortable with.
For some people, the work line exercise can result in a lot of emotions coming to the surface as you review your experiences. You may find it useful to talk through any difficult emotions with someone you trust.
Create your own work line diagram, either by downloading and printing a copy of Figure 6 below from the Resource pack and completing it, or by drawing your own.
Now you’ve drawn your work line, consider it as a whole. Then use the following questions to help you to make sense of what your work-line is showing you. Note down your thoughts in your notebook.
How you feel about any particular work is bound up with the values that you identified as being important to you in Activity 3. The next section gives you the chance to think about these more broadly and may help you to make more sense of your work line.
You will now be developing a clearer picture of how you’ve got to where you are today and identified some of the things that are important to you. Often these are referred to as ‘personal values’. They influence what you see as priorities, how you decide what is right for you, and how you measure what you are doing with your life.
When the way you live your life reflects your values, it is easier to be contented and satisfied. When there is a mismatch between them, it can lead to unhappiness. This is why making an effort to know what your values are, is important when thinking about your career.
You may already be aware of how certain beliefs or values have influenced the kind of work you do, or would like to do. For instance, you may want work that benefits other people, or you may see work simply as a way of funding your preferred lifestyle and interests. It may also be that some things that were once important to you are less so now.
In the next section you are going to look at what is important to an example learner, Jon, before moving on to thinking about yourself again.
In Table 2 Jon has listed what is important to him in the world, about his work, his relationships and himself.
Table 2 Jon’s values
In the world | In my work (paid, unpaid or voluntary) | In my relationships | In myself | |
---|---|---|---|---|
What matters to me? | Am interested in environmental issues. Feel strongly about health and fitness and would like to see more people doing sport, especially young people. I think IT has enormous potential to enhance people’s lives. Don’t necessarily see that as a contradiction! | I’m ambitious but I’m also concerned about what colleagues think of me. | Claire and the children – taking equal responsibility for the children. Want to make sure that we have quality time together. | Keeping fit. Getting a good qualification. Winning – I know I’m competitive! I like to be good at everything I tackle. I want to make sure that my family is financially secure. |
What is most important to me? | Concerns about the future in terms of the sort of society my children will live in. Would like to be more involved in promoting sport. | I want the respect of colleagues, I want to be seen as the best person for the job that I do. I want to have a position of responsibility. | Recognising that Claire will want to start a career when the boys are a bit older. To make sure that the children have a good education and the chance to go to university. Want them to have a better start than I did. |
Jon then went on to draw the contents of his table in a spray diagram, shown in Figure 8, which made it easier for him to see some of the connections between his ideas.
Notice how Jon’s values and beliefs cut across several aspects of his life. In the ‘what matters’ part of the spray diagram, his work is only one aspect of what is important to him. When he asks himself what is most important, however, the spray diagram illustrates how his work might fit with his other aspirations.
Now, it’s time for you to have a go at this yourself, in the next section.
The next activity is designed to help you to think carefully about what values and beliefs you hold and how these might impact on the work options you are drawn to. You might find it useful to look back to Activity 3 where you identified what you valued about work.
Allow approximately 15 minutes
First, complete your own beliefs and values audit. Copy Table 3 into your notebook or you can complete this in your Resource pack.
Table 3 Personal beliefs and values table
In the world | In my work (paid, unpaid or voluntary) | In my relationships | In myself | |
---|---|---|---|---|
What matters to me? | ||||
What is most important to me? |
(The Open University, 2013)
Once you have done this, you might find it helpful to see your ideas visually. If so, you could produce a spray diagram, perhaps following Jon’s example, in your notebook. This kind of visualisation doesn’t work for everybody, though. So it is fine just to complete the table.
Whether or not you decide to convert your table to a spray diagram, take a little time to read back over what you have written and then ask yourself the following questions, writing down the answers to each in your notebook:
What you value in life will clearly be connected strongly to what most interests you. This is what the next section helps you to consider.
Of course, as well as believing in the value of what we do, our career choices work best if we find the work interesting in itself. Looking afresh at your interests and passions may lead you in new work directions, or may simply highlight ways of getting more out of a career path that already suits you.
Can you envisage yourself making a living from the things that you are most passionate about in life? Obviously, being able to earn an income from your passions is not the only reason to pursue them, but in the context of this course, where we are focusing on workplace success, it makes sense to consider this aspect. As a child, did you dream of being a professional athlete or an actor but ended up confining your dream to a weekend ‘hobby’? Now is a good opportunity to dust off some of those dreams and look at them again.
The next activity asks you to think more broadly about your real passions in life, and afterwards to consider how you can bring them together with work.
First, look at the example below, which shows Sarah’s list of passions.
Allow approximately 10 minutes
This activity will help you to remember the interests and passions that have meant or still mean the most to you, and to link them to types of work you might do.
First of all, in your notebook list the kinds of hobbies, interests, passions you have had – at any stage in your life. Note down your ideas however practical or achievable at this stage.
If you need to jog your memory you can use these questions or alternatively the A–Z list of potential passions.
It doesn’t matter how long your list is but if there are more than five, try to narrow them down to three or four key passions or interests, and highlight these in your notebook.
Use the following questions to help you think about which are most important to you:
Now, think about the kind of work these might lead you to and jot your ideas down in your notebook.
You should feel excited – and perhaps a little daunted – by some of the opportunities you have identified. Some might feel out of your reach at the moment because you doubt you have the knowledge or skills. Others might appear to conflict with your lifestyle preferences, or commitments to other people. Try not to see these as negative thoughts as it really helps to be specific about potential conflicts and constraints, so that you are given the chance to find possible ways around them. This means that you can keep your options open.
You’ll get the chance in the next section to think about these potential conflicts and constraints.
For everyone, there is a range of personal factors that may affect career choice. These could include:
Take a few moments to look at Angela’s example below.
Table 5 Angela's needs, responsibilities and constraints
What are my needs, responsibilities and constraints? | What are the implications and what can I do about them? | |
---|---|---|
What are my needs? | Financial independence Opportunities to be creative Working to live | Will be limited by what work is available locally that I have the skills for Could do extra training through work or adult education courses |
What are my responsibilities? | Looking after parents Paying off mortgage | Want to find best way to manage my finances Speak to an independent financial adviser about my options |
What constraints are there? | Want to remain in local area To earn enough to cover debts |
Angela has used the implications column to focus on actions she can take. This is important, otherwise it is easy to feel hemmed in and frustrated. Bear this in mind in the next activity as you write your own needs, responsibilities and constraints table.
Allow approximately 15 minutes
This activity will help you to evaluate what you need, what you have to do and what you cannot easily do in your life at the moment. It will encourage you to think about the implications of this and to see ways forward.
Now complete your own table of needs, responsibilities and constraints. You can complete a blank copy of Table 5 in your Resource pack.
View comment - Activity 8 My needs, responsibilities and constraints
Before finishing for this week, and moving on to complete the end-of-week quiz, you’ve got one final activity to complete. This asks you to bring together your thoughts from Activities 7 and 8.
Allow approximately 10 minutes
Look back to what you discovered about your interests in Activity 7 and the options you generated there. Think about the constraints that you identified in Activity 8 and then consider the following questions and write down your answers.
Well done, you’ve completed the last activity of the week, except for the weekly quiz. You have already created a picture of how your experiences, values and interests have shaped your work until now, and how they might continue to influence your choices going forward. These are very important first steps – so well done. You’ll be building on this next week.
Well done, you’ve just completed the last of the activities in this week’s study before the weekly quiz.
To complete this quiz you'll need to enrol on the full free course on OpenLearn.
Go to OpenLearn now.
Hopefully this week has helped you to rekindle some excitement about the possibilities in your work life. You may be seeing ways to bring more of your interests to your existing work, or new opportunities you might like to consider further. You might also be feeling a little unsettled. This is natural whenever you begin to examine your past choices and consider ‘what next?’ For now, feel proud that you have taken the first steps towards creating a career path in which you can be successful and happy.
Next week you are going to consider the skills and knowledge that you already have, and how you can use these or build on them further, to help you achieve any aspirations you have identified this week.
You should now feel that you can:
You can now go to Week 2.
There are more than 800 courses on OpenLearn for you to choose from on a range of subjects.
Find out more about all our free courses.
Find out more about studying with The Open University by visiting our online prospectus.
If you are new to university study, you may be interested in our Access Courses or Certificates.
For reference, full URLs to pages listed above:
OpenLearn – www.open.edu/openlearn/free-courses
Visiting our online prospectus – www.open.ac.uk/courses
Access Courses – www.open.ac.uk/courses/do-it/access
Certificates – www.open.ac.uk/courses/certificates-he
Newsletter – www.open.edu/openlearn/about-openlearn/subscribe-the-openlearn-newsletter
I Love My: Job Skydiving Photographer (2012) YouTube video, added by YouAndMeThisMorning [Online]. Available at https://www.youtube.com/watch?v=Qm-pZ4xJBZM (Accessed 20 May 2015).
The Open University (2013) Beliefs and values [Online]. Available at http://www2.open.ac.uk/students/careers/about-you/your-values (Accessed 20 May 2015).
Windmills Ltd. (2007) A-Z of passions [Online]. Available at http://www.windmillsonline.co.uk/interactive/section_1/subsection_3/page1.html (Accessed 20 May 2015).
Last week you explored your life experiences, your motivations and some of the practical realities around work options. Hopefully you are beginning to develop ideas about the kind of work you aspire to do or are clearer about how to bring more of yourself and your passions to the fore in work you already do. Knowing what you want, of course, is only part of the challenge. You need to have, or to gain, the knowledge and skills necessary for your work choices, whether they are paid or voluntary. So, this week you’ll consider the knowledge and skills you already have and how you might want to add to these to meet your goals.
As with Week 1, you’ll need your notebook to jot down your thoughts and responses to the activities.
Watch Wendy introduce Week 2:
By the end of this week, you will be able to:
Simply put, ‘knowledge’ is information, facts or understanding about something. So, you might ‘know’ the rules of cricket, or the recipe for a chicken curry, or how to mend a bicycle puncture. There is a difference, though, between ‘knowing what’ and ‘knowing how.’ Knowing the recipe for chicken curry is not the same as having the practical skills needed to make it. For example, if you have never chopped anything, you probably won’t have acquired the necessary knife skills. This is a key difference between knowledge and skill. A ‘skill’ means that you are able to do something. Of course, there are different levels of skill and practice is usually the key to improving these. As your chicken curry making skills improve with practice, in effect you gain what might be called practical knowledge as a result of developing these skills.
It is important to have or to learn the skills and knowledge you need for the kind of work you want to do. You begin by looking at the roles you play in your life and what these require of you. This will help you to see what knowledge and skills you have acquired along the way. Then you are invited to do an ‘audit’ of your skills and to assess how well you do them, so that you build up a clear picture of how well you do things. This will help you to appreciate your strengths.
Imagine yourself as an actor in your own life, like a character in a movie. You probably play a lot of different roles. You might have a role as a parent, as an employee, as a friend, and sometimes, like now, as a student. Each of the roles you play demands different things of you.
One way of uncovering the skills you have already developed is to begin with the range of roles you play in life.
For example, if you have previously been a student you would have needed the skills of learning, of time management and of communicating in writing. Perhaps you enjoy DIY? If so, you have developed not only practical skills but planning and organising skills as well. If you are a parent, you have developed childcare skills, but also probably those of budgeting, time management, delegating, cooking, and so on. By chairing meetings of a club, you develop skills of dealing with people, as well as those of managing the discussion.
Obviously, there are many more examples that could have been included here, but hopefully these will spark your own ideas for the activity in the next section.
Look at Tom’s (an example learner) list below. It shows some of the roles he plays and the kinds of thing these roles demand of him.
Now think about your own roles in life in this next activity.
Allow approximately 15 minutes
This activity will help you to identify the roles you have played in your life so far and thus provide you with a basis for considering the skills they have helped you to develop.
First jot down in your notebook the roles you play most frequently and just one or two key activities associated with them. If you find it difficult to identify roles, go back to your work on interests and passions from Week 1 and see if these remind you of any.
Another memory jogger is to ask yourself who you have been for other people. For example, are you a sister or a brother, or a manager to your team?
(Adapted from Career planning and job-seeking workbook, Open University Careers Service.)
Now you’ve identified your different roles, consider which ones you find more satisfying than others and the roles that you feel you perform well. Again, write down your thoughts in your notebook. Copy Table 1 into your notebook or or you can complete this in your Resource pack.
Table 1 Roles
Roles I most enjoy | Roles I think I do well |
---|---|
You will gain the most from this activity if you take a little time to reflect on what you have written. Use the following questions to trigger your thoughts and write down any answers that occur to you in your notebook.
In the next section you’ll be able to reflect on the abilities you have that go with these roles.
Hopefully, the last activity showed you that most roles you play involve doing different things. Even in a particular job, there are often different roles within it. For instance, a healthcare worker might be both a chiropodist and a manager, or a production worker will also be a problem solver when the work does not go smoothly.
In Activity 1 you identified some of the skills you have gained from performing different roles. When you use these skills, you are demonstrating your ability to do something. At a personal level, people might refer to you as being able to resolve production problems or as an able map reader, which then suggests that you have that ability. Generally, the more you use an ability, the stronger it becomes. It is important when managing your career to know what ‘abilities’ you have and how well they suit the kind of work you want to do.
The next activity will help you to become more aware of the abilities you’ve developed through the roles you have already identified.
Allow approximately 10 minutes
First look at the table below. It lists things you might have done in the roles you play and expresses them as ‘abilities’. For instance, you might have had to ‘organise’ team meetings or to ‘campaign’ to raise money for a charity. Read each item on the list and decide if it sounds like you. For the ones that sound most like you, write them down in your notebook and make a note of the role each is associated with. You can also complete this in your Resource pack.
Table 2 My abilities
Initiate | Seek | Communicate |
Implement | Organise | Harmonise |
Monitor | Solve | Check |
Maintain | Decide | Campaign |
Improve | Liaise | Persuade |
Control | Coordinate | Measure |
Allocate | Explore | Supervise |
Select | Investigate | Choose |
Develop | Link | Guide |
Create | Sell | Make |
Enhance | Plan | Train |
Delegate | Teach | Evaluate |
(Adapted from Career planning and job-seeking workbook, The Open University,2014.)
This activity has given you an overview of the kinds of ability you have. Now you need to say something about the activities that helped you to develop them. The next step is to identify the abilities which are most true of you, and link them to activities that enabled you to develop them. You will do this in the next section.
Thinking about what you have done shows how you have developed or used your abilities in particular roles. This is very useful for both job applications and interviews.
This next activity will help you do just that.
Allow approximately 15 minutes
Table 3 shows an example of how you might link your different abilities to activities that you have carried out.
Table 3 Abilities
Role | Ability used | Evidence of ability |
---|---|---|
Social Club secretary | Liaise | Have to coordinate dates of meetings with all committee members and the community centre manager for room booking. |
Enhance | The previous secretary used to write very long meeting notes, which people complained about. So I introduced a short summary that just records actions, decisions and news. The chairman said this was a big improvement. |
Copy a blank version of Table 3 into your notebook or you can also complete this in your Resource pack and fill in the list of roles and associated abilities you identified from Activity 2.
Next, think of any specific activities or actions, which show the ability that describes you, and add these to the third column. Evidence means things you have done that show you have used the ability you want to demonstrate. Be as specific as you can. It can be helpful to think of particular occasions when you used the ability.
You are not, at this point, trying to include everything but to pick out significant roles and abilities that have helped you to develop. Aim to include between three to five roles.
View comment - Activity 3 How have I shown or developed my abilities?
In the next two sections you will develop your thinking further. You will learn how to gather evidence of your abilities so that you can use this to support your job applications. It is helpful to start to add to your table by linking the abilities you have to any type of work you have already done. Remember that ‘work’ does not only mean something you are paid for. Interpret it as widely as you find helpful.
Learning about something often develops abilities that are easily overlooked. For instance, you may have studied on a course, served an apprenticeship, or travelled and learned about other places, cultures or people.
The next two sections invite you to think through both your work and learning experiences.
By now, you are beginning to see that all the roles in your life require you to have certain skills. Some of these roles may have been in a social context, others in paid or unpaid work situations. In this section, you will focus on roles connected to work in some way. All ‘work’ counts for the purpose of this section.
Have a look at the example of Angela below. Notice that it is not clear from Table 4 whether the jobs Angela did were paid or voluntary. This is not important since you acquire the skills whether or not someone is paying for your work. The table also shows when Angela has done similar types of job, but that her responsibilities might have been different, and so she was able to extend the skills she had developed.
Table 4 Angela’s work and personal achievements
Dates | Employer/organisation (include clubs, community groups, etc.) | Title | Responsibilities, duties and activities | Training (include formal training, coaching and workshops) | Skills developed |
---|---|---|---|---|---|
1986 – 1989 | W H Smith Ltd | Shop assistant | Management of magazine department and some staff management | Handling customers Use of cash tills | Handling cash Customer care Motivating others Time management Prioritising |
1991 – 1992 | Derngate Theatre | Front of house staff | Checking tickets Seating customers Refreshment sales | Basic First Aid | Understanding of team work Interpersonal skills Empathy Listening and questioning Presentation |
1993 – 1994 | Liverpool Higher Education College | Library assistant | Issue desk duties Cataloguing books Customer training | IT training Cataloguing skills | IT and keyboard skills Inputting data into spreadsheets and databases |
1995 – 1999 | Sailing Club | Membership secretary | Recruiting new members Managing membership subscriptions | Database development Accounting skills | |
1995 – 1998 | De Montfort University | Assistant librarian | Management of Library Social Sciences section Supervision of Library assistants | Management training | Decision taking Budget management Providing relevant and appropriate information |
1998 – to date | Milton Keynes University | Assistant librarian | Creation of new library service | Business management Process costing | Information literacy skills Report writing |
1998 – 2001 | Film club | Publicity secretary | Organising publicity leaflets Writing film reviews | Creativity Working to a brief |
Use this example to help you with the next activity.
Allow approximately 15 minutes
This activity helps you to look back over your own work and personal achievements and to decide what skills they have helped you to develop.
Copy a blank version of Table 4 into your notebook or you can also complete this in your Resource pack.
Of course, work experiences are only part of the story. Any experiences that have helped you to learn can be just as influential in developing your capabilities. The next section, therefore, encourages you to review these too.
When you completed the previous activity, you were asked to think about any training you might have had in any particular jobs. As well as this, you might have done courses outside work, such as evening classes for personal interest. You might have participated in a charity event that involved learning new things, such as deciding to learn to ride a bike to participate in a charity cycling challenge.
It can sometimes be difficult to see the full range of skills developed through learning. You might be clear that you learned to confidently ride a bike for the charity cycling challenge, but be less aware that while on the ride you developed your ability to talk to strangers more easily. It is easy to know that you have passed a test, or completed a tough climb, but it is sometimes difficult to see how you have changed in subtle ways.
The skills you develop during learning experiences can be a positive influence on your role in your family, your involvement in the community, or in your potential to do a job. There is much to gain from reflecting on your skills and qualities, and seeing how these can be used to enhance your career choices and your personal development. This reflection should help you to identify the more subtle changes as well.
The following activity illustrates this for you.
Allow approximately 15 minutes
This activity illustrates how the benefits of learning are not always obvious and encourages you to think differently about your own learning.
Watch the video of actor and OU graduate, Stephen McGann, talking about how studying science added to his skills.
After you have watched the video all the way through, listen to it again, making notes on the skills Stephen says he developed. Record the main skills in the box below. You do not need to record these in your notebook because they are Stephen’s experiences, not your own.
Select a learning experience of your own and reflect on it for a few minutes. It is up to you whether you choose a formal learning experience, like a course of study, or a life experience such as moving country, or becoming a parent or grandparent.
Imagine, like Stephen, you have been invited to make a short video explaining to someone else how that experience developed different parts of you or new skills that you have been able to deploy in your life more generally. What would you say? Creating short rehearsed pieces of explanation about your learning and skills is good preparation for interviews.
Write a few sentences in your notebook as you might say them in a video. Then try reading aloud what you wrote.
As you have seen in last few sections, skills are acquired in many different aspects of our lives. The main areas where we acquire skills are:
Some of these you may not have even considered before. So, hopefully, you are building a good picture of your own skills now and maybe you won’t take them for granted so much.
Now that you’ve identified the skills that you have developed, you need to consider which you feel most confident with, and which may require further development. The next section gives you that chance.
By now, you will have a clearer picture of how the range of skills in your life, work and study experiences has helped you to develop. Of course, the chances are that you feel more confident in some of your skills than in others, so it is useful, therefore, to develop a view of where your strengths lie and which skills you feel you might lack or need to strengthen.
For this you need to do a stock-take, or an ‘audit’ of your skills. A ‘skills audit’ is a review and assessment of your existing skills. It allows you to create a profile of your skills, which you can then compare to what you need, both now and in the future, to fulfil your aspirations. You need to think about the skills you have gained through your working, home and social life, as well as those you have developed (or are developing) through a programme of study, such as this one.
The activity that follows in the next section will help you to assess your skills in more detail. It will help you to identify ‘transferable skills’. These are the skills that can be used in more than one role or activity. For example, if you are good at getting people to talk, you could use that skill in counselling someone, or in making their visit to your hair salon more enjoyable.
By auditing your skills in this way, you start to look at them in the way that employers expect, and in the kind of language that you can use in job applications. Many people, especially those who may be returning to work after a break, feel that they are lacking in skills or that the skills they have are rusty. It may be that if you feel you have gaps in your skills, this exercise will help you to identify them, so that you can think about how to plug the gap.
See how you get on with your own skills audit in the next section now.
The activity that follows will help you to audit your skills. Remember to keep a record of it in your notebook.
The first step in your skills audit is to complete a questionnaire that groups skills into categories, such as ‘communication’ or ‘administrative’. It does this because these are of particular importance to employers.
As you complete the questionnaire, consider how well you can carry out each skill described. It can sometimes be helpful to consider yourself in comparison with other people, or to ask people who know you well to comment, so that you get a sense of how strongly you hold these skills.
The important thing is not to devalue yourself through lack of confidence or modesty. If you do, you might prematurely close down some of the work options you are interested in, by persuading yourself that you do not have the skills for it. You would almost certainly undersell yourself to employers or work colleagues.
Download a copy of the questionnaire now from your Resource pack and complete it. Save the completed file in a safe place on your computer or print it out and keep it with your notebook.
Now look at the skills from the questionnaire in which you scored most highly and those you most enjoy. Make a list of both in your notebook.
Look back through the detailed skills descriptions for each of the categories in the questionnaire. Think of particular skills you would like to develop within those descriptions that you’re not yet competent in, but would like to develop. List those as well.
Copy Table 5 into your notebook or download it from your Resource pack and complete it.
Table 5 My skills audit
Skill area (e.g. Communication) | Particular skill I would like to develop (e.g. Engaging an audience, giving a presentation) |
---|---|
And finally, which are the skills that you’d most like to use in the future? Write them down in your notebook.
By thinking about which skill areas you want to use in the future rather than simply those you can use well now, you start to see what strengths you need to build on, and which areas you might need to develop further if you are to achieve your aspirations.
The next section gives you time to think about what you have discovered about yourself in the first two weeks of the course.
In these first two weeks you have been encouraged to take a step back and to think about how you have got to where you are today. You have given some thought to what interests you, what constraints you need to manage within, and what skills you have developed.
As you have worked through all the activities, you may have had new ideas about the kinds of work you would like to do, ideas about how to do your existing work in new ways, and thoughts about how to make your work better suit your life circumstances.
This next activity allows you to capture some of the conclusions you have come to at this point.
Allow approximately 15 minutes
You may well change your views and plans as you progress through the course, but for now, remind yourself of what felt important when you began it.
Read through the results of your work and any notes you have made in your notebook so far. Then write down your answers in your notebook in response to the following questions. Some of the questions draw directly on the activities you have done during these first two weeks. For others, you will need to reflect on new areas and to add them to your thinking.
Write down the abilities that you would most like to use.
Write down the values you would like to fulfil.
Write down the occupations or job areas you would like to work in.
Write down the kind of contact you would like to have with people, and the kind of environment you would like.
Write down any other factors that are important to you, such as location, travel, hours, etc.
Write down some changes you would like to make in your work life.
(Adapted from Career planning and job-seeking workbook, The Open University,2014.)
Your final task for Week 2 is to complete the end-of-week quiz.
Alongside analysing your own career assets, you are learning about how to assess and refocus your working life by learning new concepts. The end-of-week quiz gives you the opportunity to check your understanding and progress. Again, it consists of five questions and will help you to prepare for the longer Week 4 badged quiz.
To complete this quiz you'll need to enrol on the full free course on OpenLearn.
Go to OpenLearn now.
Your notebook should be filling up nicely now with reflections on what you like to do, the roles and abilities you have, as well as the abilities you feel confident about, and which may need further development. Hopefully, you’re feeling positive about yourself and inspired to keep moving forward. Next week you are going to move on to the next step of the careers planning process – exploring opportunities.
You should now feel that you can:
You can now go to Week 3.
There are more than 800 courses on OpenLearn for you to choose from on a range of subjects.
Find out more about all our free courses.
Find out more about studying with The Open University by visiting our online prospectus.
If you are new to university study, you may be interested in our Access Courses or Certificates.
For reference, full URLs to pages listed above:
OpenLearn – www.open.edu/openlearn/free-courses
Visiting our online prospectus – www.open.ac.uk/courses
Access Courses – www.open.ac.uk/courses/do-it/access
Certificates – www.open.ac.uk/courses/certificates-he
Newsletter – www.open.edu/openlearn/about-openlearn/subscribe-the-openlearn-newsletter
The Open University (2014) Career planning and job-seeking workbook Milton Keynes, The Open University.
In Weeks 1 and 2 of Succeed in the workplace you concentrated on the first step in the careers planning process – knowing yourself. This gives you a solid foundation to work from for the next steps you’ll take, specifically exploring opportunities. You’ll do this in conjunction with the aspirations that you identified in Week 1.
Whatever your personal starting point, the extent to which you can fulfil your aspirations depends, in part, on being able to identify and access the opportunities open to you.
This week you will focus on exploring new opportunities or looking again at ones that are already there, but which you may not be using as fully as possible. Whether you are interested in paid or voluntary work, or both, you need to be able to map out the options available and evaluate which might suit you best.
Now watch Wendy introduce Week 3:
By the end of this week, you will be able to:
Here’s a quick reminder of where you are in the careers planning process. You’ve already completed step one, ‘know yourself’, and are moving on to ‘explore opportunities’ now. You’re already a quarter of the way through the process – well done for sticking with it.
Now you need to match what you know about yourself to the opportunities available.
You’ll learn about the importance of this next step in the first activity of the week.
Allow approximately 10 minutes
Watch this short video in which a careers adviser explains the importance of this step in the career planning process.
Although the adviser talks specifically about paid work, the point she is making holds true for unpaid work. It is becoming rare that you can find unpaid work without the same kind of search for opportunities that you do for paid work. You may agree with some of the points made in the video, especially if they reflect your own experiences. You might disagree with some too, for the same reason. Take a few minutes to note down in your notebook your reactions to the following questions.
A structured approach can really help, whether you are absolutely certain of what work you want to do, or uncertain. You are fortunate if you have a very clear idea, as most people won’t be in this position. Identifying where your ideas fall in this range of possibilities is a good place to start when exploring opportunities and you’ll consider this in the next section.
As you watched the video, you might have wondered how clear you need to be about the kind of work you want, before you start exploring opportunities. One way of thinking about this is to use a scale from 1 to 10, where 1 is ‘I have no idea what I want to do’ and 10 is ‘I know exactly what I want to do’. You will have the opportunity to try out this approach, but sometimes thinking about another person’s situation can be a good way into thinking about your own. Try this in the next activity.
Allow approximately 5 minutes
The case study below offers a brief example, which might spark your own thoughts.
Case study: Christopher
Christopher is 35 and has been unemployed for 12 months. His last job was as a pizza delivery driver for a small local company, which closed down. He has since lost his driving licence due to a succession of speeding fines.
Christopher marked himself as '3' on the ‘clear about work’ continuum. His notes explained his mark as follows:
I am saying '3' because really I would like to go back to driving, but I do not think I can in the short-term. I might have wanted to do taxi work. I know what I do not want to do – work in construction or in a shop – and that is all that seems to be on offer in my local job centre. I have thought about working as a car mechanic, because I am pretty handy at that kind of thing, but I do not know if you have to have qualifications. Perhaps I need to ask around and find out about what I need to be a mechanic. I am not an exams kind of person so that might rule me out if you need to do that.
What do you notice about Christopher’s case? Jot down a few ideas. (Do not worry about recording these ideas in your notebook as your comments here are not about you.)
Now think in a similar way about your own situation.
Allow approximately 10 minutes
This activity helps you to decide how clear you are about what you want to do, using a scale of 1 to 10, and to sort out what kind of questions you might need to be asking.
1 – represents feeling very confused about what work you want to find.
10 – represents absolute certainty.
Try to choose the number which best represents how you feel at the moment and make a note in your notebook.
Now you have made this judgement, use the questions below to help you to see why you might have rated your level of clarity in the way you did. Write your answers in your notebook.
View comment - Activity 3 Are you clear about your aspirations?
Whether you are absolutely clear about what you want to do, or just have a vague idea with lots of doubts, you need to do some testing of what opportunities are available and what they might demand of you before you can start to pursue the work of your choice.
Remember, at this stage, you are not committing yourself to anything. You are just exploring the options. You can afford a bit of uncertainty. You can also afford to change your mind if your discoveries show that your initial ideas are not your best ones.
You’ve now got an idea or ideas to work on. Your next task is to refine these further.
However clear you feel about your preferred work options, it is useful to test how well they match you as a person, your current circumstances and your life plans. In this section, you are invited to find out more about one type of work and what it would demand of you.
The two-step process that follows is designed to help you to do some early testing of your ideas. It will work best if you identify a particular type of work or career path that has so far emerged as one that interests you. For instance, you might have identified a career in the retail sector as something you feel would suit you. Alternatively, you might be interested in voluntary work and feel that working at a food bank, or other charity helping people, would be rewarding. Whatever your thoughts, you need to do a bit of finding out or ‘research’ on what the opportunities for this type of work are in practice.
To do this you need to know where to look, and help may not always come from the most obvious place. So, here’s a list of possible people or organisations that you could use, and what information you could find out from them.
Table 1
Source | Description of information |
---|---|
Business columns of newspapers | May include features forecasting which employment sectors will be recruiting or are in decline. |
Your local contacts | May hear of local jobs and, if they know you are looking, mention it to you. |
National Careers Service website | A government website that includes information about training and apprenticeship opportunities. |
Job Centre Plus | As well as paid job vacancies, they have information on volunteer work and your rights in relation to seeking work. |
Friends and family | They may have direct knowledge of the type of work you want to do, know if their organisations are recruiting or making people redundant in some areas, or may have good contacts to whom they can introduce you. |
Jobs pages of local newspapers | Gives a good idea of what employers are looking for in certain types of work, and a sense of how frequently those jobs are advertised. |
Professional institute magazines | Advertise jobs specific to their profession and this can give you a good idea of specialisms within the field. |
Professional institute websites | Explain the knowledge and skills requirements for the type of work and the training available. |
Organisation’s own websites | Many have a ‘careers’ or ‘working with us’ section that tells you what kind of work environment they offer and the types of job for which they recruit. |
Office of National Statistics | Provides information on jobs in the public and private sectors, and gives an analysis of the UK workforce jobs by sector. It also looks at industry changes. |
Social media networks | A new and developing source of information about jobs and companies. |
Radio programmes | Local programmes might report on site closures or new businesses starting up in the area, for example. |
Community notice boards | They will occasionally carry job advertisements for local jobs, such as acting as clerk to the council. |
Local Chamber of Commerce | Through the people you meet via this network, you may hear of jobs that are not advertised. This is true of many professional networks. |
For the purposes of these next activities, you will need to select three of these potential sources of information that you can use now. This will vary depending on where you are located but may mean that you are limited currently to searching on the internet. You can explore other useful sources at another time.
Allow approximately 5 minutes
Spend a few moments thinking about which three sources you want to consult and why. Write your choices and reasons in your notebook.
For instance, you might be interested in a retail career and decide to look at supermarket or department store websites. You might also want to check if there is a specialist magazine for the retail sector and, if there is, to visit your local library to look at a few copies.
Before going to your sources for information it is vital to start out knowing what you want to find out. You’ll be helped with how to organise your thoughts on this in the next section.
If you don’t know what you want to know, you will have no way of starting your research into different job opportunities. You just won’t know where to begin.
So the next activity is designed to help you to identify a few questions that you want answers to.
At this stage, these sorts of question might be useful:
Which of these questions are most important to you right now?
Your answer might depend on how clear you are about the type of work you want, your motivations for pursuing the work and the time frames you have in mind. For example, if you are already in work but short of money, you might want to look for additional work that fits around your existing job. In this scenario you would be more concerned with the availability of work and with the practicalities, such as weekend or evening working options. If, however, you are already on a career path but considering a different employment sector, you might have questions about organisation types and availability in your geographical area.
To help you decide what questions to ask, you’re going to look again at Christopher’s situation from Activity 2.
Allow approximately 10 minutes
Imagine that Christopher is your friend. He tells you he has decided that he wants to pursue his idea of becoming a car mechanic but wants to test the possibility. What questions do you think he needs to ask, which are related to:
Write the questions you think would be useful for him to research below. As this information is not about you, there is no need to write it in your notebook.
View comment - Activity 5 Identifying Christopher’s questions
This section will help you to apply your learning about how to create useful research questions for your own needs.
Remember the four different categories are:
Allow approximately 10 minutes
Remind yourself of the three sources of information you wrote down for Activity 4, and identify three questions you think might be helpful for you to answer. Use the types of question listed above to prompt your thinking. For example, you might have listed ‘National Office of Statistics’ as one of the sources you will consider. If so, your questions could be:
You will see that the questions here are largely about availability. However, the type of question you ask will be related to the source that you are consulting. So, consider this carefully when constructing your own questions.
Now write down in your notebook the information sources you chose and the questions you think will guide your research. The table below provides an example of how to organise your thoughts.
Table 2
Information source | My three questions |
---|---|
Food bank website | Are there any food banks close to my home? Is it possible to get to them by bus? What kinds of work do they ask volunteers to do? |
Now you have a list of questions you can start to research what you want to know.
The next step is to find the answers to your questions. In other words, do your research. This is the kind of activity that, before you know it, you’ve spent a few hours on. That’s fine if you have the time to spare; if not, keep an eye on the clock and try to spend no more than half an hour on your research. If you don’t manage to get answers to all your questions now, come back to the activity at another time to finish it off. You will have plenty of time in the final week to look over what you have done, and to decide whether there is anything more you could do that would strengthen your action plan.
Allow approximately 30 minutes
This activity is designed to give you practical experience in finding the information you need, and in evaluating how well your work aspirations match what is available.
First, look for answers to the questions you identified in Activity 6. Spend the same amount of time on the three information sources you identified as useful.
Remember to write down in your notebook any information you find. You should also make a note of the source of the information, in case you want to find it again.
When you’ve done this, organise the information in your notebook under the question categories of:
Now you’ve had a chance to do some research into one kind of work you are interested in, bear these processes in mind for any other work opportunities you have identified to consider in the future.
It’s time to think more about the information that you uncovered.
Figure 4 Matching yourself to the work you want
View description - Figure 4 Matching yourself to the work you want
Your research in the last section may well have uncovered practical issues that you might face, if you want to do a specific kind of work. For example, your preferred work options may not be widely available in your area. Or, you may have discovered that the type of volunteer work you want to do is restricted to the organisation’s head office, which is too far away for you. Before you let issues like these dominate your thinking, consider your timescales for finding this kind of work.
Ask yourself these questions:
You may not feel the need to answer these questions now and that is fine. Alternatively, if you have concerns, you might want to jot down your immediate thoughts in your notebook. This allows you to ‘park’ the problems for now and move on. You can always return to these questions and your reflections later.
In Weeks 1 and 2 you considered your preferences based on your interests, values, skills and personal constraints. It is usually only when you start to look at what is available that you discover that it might not be so easy to find job opportunities that match your preferences. Try not to become despondent. You may be able to retrain or find similar jobs that you can apply for. You may just need to think more flexibly, to take advantage of what is available. The next section encourages you to do this.
It is easy, when thinking about the word ‘job’, to associate it with a full-time commitment to one organisation over a sustained period of time. As already noted in Week 1, increasingly, this is not the only way of working, and one way of thinking flexibly about the kind of work you want to do is to consider different work patterns. Some of these might combine well with your existing commitments. Others might be a stepping stone towards the work you want.
In this section you will learn about a broader range of options than full-time jobs. As you work through it, ask yourself if any of these options might work for you.
Some of the terms used are legal or technical ones, which are important to understand, so these are described for you.
Part-time work involves working for fewer hours a week than the equivalent full-time job. Such jobs normally have a set working pattern, such as every morning, or three specified days of the week.
Part-time work has many advantages but can be particularly useful in enabling you to continue to build skills and experience while fulfilling other commitments.
Temporary and contract work is most often a job that has an end date, unlike a permanent job which has an open-ended contract.
This can give you experience and valuable contacts in a variety of environments. It can be a valuable opportunity to ‘taste’ a range of jobs and help you to be clearer on what work best suits you. Another benefit of this is that you get a foot in the door of an organisation that interests you. It might then be possible to apply for permanent roles.
This is someone employed by an organisation but works from home for all or part of their working week.
Self-employment means working as a freelancer, for yourself, or running your own business, rather than working for an employer. Self-employment presents both opportunities and risks. It is an increasingly common form of work, and one which may or may not suit you.
If you are already in employment, and have worked for your employer continuously for the last 26 weeks, you can apply for flexible working arrangements. This can take different forms but can mean:
Portfolio working usually refers to work that involves earning your income from a variety of sources. For example, you might work on freelance contracts or as a part-time employee for several organisations and, perhaps, also run a business.
This is exactly what it says on the tin and can be a very attractive option if you are at a stage in your life when you feel free to live and work away from your home country. Perhaps you have the travel bug and would like to see as many different countries as you can. It could be that you think that work experience abroad will help you to obtain your chosen job when you return, or that improving your language skills might be important to your long-term plans.
Having learned about the potential work options, you need now to think about which ones might work for you and the next section focuses on this.
At this point you may be feeling overwhelmed by all the potential work options. This is natural. The kind of work and thinking you are doing can feel challenging at times. As well as this, the world of work and developing a career is very complex. You may feel at the moment as if there are too many options, which may be making you feel unsettled. Although uncomfortable, these kinds of feeling are not necessarily a bad thing. They are a sign that you are making progress with the changes you want.
So, if you find yourself feeling daunted or lacking motivation to continue exploring the options, some of the following tips might help:
Then, before moving on to the final activity this week, remind yourself of how much you have already achieved. Focus only on the things you have done, not the ones you might have left to one side. Whatever you are able to do on this course is great. It still takes you forward. Remember that you will have your notebook to return to at any stage in the future. You can pick up any loose threads when you feel ready and able to do that.
Before leaving this week behind though, pause to think about which of the work options may have appeal or merit to you, now or in the future.
Allow approximately 15 minutes
First, read back through the research in your notebook for the kind of work you want to find. Next think about whether any of the seven options included in Section 5 open up ways of working that you had not previously considered. For example, can you combine two forms of part-time work? Could you set up a small business from home, alongside your existing job if necessary? Would it be practical for you to do temporary work, as a way of finding out more about the types of work and employer that appeal to you?
Makes some notes in your notebook in answer to the following questions.
Well done, you’ve just completed the last of the activities in this week’s study before the weekly quiz.
To complete this quiz you'll need to enrol on the full free course on OpenLearn.
Go to OpenLearn now.
This week you’ve had the chance to look further into the work that interests you and to consider different ways of working, which may enable you to progress with your goals. You may well find that instead of having fewer questions now, you have more. This is to be expected when you start digging into a new area of work, so see this as a positive step in your career planning process.
Next week you’ll be looking at the value of different types of work experience.
You should now feel that you can:
You can now go to Week 4.
There are more than 800 courses on OpenLearn for you to choose from on a range of subjects.
Find out more about all our free courses.
Find out more about studying with The Open University by visiting our online prospectus.
If you are new to university study, you may be interested in our Access Courses or Certificates.
For reference, full URLs to pages listed above:
OpenLearn – www.open.edu/openlearn/free-courses
Visiting our online prospectus – www.open.ac.uk/courses
Access Courses – www.open.ac.uk/courses/do-it/access
Certificates – www.open.ac.uk/courses/certificates-he
Newsletter – www.open.edu/openlearn/about-openlearn/subscribe-the-openlearn-newsletter
Last week you began to match your interests and aspirations with the employment market. Your discoveries will have been very personal to you. For instance, you might have found reassurance that it is likely to be a straightforward journey from where you are now to the work you would like to do. It is more likely, however, that you have discovered that you need to gain skills or experiences which you currently lack and have begun to think about how you could acquire these.
This week you will focus on how work experience and voluntary work can help you gain some of these skills and experiences. Even if you have a clear career path, and defined aims for what you want to achieve, you can still benefit from considering how work experience and voluntary work might help you.
Since the nature of work experience and voluntary work differ, these are treated separately this week. This may mean that parts of this week will be more relevant to you than others. You’ll start by considering work experience.
Watch Wendy introduce Week 4:
By the end of this week, you will be able to:
Work experience includes work you do before starting on a career path, or as part of enhancing your existing career. It can be part of a formal work experience scheme or from the work you have done, or are currently doing. Whatever form it takes, work experience can be useful whether you are:
Work experience can take several forms:
Voluntary work is a particular kind of work experience, with different features and benefits, so this is considered in latter part of this week.
The first activity this week will help you to update your skills profile from Week 2 by identifying past work experience.
Allow approximately 5 minutes
In Week 2, you considered the work experiences you have already, and the skills you gained from them. The definition and examples above may have reminded you about work experience you might so far have overlooked. For example:
Find your notes on work experience from Week 2 and add any other experiences you may have missed. Remember to include any skills that you've gained.
So, let’s think about what the benefits of work experience are.
Figure 2 Dipping your toe into work experience
View description - Figure 2 Dipping your toe into work experience
You may have noticed that some of the options identified in the previous section could involve taking on work in addition to existing commitments, such as a project on top of your ‘day job’. Others involve working without pay. You might be unsure about the benefits of doing this. If so you are not alone. Only you can decide whether you have the energy and motivation to invest in gaining work experience which may put you under pressure in other aspects of your life. However, the short video in this next activity may help you to see the benefits of doing work experience.
Allow approximately 10 minutes
Watch the following video in which two Open University students explain the value of work experience. Make notes below on what arguments they put forward for gaining work experience.
So, work experience is both pleasing to a prospective employer, as well as helping you to achieve your goals, whether that is in your current employment or a new direction. It can also test out whether some of the ideas on your ‘what next’ list are really would be as enjoyable as you imagine.
Whatever your reason for wanting to gain new work experiences, the obvious next question to ask yourself is ‘where might I find them?’
Figure 3 Finding work experience opportunities
With imagination and planning it is possible to find useful opportunities for work experience whatever your circumstances. Taking the following three-pronged approach to considering your options is useful:
Let’s look at each of these in turn in the next sections.
If you are already working, you may find you can volunteer or do work experience in a different role with your current employer. Many organisations have schemes for their employees and some may pay for employees to undertake work experience elsewhere. If your organisation has a Human Resources department, they might be the best people to tell you if such a scheme exists. If not, your immediate manager may be able to advise you.
You might want to consider work shadowing other members of staff whose roles appeal to you. You will get a more realistic idea of the responsibilities, skills and challenges of the posts. How you arrange this might depend on the support of your manager, so opening up a conversation with him or her about the possibility is a good first step.
Job swapping within your existing organisation might be a good way to get a ‘taste’ of different types of work. For instance, if you normally work on the shop floor of a retail organisation, could you ask to swap with a colleague in the store room for a short period?
Figure 5 The importance of contact management
View description - Figure 5 The importance of contact management
If you are not working at the moment, do you still have contacts from any past workplaces that could open up opportunities for you? For example, if you used to work for a local authority which organises summer festivals or sports events using volunteer helpers, could you ask someone if you could be involved? Do you know anyone who volunteers at a local charity who might be able to let you know when new opportunities come up?
Perhaps you have been a student until recently and are looking for your first job. Check out whether any of your fellow ex-students have already found work and might be able to make suggestions or introduce you to their colleagues.
You may be returning to the workforce after, for example, a period of absence due to illness, or serving a custodial sentence, or travelling abroad and so have more limited work-based contacts. If so, do not ignore the obvious potential places to start, such as, friends, family, job centres, voluntary organisations or careers advisers.
Work experience can be found in all sorts of organisations, but there is likely to be competition for work experience placements at the bigger, well-known organisations, so you need to plan ahead. For instance, are any careers and placements fairs coming up which you could attend, so that you can talk to employers directly about their work experience opportunities?
In Week 3 you practised the skill of researching the kinds of jobs available. Now you can take it a step further. Look at the websites of organisations which interest you. Can you see anything about work experience? Is there a contact you could approach to ask if the organisation takes people on work experience placements? You may find phoning is more productive than an email. Remember that small local businesses may be in a position to help, as well.
Before moving onto the next section, take some time to think about how or if each of these approaches would work for you.
Allow approximately 10 minutes
Think about each of the three prongs from this section and jot down any ideas in your notebook about how you could use these in your own situation to find work experience.
Whichever approach you take, you need to be realistic about the work experience options that are open to you. The next section will ask you to do just that.
Figure 7 Finding time for work experience
View description - Figure 7 Finding time for work experience
Finding the right work experience might involve you working in your spare time. If you want to teach, for example, it is important to spend time in a classroom before applying for teacher training. If you already have a full time job, you may have to consider using part of your annual leave.
You need to be creative but realistic in assessing options. Organise work experience that suits you and your career plans. Your time is precious, so use it constructively and be realistic about what you can take on. However, work experience need not be full time or even long term. It might be occasional, regular, or even home-based. Local or home-based work experience also has the advantage of requiring little or no travel, so you can have the added benefit of requiring less time and money to undertake it.
Whatever your personal circumstances, for most people making initial approaches can feel daunting, so it can be very helpful to rehearse how you might do this. The next activity is designed to help you with this.
Allow approximately 10 minutes
Imagine that you want to approach an employer, about finding work experience you think would be helpful to you. It is useful to have a particular employer or contact person in mind because this helps you to think about:
In your notebook write down how you would introduce the topic of work experience and what questions you might want to ask them in a first conversation. You may never send the specific email you write here, or say the exact words you write down, but just the act of writing them down prepares you for a real approach.
Figure 8 Making the most of opportunities
View description - Figure 8 Making the most of opportunities
Once you have found some work experience, how can you ensure that you make the most of it? After all, it is a big commitment on both sides and you want to be sure that you can reap the benefits. The following points can act as a kind of checklist for you.
This last point is probably the one that gets overlooked, especially if you are particularly busy, but it is perhaps the most important to spend some time on. Asking this simple question and making notes can help you when writing job applications, in interviews and with the important task of deciding on your career path.
Hopefully, you now feel you understand the potential value work experience can offer you personally. You may have concluded that it is just what you need and it will form part of your action plan at the end of the course. You may, on the other hand, still be actively searching for alternatives. Voluntary work is one such alternative and is covered in the next part of this week’s study.
Voluntary work is unpaid work, usually carried out in your own time. Some volunteer organisations may pay expenses, but you give your time and skills for free. It differs from work experience in that it usually offers many more options for patterns of work. Whereas, work experience may be a full time commitment for a defined period of time, such as a week or a month, voluntary work is more often part-time and can be a long-term commitment on both sides.
It is important to remember that getting involved as a volunteer is a commitment as your colleagues will rely on you. So, even if the work is unpaid, you should expect to take your responsibilities seriously.
There are many reasons why people choose to take on voluntary work. Sometimes it is out of a desire to help others and a belief that you get most out of life when you are involved with and contributing to society. This is not the only reason to consider volunteering. For some, volunteering will be about gaining something personally to help achieve their career aims.
You’ll see what the benefits of volunteering are in the next section.
Figure 10 Voluntary work and career development
View description - Figure 10 Voluntary work and career development
On this course, the focus is primarily on how voluntary work might help you to explore and pursue your preferred career path. Firstly though it is worth considering some of the benefits of volunteering.
They include:
It is easy to claim that certain benefits are possible, but it is more persuasive to hear from people who have experienced them. For instance, this is what several Open University students who tried out voluntary work had to say about their experiences:
What OU students say
‘I volunteered two days a week for the charity, Action for Sustainable Living. This gave me an inside knowledge of the charity and I built a strong relationship with staff members. When paid roles were made available, I had a clear advantage over other applicants.'
‘I’m a treasurer of a youth football team, which I find very rewarding as well as tiring and time consuming. Trying to fit in my job, my OU course and this voluntary work is really stretching me! I would recommend anyone looking for work experience to try volunteering as a means of adding depth to your CV.’
‘Although I am now paid, I started my career as a volunteer advocate while working as a computer programmer. This facilitated a change into the world of social care and gave me the disability awareness I needed to change roles.’
(The Open University, 2014)
So, volunteering can be rewarding in many ways but it can also be challenging. However, as with all challenges, overcoming them helps you to acquire the skills and confidence for the future. Just think carefully about what kind of voluntary work is right for you, at this point in your life.
The next section will help you to decide what might suit you.
Remember that voluntary work requires commitment, just like a paid job. Therefore, you need to be realistic about how much of a contribution you can offer alongside your existing work and personal commitments. It might be that the occasional ‘one off’ event or a short-term project best suits the time you have available. Alternatively, you might find a regular, more long-term but contained commitment, like an hour each week, easier to sustain.
Some voluntary work is less easily accessible. For instance, voluntary opportunities which involve working with potentially vulnerable people, such as counselling, advice work or advocacy, often have rigorous requirements. The selection process may involve providing references and applying for a Disclosure and Barring Service (DBS) check in England, Wales and Northern Ireland or a Disclosure check in Scotland. You may also need to commit time to do appropriate training before you begin.
It is important, therefore, that you consider:
The next activity will help do just that.
Allow approximately 15 minutes
This exercise will help you to explore what type of voluntary work you might be suited to do. Do not start by asking yourself whether or not you want to do voluntary work, instead begin by thinking about what you could offer.
Use the questions below to prompt your thinking. Do not think about it too much. Just write down your first thoughts in your notebook. You will have the chance to revisit this in more depth, if you wish to do so later in the course.
View comment - Activity 5 Identifying what you could offer as a volunteer
This activity asks you to assess how well voluntary work fits with your needs and objectives.
Allow approximately 15 minutes
Take a few moments to reflect on the information in this last section.
On a scale of 1 to 10 (where 10 is ‘this is the perfect option for me’ and 1 is ‘cannot see how this helps me at all’) where do you score yourself in relation to volunteering now?
In your notebook answer the following questions about volunteering and any actions you might need to take to do this.
This week has focused on how work experience or voluntary work might help you to develop the kind of career you want, now or in the future.
It adds to the understanding you have developed over the past four weeks about:
You may be feeling impatient to move on to actively pursuing work options. The second half of the course focuses on this but, before you move on, it is important to reflect on your conclusions, so far. The final section in this week provides a structure for doing this.
This week represents the half-way point in the course. Pause and congratulate yourself on coming this far! On any learning journey, your motivation and energy will fluctuate. Sometimes you can lose sight of why you began in the first place. Now is a good point, therefore, at which to stand back and consider what you have already learned and what you still want to explore.
The final activity this week is a longer reflective exercise designed to help you to collate your insights and decide on your focus for the next four weeks.
Allow approximately 20 minutes
Let’s work with the idea that the course is a journey. Imagine that you have been climbing a steep hill. You were keen to see the view from the top and were ready for the challenge of the climb. You have been climbing steadily, sometimes with mist obscuring your view, and at other times with gaps, which allow you to glimpse new horizons.
About now, you may feel that the top is still a long way off. It is a good point to stop, catch your breath, look back at how far you have climbed and refocus your motivation for the last bit of the climb.
Over the past four weeks, you have been encouraged to keep a record of your journey in your notebook. You may have done this more fully in some weeks than others, and you will almost certainly have made discoveries along the way.
You will find it useful to scan back over your entries, so far, before answering some of the questions. If you have not been recording your thoughts so far, you will still find it useful to do so now.
Reflect on the questions below and write your answers in your notebook.
Top tip – you might find it easier to draw than to write this. If so, do this by hand separately.
Now all that is left for you to complete this week is the first badge quiz.
Now it’s time to complete the Week 4 badge quiz. It is similar to previous quizzes, but this time, instead of answering five questions there will be 15.
To complete this quiz you'll need to enrol on the full free course on OpenLearn.
Go to OpenLearn now.
Congratulations on reaching the end of Week 4 of Succeed in the workplace. This is a great achievement in itself. Hopefully, you also feel that you have made good progress in the career planning process. Over the last four weeks you have thought about yourself and started to explore opportunities. This week you have made a start on ‘deciding what to do’; as you’ve looked at possible work experience and volunteering that will help you achieve your aspirations.
In Week 5, you will turn your attention to making the most of the people around you and expanding your contacts – otherwise known, as your network. See you there.
You should now feel that you can:
You can now go to Week 5.
There are more than 800 courses on OpenLearn for you to choose from on a range of subjects.
Find out more about all our free courses.
Find out more about studying with The Open University by visiting our online prospectus.
If you are new to university study, you may be interested in our Access Courses or Certificates.
For reference, full URLs to pages listed above:
OpenLearn – www.open.edu/openlearn/free-courses
Visiting our online prospectus – www.open.ac.uk/courses
Access Courses – www.open.ac.uk/courses/do-it/access
Certificates – www.open.ac.uk/courses/certificates-he
Newsletter – www.open.edu/openlearn/about-openlearn/subscribe-the-openlearn-newsletter
The Open University (2014) Voluntary work [Online]. Available at http://www2.open.ac.uk/students/careers/exploring-your-career-options/voluntary-work (Accessed 20 May 2015).
Over the first four weeks of the course, you have been clarifying what you want to achieve in career terms and how your interests and aspirations might fit the current job market. So you’re already half way through the career planning process and should be feeling a bit clearer on what you want to achieve. You have also done some work on how to access your preferred work and have probably realised the importance of contacts and relationships in this process. This week you will deepen your understanding of how to create and sustain networks of contacts that can support your career plans.
Remember to keep making notes on the activities, and any other thoughts that occur to you, in your notebook.
Watch Wendy introduce Week 5:
By the end of this week, you will be able to:
The Concise Oxford English Dictionary (2009, p. 961) defines a ‘network’ as an ‘arrangement of intersecting horizontal and vertical lines.’ This might not immediately seem relevant to networks of people but actually it helps with visualising how people in a network connect up, because the dictionary goes on to suggest that a network can also be ‘a group or system of interconnected people and things’. Figure 1 is an example of what a network of people might look like. It shows clearly the direct connections from one person to another. However, it also shows the same people are connected indirectly, via other contacts.
Alternatively, Figure 2 is an example of a typical organisation chart for a business.
Figure 2 A typical organisation chart for a business
View description - Figure 2 A typical organisation chart for a business
There are vertical lines between people, representing who is more senior and who reports to whom. As well as this vertical arrangement, there are also clear horizontal arrangements for the roles. These indicate which departments are equal to but different from each other. Effectively, the organisation chart shows how the ‘system’, which is the business in this case, is interconnected and meant to function.
However, most people who have worked in organisations know that people do not always communicate in the vertical and horizontal ways which the chart suggests. People talk to the people they know. So a more informal network will exist within any organisation and it will look more like the interconnected web shown in Figure 1.
This is because networks are groups of people with a common interest, one which is not dependent on tasks or work objectives. For instance, your organisation might have a running club, where all the members are interested in running but wouldn’t necessarily work with each other directly.
In your personal life, you might belong to an online network of rail enthusiasts, or you perhaps participate in a walking group in which walk leadership is provided by anyone knowing the route.
Networks bring together people with a common interest, they are largely outside formal structures, and any hierarchy which might exist is based on the usefulness of a person to the network.
Now you have a picture of a network, let’s move onto to thinking about networking in the next section.
A network is a group of interconnected people with a common interest. The network is the result of making these connections – otherwise known as networking. You will probably have heard this term being used more in recent years.
This first activity gets you to think about examples of networking you may know about, or be involved with yourself.
What connections with other people would you classify as networking?
Allow approximately 5 minutes
As quickly as you can, write down as many examples of networking that you can think of in the box below. An example is given to get you started.
I would be networking if I was …
(E.g. having lunch with a former colleague who is interested in joining your new organisation.)
View answer - Activity 1 Prompting thoughts about networking
View comment - Activity 1 Prompting thoughts about networking
There has to be a purpose for networking to happen. Without it, many of the activities could be simply social. Of course, they are valuable as social events, but what makes them networking activities is that you have a reason beyond just liking the people you are interacting with.
The purpose can just as easily be about giving something to someone else. Networks depend on give and take. Otherwise, why would people sustain them?
By now you understand a little more about networking but may also have questions about how it fits in with shaping and developing your career. The next section addresses this issue.
There are several advantages to developing a network to help you to develop your career. The next few sections outline some of these. Some are directly work-related, others may apply more generally in your life. They are followed by an activity to help you reflect.
Being successful in anything you undertake depends on achieving what you said you would, whether that is for your colleagues, friends in a club or people you work for.
However, this is not always as easy as it sounds. In a complex world, getting things done often requires working with other people and influencing them to help us. For instance, it might not be possible for one small local organisation to set up a community garden but by working with other groups and the local council this could be enough to get it off the ground. Who you know and have conversations with will determine how easy it is to form a partnership.
Networks also provide a way to increase your creativity and problem solving ability because they allow you to see things from another’s perspective. While many organisations benchmark themselves against their industry competitors, they might learn more by comparing how they do things within an organisation in a very different sector.
Imagine, for example, that you have been asked to help with a project to improve communications in a not-for-profit care company. It has grown rapidly from one to five care homes, a head office and a small number of home-based staff.
Where are you likely to learn most about how to communicate with such a dispersed group?
Any kind of organisation whose staff are spread across different sites, such as a national retailer, will be useful, not just other care organisations. They may have practices you could copy, but more importantly, they might encourage you to approach the issue in different ways.
Figure 7 Staying current and not obsolete
View description - Figure 7 Staying current and not obsolete
Searching for the answer to a problem in the way described in the previous section, is developmental in itself. You learn new things, adapt and apply them, and then have new abilities to add to your skills profile. This is important in career terms as most are subject to almost constant changes. Networks help you to keep up to date with these changes as information and ideas flow through them.
For instance, at a community group meeting it is likely that as many ideas will be shared in huddles during coffee, as during the formal meeting itself. Socially, the same is true. You are just as likely to find out about the latest gadgets from a conversation with friends, as from advertisements. Of course today the Internet makes it possible to connect up with people whom you might never meet in another way.
If you are currently seeking work, one reason for networking is that it is an effective way to access jobs which you might not otherwise hear about. You might find it a strange idea that you should look for jobs which might be ‘hidden’ or that you should focus your efforts on a particular company which interests you, especially if your experience so far has been of applying for advertised jobs. There is practical wisdom in using networks to help you to find work though.
In 2013, research found that 23% of employers reported that speculative or word of mouth approaches were their most effective method of attracting potential staff. In the same year, 33% claimed that referrals from existing staff were their most effective method.
Having a network of contacts can not only help with this but also give you access to information about a business, such as:
Some of these considerations you may have researched in Week 3. Networking adds another element to your research. It creates the opportunity to ask questions, find information or uncover differing perspectives through conversations.
The next activity is designed to help you to reflect on what networking has to offer you.
Allow approximately 10 minutes
This activity will help you to identify and prioritise your reasons for building new networks, or extend existing ones. You can be more purposeful about networking when you are clearer on your motivations.
The following table asks you to rank each of the potential reasons for networking according to their importance to you now. Do not worry about assessing this for the long term. You can either copy the table into your notebook or complete it in the Resource pack. Use the following scale:
Table 1 Reasons for networking
Reason | Ranking |
---|---|
Getting things done | |
Finding creative solutions | |
Ensuring I stay current | |
Finding work |
Now answer the following questions in your notebook.
It is useful to consider different types of networks and how they can best help you. That is the subject of the next section.
There are different types of network, all of which can help you to shape and achieve your career aspirations.
Your personal network is likely to be made up of members from different areas of your life:
As well as helping you to seek work, such networks help more in general. Sometimes you may just need their encouragement to feel positive about your aspirations and achievements, or benefit from hearing the experiences of people in similar situations to you.
As you learned earlier, most organisations will have a number of informal networks of people with similar values, who trust and help each other to get things done. If you rely only on formal structures, you are missing opportunities, so it is useful for you to engage with or develop more informal networks.
Three types of organisational network have been identified:
You can also think about wider organisational networks, which include customers, suppliers, competitors, partners, government bodies, trade unions or professional associations.
Professional networks operate outside of organisations. For example if you have membership of a professional institution, such as the Chartered Institute of Plumbing and Heating Engineering, then you have access to other people in your profession whether or not you work with them. Not all occupational networks are attached to professional institutes. For example, a slimming club leader might be part of a regional network of leaders who meet for training or product updates.
For the self-employed, there are networks for local businesses who meet for mutual support. Similarly, people who perform similar voluntary work, sometimes meet formally or informally. For example, creative writers who work therapeutically with clients in hospitals and care homes might meet to share ideas.
So, you’ve now learned about different types of traditional networks, it’s time to start thinking about your own networks.
Allow approximately 10 minutes
For the purpose of this course you should just concentrate on contacts that you think may be helpful with your career development, otherwise your network could become unusable just due to its size!
Be careful though who you omit as it may not be immediately obvious that a contact will be useful. Think about what you know about them and what they do before dismissing them.
In your notebook write lists of people under the following headings:
It is important not to forget about networks that are a result of the Internet. This will be more or less prominent in your life depending on how you use the Internet and how you feel about sharing information online. Whatever your situation, the next section will still give you a flavour of what is out there.
Social media networking involves online interaction with other people. These might be friends or total strangers, and often the interaction is through specific groups or communities who share similar interests. It can be a helpful way in which to expand your knowledge, and contacts, or exchange mutual support. It is also becoming one of the ways in which employers recruit people. For many people today it is becoming increasingly important to engage with these networks if you are serious about finding work.
Figure 10 shows some of the most popular social media networks, with estimates of the number of worldwide users. This gives you just a flavour of the size of these networks and their potential to create new contacts.
Figure 10 Some of the most popular social media networks
View description - Figure 10 Some of the most popular social media networks
In the next section you’ll learn a little more about social media that can be relevant to your career development.
At the time of writing this course, the three main platforms which may be of use in shaping your work or life are Facebook, Twitter and LinkedIn (pronounced as linked in).
Here’s a brief overview of each.
Facebook allows you to link up with friends, and even friends of those friends. It provides a place to share your news, views and items of interest. For recruitment, Facebook can bring together recruiters and job seekers, and you can use it to gather information on potential employers with Facebook pages.
Twitter is mainly used on mobile phones and enables short messages of less than 140 characters to be sent to all the people who ‘follow’ an account. It may be used by recruiters to get messages out to many potential employees very quickly and so can be a very good way of keeping your eye out for opportunities.
Top tip: Include your career interests in your Twitter profile. Make it a kind of micro pitch for work.
LinkedIn is used primarily for ‘work’ networking. When you set up a profile, the system automatically links you with people you might know, initially using your own education and work experiences. You can also make contact with organisations and individuals who may be able to offer you work, or help you to find it.
Top tip: There are different levels of membership but the most basic (and free) level is more than adequate for most people.
Some of you may already be active on Facebook, Twitter, LinkedIn or other social media sites. For others they may be untried, difficult to access or uncomfortable places to be. So, the next section offers some brief tips on how to get started and also how to feel more secure online.
Social media can be a very useful for widening your existing networks and therefore career opportunities. So, even though you may feel wary about using them, it is worth considering giving them a go.
Here are some tips to help you:
If you do take the plunge, bear these tips in mind to help you use the sites wisely:
Before moving on, this next activity will give you the chance to find out more about Facebook, Twitter, LinkedIn.
Allow approximately 15 minutes
Use the following online resources to find out more about Facebook, Twitter and LinkedIn.
Jot down thoughts in your notebook on how you might like to use them.
Watch the video at YouTube.com.
(Getting Started With Facebook – Basic Tutorial on Signup, 2009)
View comment - Activity 4 How can I use social media to help me?
In the next section, you will return to your networks and bring together, in one place, all the information that you have gathered so far.
It is useful to get an understanding of how your different networks, and the contacts within them, fit together. It will make it clearer where they cross and are connected. You will use your notes from Activities 3 and 4 to do this now.
Allow approximately 15 minutes
This activity helps you to create a ‘network map’. This is a visual representation of all your contacts, and how they might connect together.
Use the names from Activities 3 and 4 to create a visual representation of each network in your notebook. This is not a drawing exercise, so do not worry about your artistic abilities. You are simply trying to show on paper how things ‘look’ inside your head.
Remember to include your online contacts from social media, if you are already actively engaged online.
One method of doing this is to use a mind map.
There are many ways to approach this. However, one way may be to put yourself in the centre, with links from you to each of the different networks, off of which you can write the appropriate names. As shown in Figure 16.
Figure 16 Example mind map of your network
View description - Figure 16 Example mind map of your network
Or devise your own picture if you have an idea of your own.
Write down your answers to these questions in your notebook to help you think about what you have learned from your mapping. Do not feel constrained by the prompt questions though. Make a note of whatever feels significant to you.
Creating networks is one thing. Sustaining them is another. You need to be realistic, therefore, about how broad and deep a network you can manage at the moment. Being able to use networks skilfully and respectfully is the real challenge. You’ll look at this in the next section.
Whatever career benefits come from having a good network, a primary reason for developing and sustaining a network will be to allow you to access the work you want to do.
Although you cannot rely on your contacts to help you to find a job, as there are many other ways that businesses recruit employees, they can probably help by providing valuable information.
Before you think about how your networks can help you, look at the list below of some of the ways that employers recruit:
Allow approximately 15 minutes
Use these questions to identify how your network of contacts might help you with these different recruitment avenues. Write your answers in your notebook.
Now, take a few minutes to reflect on how easy you found it to answer the questions and write down your thoughts in your notebook. Some questions are offered to prompt you but do not feel constrained by these. Make whatever notes feel pertinent to you.
You might be starting to notice that approaching people or asking them for information does not always rely on face-to-face or telephone contact. Depending on your preferences, you might find it a little less daunting to approach people by email or online, than by personal contact. It can give you more time to think about what you want to say or ask, and you can manage your reactions to the responses more privately. Alternatively, you might be less comfortable expressing yourself in writing, and prefer to meet or talk to someone. It is not that one way is necessarily better than another. Knowing which might work best for you can help in the early stages if networking is new to you.
Whether you are networking online, or in person, you need to do it well. Before reading on, take a few minutes to watch a short video about networking.
Allow approximately 10 minutes
This activity helps you to recap on some of the main points covered so far, and extends them to include how you might widen your network. The video will take only two minutes to watch.
Take a few minutes to record in your notebook any key points from the videos which you want to remember or put into practice.
Well done for completing your last activity of week. Now it is time to turn your attention to the weekly quiz.
Well done, you have just completed the last of the activities in this week’s study before the weekly quiz.
To complete this quiz you'll need to enrol on the full free course on OpenLearn.
Go to OpenLearn now.
This week has encouraged you to think about the network of contacts you have in place, how you can engage with them to help you in achieving your career aspirations and how to engage with networks when looking for work.
In the next two weeks, you will be considering how to present yourself to people who may be able to offer you the kind of work you want to do. That work may be within your existing employment or career or with new potential employers, whether or not the work is paid or voluntary.
You should now feel that you can:
You can now go to Week 6.
There are more than 800 courses on OpenLearn for you to choose from on a range of subjects.
Find out more about all our free courses.
Find out more about studying with The Open University by visiting our online prospectus.
If you are new to university study, you may be interested in our Access Courses or Certificates.
For reference, full URLs to pages listed above:
OpenLearn – www.open.edu/openlearn/free-courses
Visiting our online prospectus – www.open.ac.uk/courses
Access Courses – www.open.ac.uk/courses/do-it/access
Certificates – www.open.ac.uk/courses/certificates-he
Newsletter – www.open.edu/openlearn/about-openlearn/subscribe-the-openlearn-newsletter
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Developing your career will involve applying for the work you want to do. This might be with your existing employer, with a new employer, voluntary work, short-term contracts or work experience. Whichever option you decide to pursue, you will need to be able to match yourself to the work and the expectations of the employer. This week the focus is on helping you to do that successfully.
The first step is to analyse what is needed for a particular job. In Week 3 you learned how to research the requirements of types of work or employer. The process here is similar, though your focus will be on a specific opportunity. However, you still need to find out what is needed and then present yourself in the best way.
In the first part of this week you will consider how to do this in response to advertised jobs. In the second half of the week, you will create a CV which allows you to respond effectively to more formal opportunities which arise.
Watch Wendy introduce Week 6:
By the end of this week, you will be able to:
Your analysis should begin with understanding what any job advertisement is telling you.
Below is an advert and sample analysis. It is a general advert for graduates to work in the Scottish Health Service, rather than for a specific job. The advert is for someone who has already graduated from university, but it has been chosen because it contains the kind of information which is useful for demonstrating how close reading can tell you a lot about an employer’s needs.
The bracketed numbers and bold text in the advert indicate points that were considered important to understand, or remember, by the person considering applying for the post. Read the text through first without looking at the notes, then read it again noting what the applicant thought was important.
Graduate opportunities
Greater Glasgow Health Board serves a population of 1 million people, [1] treating over 21,000 in-patients and dealing with 2.25 million out-patient attendances annually. As one of the UK's largest Health Authorities we regard our on-going [2] commitment to the training of graduates as crucial to our future success.
You will be a graduate with a [3] relevant degree, be [4] able to communicate effectively both orally and in writing and possess good interpersonal, statistical and analytical skills. You will also be able to demonstrate the potential to manage physical and human resources in the pursuit of achieving the [5] Board's Organisational Goals.
For our part we will give you a comprehensive two year training in [6] one of the most progressive and innovative organisations in the country which will emphasize 'hands-on' management experience and the [7] application of sound business techniques in the delivery of Health Care. There will also be an opportunity to develop a special interest in [8] Supplies Management. You will be supervised personally by one of the Board's Unit General Managers, and will be assisted with [9] further study, tailored to suit your needs.
If you have the capacity and ability to make a success of the training we are offering, write for further details to the Appointments Section, Greater Glasgow Health Board, 112 Ingram Street, Glasgow G1 1ET.
[10] Great Glasgow Health Board (presented within a Charles Rennie Mackintosh motif).
[11] Our business is health.
Greater Glasgow job advert notes
[1] Proud of being a part of large organisation, I should reflect on this when I say why GGHB appeals to me.
[2] Find out about their training programme and mention this as a further attraction.
[3] What do they have in mind and why? Any degree could be relevant. Demonstrate relevance of mine.
[4] Give good evidence of my skills.
[5] Find out about these.
[6] What do they mean?
[7] Note changed view of NHS as a business. Any relevant Department of Health publications that might put this into context?
[8] What does this mean? What skills are required? Info that I have on them.
[9] What might this involve? Will my degree qualify me for any exemptions?
[10] Greater Glasgow Health Board is enclosed in a Charles Rennie Mackintosh type motif. Subliminal messages in the use of this motif, new image for NHS, proud to be in Glasgow.
[11] A significant statement about change in NHS; as (7) above. What connections should I be making with regard to the NHS as a whole or Department of Health initiatives and management styles?
(The Open University, 2015)
One way of learning something new is to observe what someone else does. You have seen the way someone analysed a particular advert and, whether or not the job opportunity feels relevant to you or your life, you will have noticed some general things that the person doing the analysis drew out from their reading. Such as, noting the general information about the NHS, the qualification required for the position, the additional training provided and the general skills required.
It doesn’t matter what kind of job advert you are looking at, it is this kind of detail that you need to concentrate on.
Many employers will supply a job description and a person specification. The job description tells you about the job and the person specification what abilities, qualities and qualifications are required. Job adverts will usually be based on these two documents and present the most important aspects of them.
The job advertisement you’ve already looked at has both these elements, so provides good practice in analysing what is expected of you.
This activity helps you to ‘spot’ useful information in an advert and to interpret what it asks of you.
Allow approximately 10 minutes
Read back through the NHS advert. Note in the box below, what descriptions of the work you find, and then what descriptions of the person specification it contains. You don’t need to do this in your notebook, unless you would like a record of the activity.
View comment - Activity 1 The NHS advert: what does it tell you?
The next section will provide you with nine key areas to look for in any job advert.
As well as reading between the lines on the specific requirements included in a job advertisement, this will also tell you something about the kind of workplace it might be and whether or not it would suit your interests and needs. To do all this though, it helps to look out for nine key areas. This will give the best chance of matching yourself to an employer’s needs.
Look at the advert. Does how it looks, suggest anything to you? What kind of language is used to describe the organisation? It might use factual language like ‘multinational’ or more emotional language like ‘dynamic’ or ‘nurturing’. This tells you something about how the organisation sees itself. If you pay attention to the tone and feel of the advert, you can evaluate whether or not you feel comfortable with its choice of words and whether your personality or values might fit or conflict with those of the organisation.
Look out for the job description and remember to tease out what it is telling you about the role. Does the work genuinely interest you? Even if it does, it must still meet your current needs. For example, it may involve shift work which may not appeal to you. What are the main tasks and the kind of skills they need? Think about the evidence you can provide for these. Remember this doesn’t need to be from a work context. Are there some aspects which are unclear and you would want to find out about, during the recruitment process?
Look out for specific qualification requirements and whether or not they are preferred or essential.
Sometimes advertisements state that certain experience is needed. Note what this is and consider how you can demonstrate the requirement from different aspects of your life.
Look at the kind of language used to describe the ideal applicant. If an advertisement for a job asked for a ‘committed self-starter,’ it could imply that there will be little supervision. You would need to find out what a phrase like this means in practice, and then compare it honestly to what you know about your own personality and needs.
These are more obvious pieces of information to spot. You will need to consider if it is practical and cost effective for you to travel to the advertised workplace.
You might be looking for work which gives you promotion opportunities, so look for any indications on this. Assess whether the employer is looking for evidence that you want to and can progress. Even if the opportunities seem limited, the job could still help to develop your skills and experience.
Where this is stated, it is often a good guide to the level of qualifications and experience you might be expected to offer. You need to compare the salary both with the going rate for that kind of work, and with your own needs.
Sometimes advertisements give a name to contact for further information. It is a good idea to follow this up. Be prepared when you do make contact because the person will form an impression of you from the very beginning. Rehearse your introduction, and know what you want to ask. Be ready to say something about yourself, as well.
The best way to understand and develop your skill at this process is to give it a go with a real advert. You’ll do this in the next activity.
Allow approximately 15 minutes
Find an advert for a job that interests you. As you are working online, the easiest adverts to find may be on company or organisation websites. However, if you prefer, you can look in local newspapers.
Work through the nine key areas and write down your thoughts on each in your notebook.
Also make a note of where the job was advertised and the date, in case you want to look back at it in the future.
In the next section you’ll learn more about the specific language used in job adverts, job descriptions and person specifications and what it means.
View the document ‘Skills that employers want and how they can be developed’ in the Resource pack. This shows the types of skills employers may want, the way they might describe them, and provides an opportunity to illustrate how you might develop these through work, education or your interests. It will also act as a useful tool when completing a job application.
You will see from this that there are four clusters of skills
The middle column details specific skills or qualities, and lists the words used to describe them. Of course, different employers might mean different things by them. So, ask questions if you can within your network or the named contact for the job advert.
Column 3 gives examples of how you might have already developed or be able to develop some of these generic skills. The examples could act as prompts for you when completing a job advert.
The next activity has some similarities with the approach you took in Week 2 when you considered your experiences, the abilities you developed from them and evidence for these. The next step is to learn to do this in relation to a specific job and the next activity gives you this opportunity.
Allow approximately 15 minutes
Revisit the advert you considered in Activity 2.
Write down the six most important characteristics and requirements of the job, leaving space to note down evidence of your suitability against each point. Remember to do this in your notebook.
You might find it useful to look back at your notes from Week 2.
View comment - Activity 3 Showing how you meet the job requirements
Once you’ve decided that a job advert is relevant to you, then the next step is to present yourself to the employer for the vacancy. In the next section you consider how to strengthen your new skills with job applications still further.
Many employers are moving towards a competency-based assessment of candidates.
Competencies are a set of knowledge, skills, abilities and behaviours. When you apply for a job an employer will ask for a range of these and you need to show how you can meet these by providing evidence.
The basic idea behind competency-based recruitment is that if you can demonstrate you did something in the past, you can do it in the future.
So, if you come across this it means you have to adopt a particular approach to be successful. Fortunately, there are techniques that greatly increase the chances of success.
Activity 3 will have refreshed your skill in using ‘evidence’ of what you have done in the past to show what you are capable of now. You can now enhance this by learning to use a technique that is very useful for answering competency based questions you might find on an application form.
It is a widely used technique known as ‘STAR’.
When using this technique, you think about a specific piece of experience you want to offer up and describe it in the following way.
This really helps you to organise your thoughts. However, this technique alone may not keep you entirely on track, so it can be used in combination with another known as ‘RAPPAS’. This translates as:
It is easier to understand this when you see it in practice, so in the next activity you’ll review someone else’s attempt before trying it with yourself.
Allow approximately 20 minutes
Read the following case study and then consider whether Suzy has followed STAR and RAPPAS to enable her to present the strongest evidence of her ability to manage conflict. Concentrate on the six points of RAPPAS and write your thoughts in the box provided.
Suzy has applied for the job of production shift leader in the manufacturing plant where she currently works as a materials buyer. One of the skills listed in the person specification is handling conflict and the application form asks the candidate to:
Please describe a conflict which you have had to manage and say how you approached the issue and what resolution was achieved?
Suzy’s response is as follows:
I volunteer on Saturdays at a local retail charity shop. There is an official manager for the shop, but everyone else is a volunteer. The manager only works every other Saturday, but we can contact her for advice by telephone if there is a problem. Mostly, on Saturdays, there will be three volunteers because it is a busy day, but not always the same three. Most of us get along ok but there is one woman, Tricia, who tends to act as if she were in charge when the manager is not around. For example, she is always telling us what needs to be done, when we know for ourselves.
Last Saturday, we had a new volunteer working with us who was asked by a customer to put something by for them for a day or two until they got paid. She didn’t know if this was allowed or not, and started to ask me, but Tricia butted in and, in front of the customer, started saying that it was not allowed because we couldn’t show favouritism amongst customers. The customer was embarrassed, said it didn’t matter, handed the item back and started to leave the shop. Our new volunteer was upset and said that she didn’t think Tricia had a right to tell her off in front of the customer like that.
Tricia said she had every right, if she was about to make a mistake. I tried to cut in and say I’d been helping, but she just talked over me.
I was really angry but there didn’t seem to be much that I could do at the time. On Monday when our manager was back in, I explained to her what had happened and said that I was not happy with working on Saturdays if Tricia was also scheduled to work. She agreed that she would keep us on different working weeks in future, so I was glad I had raised the issue then because it resolved the problem of possible conflict between us.
Practising with someone else’s example is a good way to get a feel for what works, and what does not. However, it is always better to use your own example, so if you have time you might want to revisit Activity 4 now. This is not essential though because you will revisit the technique in Week 7.
So far this week, you have considered the need to:
Next you need to think about how to complete an application form and make sure you do yourself justice.
Making a strong application takes time. Getting it right is important because most candidates are screened out from their application forms. Employers often receive far more applications for a job than they can interview. This means they will read quickly through applications, maybe looking for key words and phrases. It is therefore vital that your form shows you are a clear match to their needs. So think carefully about how you describe your activities and skills to match those you’ve identified from the advert.
This can sometimes apply to voluntary work as well, due to the competition for highly sought after roles. Your objective needs to be to persuade the employer that you are worth interviewing because you seem to be a suitable candidate for the job. Your chance of doing this is higher if you submit an application form which is convincing and interesting.
Often, the information in your application form is all the employer will have about you. Put your best foot forward. Be positive about what you have to offer, and leave them to spot any potential negatives for themselves. Showing that you match their needs is important but remember that good presentation is also vital. Use the guidance below to ensure that your application is the best representation of you.
Application check-list
Always keep a copy. It might be some time before the interview, when you will need to reread it.
This section has considered how to best present yourself when a job has been advertised and the recruitment process requires you to complete an application form. Sometimes, however, the employer might ask you to submit a curriculum vitae (CV) rather than an application form.
So, this is the topic for the next section.
The words ‘curriculum vitae’ are Latin and translate as ‘course of life’. In practice a CV has become a brief account of your education, qualifications and previous occupations used in support of a job application. Depending on when you are writing it, you may have more or less to include in it, or you may want to emphasise some things more than others. Even if you already have a CV, it is wise to regularly review and update it, so that the content still fits with your career goals. For instance, if you want to make a change from one career path to another, you might need to emphasise different aspects of your experience.
Allow approximately 5 minutes
This activity will familiarise you with some of the benefits of writing and maintaining a CV.
Watch the following short video clip in which people describe their personal experiences of creating a CV and what they see as the benefits.
Jot down the main points made, if you find them helpful.
So, now you’ve considered why CVs are useful, let’s look at what you should include, in the next section.
Whether you are updating an existing CV or creating a new one, you need to know what to include and exclude.
Any CV should include:
You don’t need to include your nationality (unless you need a work permit), age, marital status or health.
Now you need to understand the different ways in which this information can be presented in a CV. You will explore two types of CVs in the next section.
There are different ways of writing a CV and you need to choose the one which works best in your situation and helps you succeed in getting interviews.
Most employers do not specify which kind of CV to use, so it will be your decision to make. However, some job areas do expect a particular kind of CV. So, make sure you find this out before sending yours in. In the next sections you will be introduced to two basic types of CV, the chronological CV and the functional CV.
This is the most commonly used form of CV and gives information about your work in date order. It shows where you worked, for how long, the kind of work you did and your main achievements. If you are writing your CV for the first time, this is the most useful type to create.
Have a look at the example of Derek’s CV in the Resource pack. Note that any periods of unemployment are included.
Derek’s example shows some of the advantages this kind of CV offers. For example:
However, it works less effectively where there are gaps in employment. Derek chose to be clear about his unemployment and to show how he is acquiring new skills.
It can be problematic too, if you have changed jobs very frequently, or had long periods of time out of the workplace. This might need some explanation. It does not need to be done on the CV, but you might send an accompanying letter which gives more information. For instance, had Derek’s period of unemployment been because he had served a short prison sentence, he might have left a gap in his CV, but explained the gap in a covering letter.
The other problem you might have noticed is that it is not easy to pick out key achievements or skills, because they are listed by individual jobs. You will learn later on how to create a strong personal profile statement, which summarises your achievements and skills to help to counter this risk. There are limitations to this type of CV, as it may not convey a sense of you as a person very clearly.
The second type of CV handles this aspect better, as you will see in the next section.
A functional CV is one which focuses on you and your skills, rather than your work history. It allows you to say more about your ability and the things you have achieved in your life. This is because it presents the information according to the type of work you have done and the responsibilities you have had, rather than by individual jobs.
Look at Sandra’s example CV in the Resource pack.
As you can see, this highlights skills rather than job changes. Therefore it can be useful if the job you are applying for is different from those you have done previously. The functional CV allows you to emphasise strengths and skills developed in different situations. For example, Sandra draws attention to the fact that her gap year of travelling helped her to develop better planning skills.
It is generally easier to group skills together and you can use the four skills clusters from ‘Skills that employers want and how they can be developed’ to do this. You might have noticed that this example makes an attempt at that. The disadvantage with this type of CV is that, it is less ‘standard’ than the chronological type. You have to think about how you want to prepare it, to ensure that is it clearly relevant to the job. Any gaps in employment are likely to be less prominent but assume that employers will notice this and you should be prepared to explain them at the interview.
If you already have a CV in the chronological style, you might want to write a second functional one as a way of clarifying what skills you have to offer.
Either of these types of CV would be suitable for making a speculative approach to an organisation or via a network contact, as well as part of a job application, where a CV is required. In this case, though, you would need to tailor it to reflect the specific job.
The place to begin though is to create a basic CV which you can later tailor to different situations. The next section offers some general guidance on how to do this.
It is very useful to always have a good basic CV to hand. Even if you are not immediately seeking work, you never know when one of your contacts might spot an opportunity and open a door for you. So, you need to have one you can update or tailor quickly.
Your CV both gives facts and creates an impression of the kind of employee you would be. Just like an application form, it needs to be accurate, clearly presented, easy to read, and not too long. Remember though to include brief specific examples that demonstrate your skills and achievements to make your CV persuasive.
Whereas an application form tells you what the employer wants to know, for a CV you have to decide that for yourself. So use your earlier research about the job.
Be concise. Aim for a CV no longer than two sides of A4 paper. This means including only key relevant information. The examples show you how this can be done by the use of headings and bullet points.
Make your CV distinctive by including activities or achievements that may be unconnected to your work but that still demonstrate specific abilities that may interest an employer. You might be relieved at this point to learn that you do not necessarily have to do all the work on CVs yourself. There are online tools which can help. If you would like more information visit the Open University Careers Advisory Service website.
In the next section you’ll get the chance to put into practice everything you’ve learned about CVs this week.
With the uptake of social media, such as LinkedIn, by large companies and recruitment agencies to search for potential employees, it is useful to have both a traditional and online CV.
Your final activity for this week is to use a template to help you to create both.
It is a slightly longer activity than others, but you do not need to do it all in one go. Just remember to keep saving the work you do as you go along.
Allow approximately 45 minutes
In the Resource pack pack you'll find a template for a chronological CV. Complete it with the help of the information that you have gathered in your notebook so far. You may also find it useful to look back at Derek’s CV from earlier in the week.
Once you have completed your CV, you can also use it to create a profile in LinkedIn that can be viewed by potential employers. Here are some tips to help you create a strong profile:
If this feels daunting, remember that you do not need a perfect profile from the start. It is very easy to change or update your LinkedIn profile at any stage. So, start with a basic one and build it up as you become clearer what you want to share and more confident about how to do it.
Once you have a version of your profile you are happy to go public with, you can convert it to a CV.
That was your final activity of this week packed with information to help you understand job adverts, and write relevant and solid job applications and CVs. You can check your understanding in this week’s quiz. There was a lot of information to take on board this week, so remember that you can use your notes or go back to the study material, if you want to check an answer.
Well done, you’ve just completed the last of the activities in this week’s study before the weekly quiz.
To complete this quiz you'll need to enrol on the full free course on OpenLearn.
Go to OpenLearn now.
You have come a long way since the beginning of the course. Remember the career planning model reproduced here? Well, you are on the brink now of moving into the action phase – you should pat yourself on the back for reaching this stage.
This week you have started to bring together ideas about your working life that you can use in a practical way.
Some of you will want to do this almost immediately. Others may still be planning when and how to use the knowledge and skills you have developed in creating applications and CVs. Just remember to be ready for those opportunities which are unexpected, that come at a time which never feels quite right, but might be just the right next step for you.
Next week you will move onto the next stage in the process – the interview. See you there.
You should now feel that you can:
You can now go to Week 7.
There are more than 800 courses on OpenLearn for you to choose from on a range of subjects.
Find out more about all our free courses.
Find out more about studying with The Open University by visiting our online prospectus.
If you are new to university study, you may be interested in our Access Courses or Certificates.
For reference, full URLs to pages listed above:
OpenLearn – www.open.edu/openlearn/free-courses
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This week focuses on the role of the interview and how to manage this well. Even if you are not seeking a specific job, much of the guidance offered stands you in good stead whenever you meet someone to talk about what you can offer.
If you are asking to be considered for work, you are interviewed to find out if you are suited to the work and to the organisation, and you should ask questions to help you to work out if you think you would fit in well, too. After all, even if you are offered the job, you might decide not to accept it. Whatever you decide, making interviews productive is vital if you are to achieve your career aims.
Watch Wendy introduce Week 7:
By the end of this week, you will be able to:
It is useful to start this week by considering your own experience of interviews.
Allow approximately 10 minutes
This activity is about what you already know and how confident you are about interviews.
Choose a specific past experience of an interview you have attended. If you have no job interview experience to draw on, think more widely. Have you ever been interviewed for a course you wanted to attend or by a health professional as part of a hospital appointment, or by a local journalist about a charity event or family celebration, for instance?
Use the following prompt questions to spark your thinking, but write down whatever you remember about it. Record your thoughts in your notebook.
The ‘facts’ of the interview …
What was the interview for?
Who led the interview?
How many people were involved?
How long was it?
What kind of place was it held in?
The ‘feel’ of the interview …
Was the interview a good experience for you or not? If so, why?
What, if anything, did you find difficult about it?
What do you remember most about it?
The interview in a nutshell …
If you were describing the interview to other people, what three words would you choose to sum it up?
Now take a couple of minutes to assess your current level of confidence in relation to job interviews. You can complete Table 1 in your Resource pack. Put ‘today’ against the description which is closest to where you think you are currently, and ‘future’ by where you would like to be by the end of this week.
Table 1 Your level of confidence
Scale Number | Descriptor |
---|---|
1 | I am supremely confident – this is something I am really good at. I do not worry about it all. |
2 | I think I am pretty good at interviews once I get in the room, but I am usually a bit nervous before them. |
3 | It depends a bit on the interviewers. I am usually nervous when we start, but if they settle me in, I can give a good account of myself. |
4 | It’s a bit hit and miss. I have had some interviews where I think I have presented myself pretty well and others where I have barely strung a sensible sentence together. |
5 | Not great. I get very nervous before it and then when I get in the room, sometimes I let that get the better of me for the first half of the interview. |
6 | Pretty dire usually. I am fine at writing the application but I do not seem to be able to present my best self in the interview room and the more I think about it before, the more nervous I get. |
7 | This is the thing I fear most and I am really bad at it. It is a big source of frustration because I know it stops me from getting the jobs I want. |
0 | I do not know – I have not had enough job interviews to be sure. |
Now you’ve had a chance to consider your past experiences, let’s consider why interviews are used in recruitment and what an interviewer wants to achieve.
Last week you learned how to present yourself in an application form, and to match what the employer is looking for. The employer also has to do their own matching exercise and has to select the person, or people, who can best contribute to and fit into their enterprise. Bringing the wrong people into an organisation does not help either the organisation, or the person they have just recruited.
The most common method by which employers select people to join them is an interview. Most people do not perform perfectly in an interview but fortunately, there has been a lot of research into the kind of errors which tend to be made. This has resulted in some important insights for candidates:
Initially, this might not sound encouraging. You might wonder why employers use such an apparently flawed method. It is empowering to think of it from a different perspective. Notice that there are ways in which you can compensate for some of the problems by developing your own skills as an interviewee. For example, you know that first impressions count, so you can consciously think about how you present yourself for the interview. This will enable you to be in control of your first few actions and words.
Like any other skill, practice helps with interviews. For the rest of this week, therefore, you will be learning about effective interview strategies and practising the skills associated with them.
Before that, let’s first look at different types of interviews.
It is helpful to know the different types of interviews you might be invited to attend, and the demands they make of you. Although the format might differ slightly, keep in mind that the aim is always to see how good a fit there is between you and the needs of the employer.
The main types of interview you might encounter are as follows:
Face-to-face
This is the most common form of interview. It can be in the form of a one-to-one meeting or there may be a sequence of such meetings, each with a different member of staff. Alternatively, some might be what is known as a ‘panel’ interview.
Panel
It is not unusual, especially in larger organisations and specifically in the public sector, for there to be several interviewers present. Specific skills are needed to handle this type of interview well. For instance, it is important to acknowledge each panel member and to maintain eye contact with the person speaking to you.
Telephone
It is becoming more common for employers to use the telephone for interviews, especially in the early stages. They might do this in one of several ways:
Competency-based
You came across the idea of demonstrating the skills and competencies for a job last week. Organisations using a competency-based approach will want you to demonstrate your abilities with examples, so it is important to be prepared for this. Use the STAR technique before the interview to help you. You looked at STAR in Week 6 and you’ll recap in Section 7 this week.
It is also important that you show the ability and the interest to learn new skills, so if you are asked about something that is outside your experience, you could use an example of a time when you learned something new to illustrate your willingness to do this.
Second interview
Some organisations have a series of steps in their interview process. They might ‘first interview’ a larger number of people who they think might fit their needs. From this, they select a smaller number of people, in a process known as ‘shortlisting’. If you are shortlisted, the interviewer will be looking for evidence of your skills, abilities and interests.
It is probably already evident that preparation for an interview is likely to lead to a better outcome. Being prepared gives you the best chance of coming across well. The next two sections focus on developing your interview strategy and practising how you will respond to questions you may be asked.
If you have attended job interviews before, you will, doubtlessly, have developed your own ways of preparing. In the next activity, you will compare your preparation tactics with those of other people.
Allow approximately 15 minutes
Watch the brief video of Open University students talking about how they tend to prepare for job interviews. Look out for points on why they prepare and how they went about it. Write these in the space provided below the video.
Now compare the answers given in the video to your own preparation strategies, using the prompt questions provided. Add any other thoughts you have, as well and keep a record of it all in your notebook.
Some people find the preparation for interviews difficult. Others find preparation easy but then struggle to use it in the interview. You will learn, in the next section, strategies for strengthening both aspects. The basics of preparing remain the same whatever the interview type but there are also some tips on specific types of interview which need to be considered.
Whatever the interview type, some basic guidelines always apply:
Once you’ve done this basic preparation put yourself in the position of the interviewer and review your application or CV. The following questions are useful ones to consider:
Then, make sure you get all the practical aspects sorted out in advance.
In preparing for your interview it’s important that you consider the following practical aspects.
If it is to somewhere you don’t know well, try to do a dummy run. Check the times of public transport, if you need to and aim to arrive at least ten minutes early. Take spare money in case you need to take a taxi or bus unexpectedly. Carry a town map or note down the organisation’s postcode and address in case your planned route is diverted.
Think about the style and culture of the organisation and dress in a way which respects it. If in doubt, dress more formally than less. Even in less formal organisations, people sometimes dress more formally for interviews. Ideally, try out the whole outfit well before the interview. You want to be able to relax and focus on the interview task, rather than worrying about how you look.
Try not to take too much. You should only need your application, the job information and any notes you have made, as well as anything you have been asked to bring with you. Make sure before the day that you have everything to hand.
If you have been asked to make a presentation, take a copy on a memory stick. Even if you were asked to email it beforehand, it is reassuring to have a back-up. Take paper copies of your presentation. Giving the interview panel copies of the slides will help them to remember you once you have left the room.
Much of this guidance assumes that you are having a first interview for a job, face-to-face and in a specific place. This won’t always be true, of course, so in the next section you’ll consider some aspects of preparation for particular situations.
Certain situations will require you to make some more specific preparation.
When preparing for a phone interview it is important to consider:
More recently, there has been an increase in Skype or video interviews. As with telephone interviews location is important and as is checking your equipment is working beforehand. Remember to dress appropriately and check what else will be in the shot before the interview begins.
Instead of a job interview, you may be applying to do an educational course vital to the next stage of your career. In this situation, the general interview guidelines apply, but you should also familiarise yourself with the entry requirements. You need to be prepared to talk in detail about the content of your previous study. For a vocational course, identify specific examples of experience you have gained through related employment.
Sometimes work opportunities present themselves in unexpected ways leaving little time to prepare. It might be that a network contact is able to set up a meeting at short notice or a company you approached, speculatively calls to say they are interested in meeting you to discuss opportunities. In such cases it is important to take along an up to date CV, and to be able to give a brief statement about yourself. The summary at the top of your CV or LinkedIn profile is one which you can adapt and rehearse.
In the next sections you’ll develop a clear personal profile and from this a summary you might use in an interview, whether expected or not.
It is important for any interview situation to be able to give a clear and concise summary of yourself and your interests. This activity gives you that chance, so remember to keep a record of your final summary in your notebook – it could come in very handy.
Allow approximately 10 minutes
One of the ways of putting yourself in the right frame of mind for this task is to envisage that you are in a lift with someone very important at your workplace. You introduce yourselves, and then your very important person (VIP) asks:
‘What do you do?’
What would you say? Remember that it needs to be short and sweet because you only have the lift journey in which to say it.
Write no more than three sentences as your answer in your notebook.
Let’s look at an example of the kind of thing you might have written. Sally is employed by a supermarket chain on the tills. It’s not her ideal job, but the prospects in the organisation are good if she can demonstrate her potential. The person in the lift with her is the Area Manager. Look at the responses below which she might give to the question ‘what do you do?’ and choose the one which you think it best by ticking the right hand box.
I am Sally, I just work on the tills … I like the fact that it keeps me busy
I am Sally and I work on the till in the food section. I really like the fact that I get to specialise in one type of product.
I’m Sally, I work on the food section. I really enjoy being able to answer queries and, of course, taking the customer’s money – because that keeps us all in a job.
In the next section you’ll finalise the statement that says who you are.
When someone meets you for the first time in a work context, they are likely to have three questions in the back of their mind:
Who you are is more than just your name. You might be Joe the merchant seaman, or Sophie, mother of three and part-time artist, or Steve the qualified electrician and amateur footballer. How would you identify yourself?
What you can do for the person is a reasonable question for them to ask if you want them to give you work. Steve might be self-employed and looking for a new client project. So, he might say he is a self-employed electrician with lots of experience of shop refits, so if the person knows of any work in that area, he would be very interested.
Why should I trust you might sound an odd question but if someone is going to offer you work or recommend you to someone, then they need at least to be able to trust that you can do what you say you can do. Staying with our example of Steve, he might add to his statement that he can produce customer references, or say that his customers tend to compliment him on his reliability. In other words, he will use evidence to demonstrate his skills.
Allow approximately 10 minutes
Now try to redraft your own statement using the three questions as prompts.
Keep a record in your notebook.
The real benefit of the statement is that you can use it either as an opening statement in an interview or with people you are just meeting speculatively.
What about questions you’ll be asked? You will need to anticipate what might be asked, and to plan how you might reply. The next section provides information on types of question you might face and the strategies for answering them well.
Interviews are conversations with a purpose. Your job as the interviewee is to give as good an account of yourself as you can, so that the interviewer can fairly assess that you match their needs. Preparation helps you to avoid feeling under pressure to respond before you feel ready.
Preparing involves two main activities:
By doing this, you focus your ideas so that you are ready to give clear and strong answers to the questions you may be asked.
It can be helpful to write down your possible answers, giving evidence from your experience to support what you say. You may remember them better. Have a go at this in the next activity.
Allow approximately 15 minutes
This activity encourages you to practice developing answers to commonly asked interview questions. As you write your answers try to make them general enough to give as a response to more than one question. Prepare more than one example to illustrate your main points. You may be asked for more than one or be asked the same question in different ways and you should avoid having to repeat yourself.
There are seven question areas suggested below, each with typical questions which might be asked.
Choose at least three questions to answer.
Obviously, your answer to this question would depend on the specific opportunity you were pursuing but write down the kind of things you would like to be able to say. For instance, you might want to say something about the profitability of a company or the history of a charity.
Again, unless you have a specific job in mind, think generally here. For example, you might want to say that you’ve spoken to your cousin who does this kind of work and learned that it involves marketing or that you noticed from the job description that the emphasis seems to be on administration and social media.
Write down your chosen questions and answers in your notebook.
The next section covers the different types of questions you can be asked.
Did you notice anything about the way the questions were asked in the last activity? They were difficult to give a one word answer to, like yes or no. They require you to provide information. These are known as open questions and encourage replies incorporating both facts and attitudes or feelings.
There are other ways in which questions might be asked, and they expect different things of you. Below are the main types of questions you might encounter.
You encountered this kind of question in Week 6 when you learned how to use the STAR technique in answering questions on application forms. Now you have the chance to learn how to do it in an interview.
Allow approximately 15 minutes
This activity aims to give you practice in working out the kind of answers you would give to competency-based questions. You will construct two example responses you would give if asked one of these questions in an interview.
Firstly, do you remember what STAR stands for? Write down your answer below.
View answer - Activity 6 Answering competency-based questions
Now answer these two questions in your notebook. They are designed to test competencies which are likely to be needed in all jobs. Remember that you can draw on examples from any aspect of your life.
Tell me about a time when you had to manage competing demands on your time?
Competency you need to demonstrate – an ability to prioritise
Give me an example of a time you had to persuade someone to do something?
Competency you need to demonstrate – persuading others
Of course, not all questions will be as straightforward as the ones you have practised, so the following section provides guidance on how to handle some of the tougher or trickier questions you may be asked.
Some questions in interviews can be challenging, especially if they are unexpected. Do not assume that tough questions will only be asked in formal interview situations. You might find an informal contact asks you whether it is wise to look for a career change or how much you want to be paid, for example. Of course, what one person considers tough, might not feel the same way to someone else. It is worth anticipating, and preparing for the questions you would personally find tricky. The next activity helps you to do this.
Allow approximately 15 minutes
This activity will help you to think ahead to interview questions you might not find easy to deal with and how to prepare for them.
Spend a few moments thinking over interviews you have previously attended, career conversations you might have had, or the questions you generally dislike being asked about yourself. Write down between three and five questions in your notebook.
These last sections have been about what questions you may be asked. Remember, though, that the interview is a conversation, so you are expected to ask questions too. So, think about what you want to know, which will allow you to decide if the opportunity is right for you and demonstrates extra interest in the position you have applied for. This is an essential part of your basic preparation and is covered in the next section.
Asking questions shows you have thought about the job and how it relates to you. You will probably be given time for this at the end of any interview, so be prepared.
Obvious areas you might want to ask about include:
Allow approximately 5 minutes
The list above is obviously not a complete set of the areas you might have questions about, or the questions you would ask. Think about question areas which might be important to you personally.
Aim to add three question topics and questions to the list. An example is given for you to follow. Write your answer in your notebook.
Example: travel – in an average month, how much travel away from the office would be expected?
Now you’ve considered questions you may be asked and want to ask, the next section looks at how to give your best performance.
There are expected and effective ways to behave in formal interview situations. These cluster into three areas:
Let’s take a closer look at each of these in the next three sections.
Figure 12 What first impression will you give?
View description - Figure 12 What first impression will you give?
As you know from Section 2, first impressions are extremely important. You will be assessed from the moment you enter the interview room. Good first impressions can be helped by:
Three tips on things NOT to do would be to:
You need to sound like you, but the most confident version of yourself, even if you are nervous. If you speak clearly, not too quickly, and avoid dropping your voice towards the end of sentences, you will sound more confident.
Much of the time you will be answering questions. To do this convincingly, follow these tips.
If you are being interviewed by telephone then how you sound is even more important. The interviewer can't see you, so make your voice clear and expressive, so that you convey enthusiasm and interest in the job. It can be difficult to gauge the interviewer's reaction to your answers because you cannot see them. Say what you need to say to answer the question, then stop.
Some small tips which often help when having an important conversation on the telephone are:
However well you have prepared for questions, some will still feel difficult on the day. The following tips will help you through them.
In general:
Occasionally you will be asked more unpredictable or ‘off the wall’ questions such as:
Often the interviewer does not really want to know the answer. They simply want to see how you might deal with something unexpected. They might be interested in whether you can think on your feet or get flustered, or if you can present a convincing argument or original idea under pressure. It is fine to pause and say that it is an unexpected or difficult question before you answer.
Sometimes it is not the questions which are difficult, but the interviewers. You may feel you are not achieving rapport with them.
In general, interviewers are trying to help you to do yourself justice.
However, the world is not perfect and neither are people. You may, unfortunately, meet some interviewers with whom you do not have a pleasant experience. If this happens to you, the best strategy is to keep firmly in your mind that your goal is to present yourself as well as possible. Just stick to your plan of being professional, positive and focused on showing your abilities. Then, after the interview, chalk it down to experience. You may just have caught the person on a bad day or they may be indicative of the way the organisations works. Either way, the damage done is to them – unless you let it damage you. After all, if they decided to offer you the job, you would have to think long and hard about whether to take it.
The final section this week considers what you should do after the interview.
There are some practical steps you can take immediately after an interview.
Firstly, send the interviewers an informal thank you note. They paid you the compliment of inviting you to interview and gave up their time to see you. A follow up note is not only polite, but reinforces their memory of you. Even if you are not offered the job, other vacancies may arise and you want them to have a positive recollection of you.
If you are not offered the job, telephone or write a letter asking if it would be possible to have some feedback. Not all employers offer this, but if they do, it can provide useful tips for future applications and point you in the right direction.
Also, think about the questions and your answers. Did you do yourself justice? By now, in this course, you are very familiar with the benefits of reflecting on the things you have done, or said, so that you can decide if you want to change your approach in the future. So, conduct your own mini reflective review after each interview. Remember – write it down! The chances are you would have forgotten some of it by the next interview.
Now you have nearly finished this week, it is time to think back to how you confident you were about interviews at the start of the week.
Allow approximately 5 minutes
Look back at the notes you wrote for Activity 1 in which you rated your confidence in interview situations.
Do you now feel more confident about tackling different types of interviews?
Rate yourself again now. You might also find it useful to jot down any tips from this week you particularly want to remember for your next interview.
This finishes your work on interview techniques and was the final topic for the course as well. It’s time now to complete this week’s quiz.
This week’s quiz is your last opportunity to practise before the final badge quiz, next week. It will give you the chance to check your understanding of interviews and interview techniques.
To complete this quiz you'll need to enrol on the full free course on OpenLearn.
Go to OpenLearn now.
This week you have deepened your understanding of how to present your best self to the people who can offer you the work in an interview situation. You should feel more confident about how to handle these opportunities and also better prepared for what to expect in different situations. These should all help you to be successful in the future.
This is the culmination of seven weeks of work on understanding your strengths, aspirations and options. Congratulations for reaching this point – it is great achievement. In the next, and final, week of the course, you look back over the work you have done since the start of course, fill in any gaps and to plan for what you will do with your new learning and confidence.
You should now feel that you can:
You can now go to Week 8.
There are more than 800 courses on OpenLearn for you to choose from on a range of subjects.
Find out more about all our free courses.
Find out more about studying with The Open University by visiting our online prospectus.
If you are new to university study, you may be interested in our Access Courses or Certificates.
For reference, full URLs to pages listed above:
OpenLearn – www.open.edu/openlearn/free-courses
Visiting our online prospectus – www.open.ac.uk/courses
Access Courses – www.open.ac.uk/courses/do-it/access
Certificates – www.open.ac.uk/courses/certificates-he
Newsletter – www.open.edu/openlearn/about-openlearn/subscribe-the-openlearn-newsletter
Hopefully, your engagement with this course has left you feeling that everyone, including you, is entitled to think that they have a career and to define ‘that career’ in a way that makes sense to you. This week you prepare for life after this course and how you will apply what you have learned. The activities are designed to help you ask ‘what next?’ and to create your own personal development plan.
Instead of introducing you to a lot of new material this week, the focus is on helping you to make sense of the learning experience this course has offered and to plan ahead. The week begins with a reminder of the career planning process, and explains how personal development planning helps. You will review your prior work on the course, fill in any gaps, and use this as the basis for planning what you will do when the course ends.
Finally, you will take the second of the two assessed quizzes, which must be successfully completed if you want to gain a badge for the course.
Watch Wendy introduce Week 8:
By the end of this week, you will be able to:
In Week 1 you were introduced to the four main steps in a career planning process shown in Figure 1. As you probably realise, the course has been following this cycle.
In the early weeks you undertook activities designed to help you to ‘know yourself’ in new ways. This enabled you to decide which opportunities you might want to explore. As you explored opportunities, you were encouraged to make decisions about what might be right for you. All that remains now is to decide what action to take.
Of course, the process does not work as neatly as the diagram suggests. Each time you explore an opportunity you may learn something new about yourself. As you learn more about your abilities, your horizons extend and you may be prepared to consider opportunities that you might previously have dismissed as ‘not for the likes of me’. You may have revised your ideas on what options would be fit for you, and some of your decisions about what kind of work to pursue, or about the working patterns that might suit you, may have changed. See the cycle as a dynamic, interactive set of activities to which you can return, at any stage.
At this stage in the course though, you are asked to focus on two things:
First, though, let’s consider what is meant by personal development plans.
As the career planning diagram suggests, there are different steps you need to take at different stages of managing your career. A personal development plan is simply a structure you put around your activities, to make sure that they tie back to your thinking about the direction you want to go in.
A key idea in personal development planning is that learning is something which is life-long and encompasses all aspects of our life. A career is one aspect of our life, but as you have seen, it connects to many personal goals so it is easier to think of them together.
So, a good personal development plan helps you to:
By completing the course activities in your notebook you have been identifying what you are learning from new ideas and experiences. This is a core skill, which not only helps you to plan your own personal, study or work-based development, but is central to some educational programmes and many forms of employment (QAA, 2009).
The process you have been following over the last seven weeks has been part of your personal development planning. It just needs completing by considering your next steps.
This first activity helps you to understand the process and what it might offer you personally.
Allow approximately 10 minutes
Watch the following short video, which explains the personal development plan process.
Take a few moments to reflect on what you heard. What were the main points being made? Write down your answer in your notebook.
Then, check you answer.
This sounds easier than personal development planning is in practice, as those of you who may have been asked to write one before may know. Of course, all the work you have done over the previous seven weeks has been a foundation for yours, so it makes sense to pause in the next section to review that work, and to fill in any gaps.
Before writing your action plan, you need to give yourself space to review what you have done on the course, and to revisit any aspects that you need to complete, or about which you want to think more deeply.
Allow approximately 20 minutes
Table 1 is provided to remind you of the kinds of activity you covered in each week. Use your thoughts in your notebook, to decide which activities you might need to devote some time to this week before moving on. Identify those activities you need to:
Make further notes in your notebook or in the ‘My note’ column of Table 1 in the Resource pack.
Table 1 Activities covered
Week | Key topics/activities | My note |
---|---|---|
1 | ‘Wants’ from work Workline – influences on you so far Beliefs and values Interests and passions Constraints and limitations | |
2 | Knowledge and skills Roles in life Skills acquired in work, learning and life | |
3 | Work you want to do Market for work and matching it Finding out about types of work Working patterns and options | |
4 | Work experience placement Finding work experience Benefiting from work experience Voluntary work and how to find it Learning review of the course so far | |
5 | Networking What it is and why to do it Types of networking Mapping out your own network Using networks to obtain work Social networks and registering online | |
6 | Analysing job advertisements Matching skills to job advertisements STAR and RAPPAS techniques Completing application forms CVs – and the different types LinkedIn profile creation | |
7 | Interviews and how to approach them Types of interviews Types of interview question Preparing for interviews Performing in interviews Following up from interviews |
Now identify three priority areas you want to review this week. You can always go back to the lesser priorities later. For now, focus on the things that will help you to decide where to focus your energy once the course ends.
Write down your priorities in your notebook.
Try to make your ideas about what you need to do quite specific. So, instead of writing ‘look again at interviews’, for example, write something like ‘practise answers to competency-based questions’ or ‘practise (with a friend) giving my answers in a confident voice’.
Copy this table into your notebook or you can complete it in your Resource pack.
Table 2 Priority areas
Priority Area | Why | What do I need to do? |
---|---|---|
|
|
|
|
|
|
|
|
|
Once you have your priorities, you are in a good position to decide how best to use your time this week. The activity in the next section is one which you construct (in part) yourself, as it focuses on your priorities.
This is an activity that you partly design yourself because time has been allowed this week for you to:
Allow approximately 30 minutes
For activities that you wish to complete or revise (which you identified in Activity 2), you should return to the relevant section of your notebook and do the work there.
Once you are ready to review your notes and draw out your decisions, list them in your notebook under the heading ‘My decisions so far …’
Decisions might sound a strong word, and you may not yet feel wholly committed to some of the ideas you have had so far. This is fine. You are looking for the areas in which your thinking is pretty clear. For example, you want to work part time, or you wish to stay in your current career but perhaps move employer, or your next step is to find voluntary work that allows you to develop your interests in some way.
When you are ready to review your notes and draw out your ‘decisions’, make sure you record them in your notebook.
The following topics might prompt your thoughts, but do not feel constrained by them.
You may have made decisions about:
Having reviewed what you have done over the past few weeks, and taken a bit of time to sharpen your ideas where needed, you are now in a good position to think about what you want to take forward into an action plan. The next section takes you through this in a structured way.
You have just done a ‘stock take’ of where you are and now can think about how you want to move forward.
The first thing to do is to construct a ‘wish list’ of what you would like to achieve in both the short term and the long term. Below is an example of Jon’s wish list, presented as a spray diagram (sometimes known as a ‘mind map’). You encountered mind mapping as a technique in Week 5 when you mapped out your personal contacts network.
You might feel that Jon has aspirations that are way beyond what feels achievable for you and feel slightly demotivated. Or, perhaps you identify with Jon, and see him as someone who might be in a similar position to you. It is an ambitious set of wishes, and you might wonder whether they are even achievable. For instance, doing both a degree and a Masters in Business Administration within three to five years is certainly challenging, and could probably only be done if he studied on a full-time basis.
Without more knowledge of Jon’s personal circumstances, it is tricky to judge how realistic he might have been in creating his wish list. In a way, it is not too much of a problem if he has been unrealistic. They are only ‘wishes’, not a plan. But notice that Jon’s wishes are not all about work. They are wishes for his life. Work seems to be important in its own right because Jon wants an ‘interesting’ career. It is also something that makes other things possible. For instance, work may provide the income to buy the second home he wants.
Now it’s your turn to create your own wish list.
Allow approximately 15 minutes
This activity encourages you to create your own list of wishes, but in a structured way.
Throughout the course you have written down lots of your wishes and wants and, in the previous section, you wrote down any ‘decisions’ you made along the way. Now is the time to pull them together.
Produce your own wish list of what you would like to achieve in the short term (next 6–12 months) and the longer term (3–5 years). If you like the mind mapping technique you may want to follow Jon’s example. Otherwise, use a table similar to the example below in your notebook or you can complete this in your Resource pack.
Table 3 My wish list
What would I like to achieve in the long term? | What would I like to achieve in the short term? |
---|---|
|
|
|
|
|
|
Having worked out what you would like to happen in your life over the next few years, it now makes sense to briefly consider where you are starting from. The next step is to create what is called a ‘SWOT’ analysis of yourself and your situation. SWOT stands for:
You’ll do this analysis in the next section.
The purpose of a SWOT analysis is to help you to move from your wish list to a specific and achievable goal.
When you complete it, you will be again pulling together some of the questions you have already asked yourself over the last seven weeks.
Let’s look at Jon’s SWOT analysis to get a feel for this and as an example of how it can help you to take a balanced view.
Table 4 Jon's SWOT analysis
Strengths | Weaknesses |
---|---|
|
|
Opportunities | Threats |
|
|
Now you need to do your own analysis to help you move forward with confidence.
Allow approximately 15 minutes
This activity helps you to shape your thoughts from the last seven weeks, and to highlight where to focus your energy.
Carry out your own SWOT analysis by copying this example grid into your notebook or you can complete this in your Resource pack.
The following table of questions is to help you get started, but remember to use the thinking you have already developed in your notebook.
Table 5 Example SWOT analysis
Strengths | Weaknesses |
---|---|
What do I do well in life? What do other people see as the things I am good at? What skills do I tend to rely on most? Which skills are the ones I’ve developed furthest so far? What personal qualities are strengths for me? | What do I do less well in life? What do other people suggest I need to get better at doing? What skills do I tend to avoid using? What personal qualities might I wish I had – but don’t? |
Opportunities | Threats |
What possibilities are open to me? What works in my favour at the moment? What resources do I have? What/who can help me? What is changing in my life and may open new options for me? | What might cause me difficulties? What restrictions are there on me? What is changing in my life and may close options for me? Where are there gaps in my resources or sources of help? |
Be honest about your weaknesses – there is no point deceiving yourself and, as you know, you can take steps to develop those areas. Keep the responses simple. Once you have identified what is feasible, you can start to prioritise and decide what you want to achieve first.
You need to work actively towards any changes you have identified in your wish list. The SWOT analysis will help you identify what actions you need to take and issues you need to watch out for.
You might have concluded that trying to improve your current situation is your best option. For instance, if you are employed and not doing the work that most interests you, or feel that you are struggling to get right the balance between work and the rest of your life, you may already have thought about how you might seek some changes within your existing job.
Some of your future-based aspirations, however, may not fit at all with your current situation. Perhaps you are not in work at all and are struggling to find a job. Perhaps you like your job but do not seem to be able to get promoted. You might not be able to take on work at the moment, but want to prepare yourself for doing that in the future; however, making time for study or work experience is difficult. Whatever the change you want to make, you might need to consider one or more of the following approaches:
In the next section you will be writing an action plan for the next six months. Bear these potential changes in mind as you think about the actions that might best serve you.
Some changes happen in life without planning, or without you taking action. Others need your focus, attention and energy, if they are to take place. If you want changes in a specific direction, then you need to take charge of that process and plan what you are going to do to make it happen.
A good action plan breaks down your goals into smaller, more specific steps in order to make them more achievable. One of Jon’s goals is to gain a degree within four years. He asks himself four questions:
The table below shows how Jon collated his answers and acted. It is an example of the kind of action plan you might want to create.
Table 6 Jon’s action plan
My goal | |
---|---|
A degree within four years | |
What? | How? |
Need to do 90 credits per year Allocate realistic time for study, i.e. 24 hours per week | Do breakdown of typical week Note best and worst times of day for study Timetable in 24 hours using as much ‘best time’ as possible Think about which study tasks I might tackle during ‘difficult’ times, e.g. watching course videos |
Resources to help | When? |
Tom, my line manager – to negotiate some study leave and/or flexible working hours Clare – to add key family commitments to timetable, e.g. parents’ evenings Parents – to ask for help with children and garden | Talk to Tom during my appraisal on 10 November Talk to Clare next weekend while children are at swimming lessons and do timetable Ask Mum and Dad over for a meal next week |
After you’ve constructed an action plan you need to think about how good it is. Fortunately, there is a tool called SMART to help you do this.
This means the best action plans are:
You can use the SMART tool to help you to create goals and action plans, as well as to review how good your plan is.
See how you get on using SMART in the next activity.
Allow approximately 10 minutes
Look back at Jon’s action plan and review it against the SMART criteria. Would you say that it meets them?
Look for the evidence against each of the criteria. An example has been given to start you off. You may have to make some assumptions about what is realistic or achievable, but look for indicators of whether or not Jon has tried to test these things. Carry out your own SMART analysis by copying this example grid into your notebook or you can complete it in your Resource pack.
Table 7 SMART evidence
Criterion | Evidence |
---|---|
Specific | |
Measurable | |
Achievable | |
Realistic | |
Time-bound | Example – Jon gives himself four years in which to do a degree. |
In the next section you will devise your own action plan and test it using SMART.
The next activity gives you the chance to complete the third part of the career planning process (decide what to do) and move on to ‘take action’.
Allow approximately 30 minutes
Now put what you have learned into practice by creating your own action plan.
First of all, choose your priority goal for the next six months. For example, you might decide that finding a paid job is your priority, or that you want to apply for promotion at work, or that you need to take a qualification related to the work you are doing or want to do. If your focus is not on work right now, you might want goals related to your relationship with your family, a role you want to play in your local community, or a sport or a craft you want to master.
When you have chosen the goal you want to work on, follow Jon’s example and create your own action plan by drawing Table 8 in your notebook or you can complete it in your Resource pack.
Don’t forget to check your plan against the SMART criteria.
Table 8 My action plan
My goal | |
---|---|
What? | How? |
Resources to help | When? |
The next section covers how to review your development plan.
It is one thing to write a plan, but it is quite another to follow it through. Thinking about your achievements and recording them helps you stay on track once you get started. You have invested time on this course in establishing what skills and abilities you have to offer, and where they might best be offered. You have also acquired new skills and knowledge. It is important not only to keep a record of what you can do, but also to keep it current and up to date. No one else is going to have as clear a view of your abilities and your development as you are, so if you don’t keep your record up to date, you will always be selling yourself short in some way.
As you follow your action plan, paying attention to this becomes part of your routine. The following guidelines are designed to act as a checklist for you:
It is possible that plans will not work out exactly as you intended, so it is always useful to stand back from them now and then and review the situation as it has unfolded. It is not necessarily a bad thing if plans do not go as we expected. Sometimes opportunities or alternatives open up that you had not originally anticipated.
When you decide to review your plans then the questions below might help:
You may have questions of your own to add. As you have learned through practice each week, questions are a good way of prompting reflection. So, use the questions to reflect on any changes you might want to make to your goals and plans, and how to make them achievable.
In the last section of the course you’ll look at the importance of reflection, before finishing by reflecting on your own learning throughout the course.
You have had a lot of practice in reflecting on what you have done over the course of the last eight weeks, and this is an important skill in its own right. Before your final learning review of the course, watch a short video in which Stephen McGann discusses his own experience of learning how to reflect in practice, and why he now understands it to be so important.
Allow approximately 5 minutes
In this video, actor and OU graduate Stephen McGann discusses how learning to reflect on what he did was an integral part of his degree course. He introduces the term ‘reflective practice’ – which is the same skill you have been encouraged to use on this short course, although you may not have always been aware of it. Listen to his views on what he gained from reflective practice and why it has become such an important skill that he continues to use it. Make a few notes.
No doubt you have discovered for yourself that you can spend as little or as long as you like on reflective activity. The more time you give to it, the deeper your reflections will be, but the important thing is to write down your thoughts so that you can revisit them in the future and add to them if you wish to.
Allow approximately 20 minutes
Use these questions to prompt your reflections on your learning over the last eight weeks, but do not limit yourself to these. Aim to think of three questions of your own and write your answers to them too. Write your thoughts in your notebook.
Reflective questions
Imagine it is now six months since you completed the course and you are talking to someone who might be able to offer you work. They ask you what you learned from this course. What would you say? (Remember the ‘lift activity’, and the need to make clear the value of your learning to the other person in a short time.)
And that’s it – you’ve finished all the activities for the course and should have a notebook full of ideas and thoughts to help you move forward. Well done, you should feel proud of what you've achieved. Remember you can always revisit your notebook at any time to add more thoughts that occur to you. Reflection and learning never stop.
You are now ready to take the final quiz for your badge. This quiz is another 15-question quiz, like Week 4, but as with all the other quizzes, you still have three chances to answer each question.
Remember to take your time reading the questions, and answer options if given, to give yourself the best chance to show your full knowledge and understanding. Good luck!
To complete this quiz you'll need to enrol on the full free course on OpenLearn.
Go to OpenLearn now.
During the past eight weeks you have been drawing out your thoughts on:
Alongside the ideas and arguments you have encountered, you have been encouraged to apply the ideas to your own situation, and to reflect on your experiences. Your notebook is now your ‘resource bank’ of ideas about what matters to you, where you might want to take your interests, and what you need to do to achieve them.
It is a great achievement to complete the course, so remember to add the new skills to your CV, but you have also taken the first steps that may enable you to achieve your goals. Always keep these in mind now you have identified them, and good luck with fulfilling your career aspirations.
You should now feel that you can:
If you’ve gained your badge you’ll receive an email to notify you. You can view and manage your badges in My OpenLearn within 24 hours of completing all the criteria to gain a badge.
Now you’ve completed the course we would again appreciate a few minutes of your time to tell us a bit about your experience of studying it and what you plan to do next. We will use this information to provide better online experiences for all our learners and to share our findings with others. If you’d like to help, please fill in this optional survey.
You can now return to the course progress page.
There are more than 800 courses on OpenLearn for you to choose from on a range of subjects.
Find out more about all our free courses.
Find out more about studying with The Open University by visiting our online prospectus.
If you are new to university study, you may be interested in our Access Courses or Certificates.
For reference, full URLs to pages listed above:
OpenLearn – www.open.edu/openlearn/free-courses
Visiting our online prospectus – www.open.ac.uk/courses
Access Courses – www.open.ac.uk/courses/do-it/access
Certificates – www.open.ac.uk/courses/certificates-he
Newsletter – www.open.edu/openlearn/about-openlearn/subscribe-the-openlearn-newsletter
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Now compare them to the list below. How many of them are similar to your own?
Some of the points which you might have written down include:
This list is not comprehensive and you may have come up with different ideas but it should give you a flavour of what having a career means for different people:
Whatever you have noted down, it will be very personal to you and could well be very different from somebody else. That is just fine – your answer is the right answer for you.
Clearly, different kinds of work will reflect different values, so it is helpful to know what matters to you. For instance, someone who places a lot of value on altruism might seek out work helping others, but be less comfortable with work where commercial value dominates. If you prize physical aspects, then work that involves being sedentary for long periods might be more of a challenge.
In the same way, how or where the work is done might satisfy some values over others. A manufacturing company, a charity, a newspaper office, a local authority or a financial institution will each have a different ‘feel’ as a place to work. Try to think through which would suit you best.
Obviously your work experiences are a reflection of the opportunities you have had, and the choices you have made so far. If you are lucky enough to be fully satisfied by your current work, then your focus may be on how to progress within it. If you are not, then you might want to make changes. These activities are the start of seeing where you may want to go.
For most people this can be a tough activity, so well done for giving it a go. Again, the notes you have made will be very personal to you and different from other people. Here’s one example of what was noticed by someone who did this activity, which they hadn’t been aware of before:
One person found she had moved location a lot in her life, and that these events tended to be associated with high points. She realised that she loved travelling to new places, but soon got bored again and wanted to move on. A valuable insight, that would help her plan her future.
Did you notice anything similar in your work line? You might not have done and that’s perfectly ok. Something may occur to you when you least expect it, so you can always go back and add to your notebook.
Things may not be entirely clear to you at this stage. Remember, there are no right or wrong answers and you can always return to the activities and update your thinking, as you progress through the course.
Most of us have to decide which values we are giving priority to at any given stage. The clearer we are on why we are doing things, the easier it is to live with the choices – and trade-offs – we are making.
Here are some ideas Sarah had about her own passions and interests.
Table 4 Sarah’s ideas about her passions and interests
My key passions or interests | Work that could incorporate these |
---|---|
Being outdoors/protecting the environment | Gardening Looking after public footpaths |
History | Volunteering/working for the National Trust or English Heritage – in the grounds or conserving buildings maybe |
Shopping | Buying as a job – maybe at a garden centre? Offer to be responsible for buying the stationery supplies at work |
Looking after other people | Working at a healing garden Lead ‘walks for health’ at the weekends |
It may not feel as energising to consider potential obstacles as it did to get excited by your interests, but you need a balanced assessment of your situation. By focusing on the implications of your needs, responsibilities and constraints, and deciding what action you could take, you may have been able to spot opportunities that were less visible to you before.
Your list might have a combination of roles. Some to do with family or friends, others related to work you have done, or to hobbies or interests. Equally, your list might also include roles that you feel have been ‘given’ to you by others and you would prefer not to play. For example, are you always expected to be the ‘fun maker’ in your group of friends, even if you do not feel like doing that?
You may be surprised by the number of different roles that you have, as it is not something that most people ever consider. Most of them you probably take for granted. Hopefully, you can now see the full range of roles you have, and will be able to think more clearly about the abilities you have that enable you to carry these out.
Look back over this list of abilities. Notice how useful they are in helping you to be precise about what you can do. This helps you to present yourself positively when talking to people who might be helpful to you in developing your career. You will learn more about this in Week 5.
Creating the list may have felt difficult. After all, asking yourself how you know you have an ability, and identifying evidence to show it, is not something you do every day. So pause now and give yourself a bit of credit. You are developing a new skill! Even if your completed table is not quite as you would like it yet, hopefully you can now see how useful this will be when you come to prepare for a job application or for an interview. You’ll learn more about this in Weeks 6 and 7.
After completing this activity pause and allow yourself to feel proud of the abilities you have already developed. It is important to value what you can do. It will help you to present yourself positively to people who can offer you work opportunities.
When you read your piece aloud, did it sound convincing to your? If not, you might want to keep trying until you hear that note of confidence that Stephen McGann displayed.
Your notes may show strengths in particular skill areas, such as financial activities. It may show some skill areas that you have not yet developed to any great degree. What matters is the match between your aspirations and your skills.
This activity should have given you a really good overview of the thoughts you have been developing over the first two weeks of the course. Maybe you have surprised yourself or this has just given you opportunity to put into words the thoughts that you’ve been having for a while. Either way, this is a really great start to your own career planning process.
As with most of the activities in this course, what you will have written down will reflect your own personal experiences. Try not to think of any challenges as obstacles, but rather as problems to be solved. In that way you can start to take control of them.
Perhaps the first thing you noticed is that Christopher’s career was disrupted when the company he worked for closed down. That’s something he had no control over. However, you might think Christopher did have control over getting the speeding fines, which led to the loss of his licence. Although you might feel differently if you discovered that most of those fines were incurred doing the delivery job.
You might also notice that Christopher considers, but dismisses, other types of driving work, at least for now. Instead, he identifies something different but related. He thinks he might be interested in, and suited to, working as a mechanic but he has gaps in his knowledge – and is able to identify a key question he needs to try to answer before he can assess if it is a viable opportunity for him.
Hopefully, you found that you had some ideas of the kind of work you would like to do, based on your work in Weeks 1 and 2. If you found yourself saying that you have no idea at all, be cautious. Is it really that you do not know? Or are you ruling yourself out of some things that might appeal to you? If you really are unsure, have a look the OU Careers Advisory Service website to get some more help.
As you completed this activity, you might have found that your reason for choosing certain sources was simple curiosity because they directly relate to the type of work you are interested in, or they are easy or practical, or enjoyable for you in some way. You might also have had reasons that hint at what you would like to find out. For example, if you are interested in combining your work as a counsellor with your love of education, you might want to find out if your local college or university uses counsellors.
This is not a full set of the questions that could be asked, but it illustrates how using the different question categories can help you to identify useful questions to explore.
Use these ideas for questions when you think about your own situation in the next section.
Your ideas are refining as you work through this process. At this point you should be feeling pleased with your progress. You already have:
If any of the four categories are empty, this might be an indication of the kind of information you still need to seek so make a note of these too. You can return to the questions later.
As with many of the activities in the course, your answer will be personal to you. Whatever these are, they represent real progress in the career planning process, so well done.
You may well not have needed to add anything to your previous notes, if you have already covered all your previous work experience. Or you may find that something pops into your mind later in the week, when least expected – if so, remember to go back to your notebook and update this section then.
Most employers look favourably on applicants who have work experience that enhances their application. It might, therefore, help you to get the work you want to do but that is not the only reason to do it. It may also benefit your personally.
As usual your answer to this activity will depend entirely on your own situation but it should give you some ideas for how you could find some valuable work experience.
Doing this activity helps you to see what you could offer if you do pursue voluntary work and gives you some clues on the kind of volunteer work which might be attractive.
In the next section you’ll consider whether or not volunteering would be a good choice for you in your life right now.
If you have scored below 5 ask yourself whether or not your answer might be different in the future. Does your answer depend on practicalities which might change over time, or do you just not see this as something which appeals to you at all? If you score 5 or above, then you might want to think about what actions you can take to explore voluntary work options.
If you did score more than 5 for volunteering try Part 2 of this activity.
Voluntary work may not be for everybody but it can be very rewarding on a personal level, as well as having the added benefit of helping with your career development. Whatever you decide to do, it should be what you feel reasonably comfortable with undertaking. Think about starting small, with a local charity and working your way up.
This activity acts as a useful summary of what you have discovered so far on this course, and some of the actions that you should be thinking of taking now. Over the next four weeks of the course, you may find it helpful to remind yourself now and then of this summary.
You would be networking if you were …
You may well have a very different list from this and that is just fine. There are many different ways of networking.
Your thoughts here will depend on where you are with your career at the moment and what you want to achieve. Whatever they are, you will have the opportunity to firm up your plans in Week 8.
Whether you have a long, a short or no list under different categories is not important. This will entirely depend on what point you are at in your life. What matters is that you have made a start on mapping your networks.
Hopefully, you now feel better informed about the potential that social media has to help you in your career development. You may want to dive straight in or just dip your toe in the water. Whatever you decide, remember to use social media wisely to help you.
When you think visually, you often think differently and see things you might not have realised before. The final step in the exercise, therefore, is to reflect on what you have learned about your existing network.
You may have been surprised by how extensive a network you have already developed. You will almost certainly have noticed some gaps or duplications in it. This is fine though, as it is a natural result of different ways we live our lives. The important thing is to consider how you can use and sustain your network or extend it.
You may have found it easier to answer some of these questions than others. The ease or difficulty may tell you something about your existing network.
As you have probably realised by this, your network of contacts is a potential goldmine of information. The skill is in being able to identify the people who might know – and who to ask.
How easy did you find it? Some ‘reading between’ the lines was probably necessary. Look at the answer below and compare it with your own.
This activity may well have been a little easier than looking through our first example, as it was probably more relevant to you and you’ve had some practice already. However you found it, try and always bear the nine key areas in mind when you consider a job advert.
Think back to the first week of the course – do you feel more confident that you can match the requirements in a job advert to your abilities and also show an employer how your past experience fits with their needs?
Relevance – Not strong, because it shows how the manager of the shop chose to deal with a member of staff who found it difficult to work with another. It did not showcase Suzy’s own ability to find a solution to the problem between her and her colleague.
Action – Meets this criteria because it says what actually happened.
Personal – Meets this criteria because it is clear what Suzy did for herself.
Positive – Not strong, because it avoids rather than resolves the issue. Although the manager arranges for Suzy not to work with Tricia, the actual conflict was between Tricia and the new volunteer and this could happen again.
Appropriate – Yes, this is probably ok, in that it is not too personal or emotive an example, provided that Suzy does not get angry all over again if asked about it in interview.
Specific – Meets this criteria because it is an example of one incident.
Well done for completing this last activity of the week. You should feel proud that you now have a CV to work with. What an achievement.
This brief exercise puts a ‘peg in the ground’ and at the end of the week you will have the opportunity to reassess and to decide what action, if any, to take.
Your thoughts and experiences will be very personal to you but most people have been in interview situations that don’t quite go as well as they would have liked. Hopefully, you picked up a few new tips from the video to help you in the future.
You may have found it tricky to sum yourself up in three sentences, which also sounds natural when you read it out. That will also make it less memorable.
You may still feel that it is not quite right, don’t worry too much about getting it right on the page. The important thing is that it sounds natural. So, try saying it out loud, and test it on a good friend. That way you can keep refining it.
Some of these questions are general, so will provide you with a good start for any interview. Others are more specific but will have still given you an idea of what you need to prepare for.
Now read your answers out loud. Do they sound right and natural? If not, you might want to edit them or rehearse how you might say this differently in a real situation. In front of your mirror at home or on long dull journeys are good times for this kind of rehearsal.
If you have time in your study schedule you may want to practice writing more competency based answers. Choose competencies which your research has shown you, are important in the kind of work you want to do. These will often be listed on job descriptions.
It is likely that you found some overlap because the list above, while not comprehensive, features commonly asked questions.
Obviously, if you anticipate and prepare for questions like these you are going to give a better answer than if they catch you unawares. If you have time in your study schedule this week, you may want to make some notes on what you would include in your answer, and what you might exclude. Often the best policy is just to be honest with these types of questions.
In any interview, you are unlikely to have enough time to ask all of the questions on your list, so choose the most appropriate. Commit the topic headings to memory and you will never be left with nothing to say when, at the end of an interview, the interviewer turns to you and says ‘Do you have any questions for us?’.
Hopefully, you feel more confident as a result of what you have learned and practised this week. By putting these ideas into practice in the future, you will certainly be able to build on this confidence. Remember though to reflect on each new interview situation, to build your skills.
Which of these might be most important to you personally, at this stage?
Again, write down you answer in your notebook. Choose no more than three. You can always revise and add to them later. For now, focus on the things which will be most important immediately after the course finishes. It will serve as a reminder for you to go back to, when you have more time.
You may well be surprised by the amount of ground you have covered over the last seven weeks, and also the number of decisions you have made already. That is just great! You should feel a real sense of achievement, however long your list is in answer to this activity. After all, making a decision to rule something out is just as important as identifying a potential new career path.
Your wish list is an expression of your aspirations, of what you want for yourself at some point in the future. If they are ‘wishes’, they are likely to be things you do not have now, or feel you do not have enough of currently. The SWOT analysis describes where you are right now. Obviously, there will be a gap between the two, so you are likely to want to make some change. That’s a good result, as it means you are on the way to planning for the future and taking action.
You probably found that some of Jon’s ideas were ‘SMARTer’ than others. This should have given you some clues on what you might imitate or do differently in your own planning.
The real test is how clear you are about what you are going to do in the first few months after the course ends. Of course, you have long-term goals too, so you need to keep your plan under review to make sure you keep those in your sight.
Hopefully Stephen inspired you to want to continue to use your reflective skills. You may want to jot down in your notebook any thoughts about how and when you might do this.
For now, at least, put your reflective skills into practice in the final section of this week, which invites you to look back over the course and record your main learning points.
This activity should have helped you to see how far you have come since the beginning of the course. It may have raised more questions for you but see this as a positive. That means you have more options to explore and work on.
Wendy Woolery:Welcome to Week 1 of this badged open course, Succeed in the workplace. In this first week we’ll be looking at career planning, which involves developing self-awareness, understanding the opportunities available, making decisions and taking action. We’ll also consider what you’ve done before and what you want to do next. By the end of this week you will understand the career planning process, which will help you to shape and plan your career. So, it’s important that you understand the career planning process, take stock of your life and work experience, and identify the resources that you need to help you plan your career.
Wendy Woolery:Welcome to Week 2. Last week we explored your life experiences, your motivations and any practical issues relating to your career plans. Hopefully you’ll now have an idea about the type of career that you would like to do or any issues relating to the changes that you would like to make in your current career. Knowing what you want, of course, is only part of the challenge. So this week we’ll work on finding out more about your knowledge, skills and aptitudes. We’ll also identify any gaps that you need to fill and look at any work experience that you already have.
Stephen McGannBut there are more direct ways that I’ve actually used my degree. It’s given me confidence to take my degree and apply things I’ve learned elsewhere. Since I began my degree, I’m now doing something I would never have been able to do before. I now provide corporate training for the banking and capital market sectors. I exploited an opening, I saw a gap and I went for it.I have since worked overseas with some very august institutions, providing soft skills services like communication, team building. Now, some of them pull upon skills I gained in the arts but a lot of them need skills that directly I gained through my science degree.One particular course I did gave me some very practical pointers to where I could get material to construct my workshops, but to do these forms of corporate training you have to devise your own curriculum, in a sense. This is something I would never, ever have had the ability to do before my degree.The key thing here is confidence. Not only do you learn skills of organisation, so you can build a two-day course in communication skills. Sure, I’ve been a performer all my life so I could get up on my feet, and there are certain things I could do, and public speak the way maybe other people couldn’t do, but that’s only a tiny part of the journey. The way to actually form those structures, delivered to very intelligent people in a way that is of use to them, was a skill way apart from the things I’d covered before.And my degree, the reflective part of my degree, the way the degree helped me to structure information, was absolutely crucial. And so I didn’t use my technological computing degree, well, certainly not in all senses in my training services, in some small way I do, but mostly I used the secondary things that my degree taught me, which is the interface with human beings and complex systems of information.And now my corporate training involves getting across complex information to intelligent but not necessarily fully informed people, which is part of what my degree has taught me, and so, therefore, you see a way — and it was certainly a revelation to me — you see a way in which your degree has benefits you don’t realise from the start. But then, of course, they are pretty directly related to the things that you’ve learned.
Source: http://www2.open.ac.uk/students/careers/about-you/employability-skills
Wendy Woolery:Welcome to Week 3. Last week we looked at how your knowledge and skills that you’d gained from your life experiences can help you get into the career that you want to do next. You may have found that your career plans have changed or are more of a challenge. Everyone’s personal challenges are different. Whatever your starting point, the extent to which you can fulfil your aspirations depends on your ability to identify and access the opportunities that are open to you. This week, therefore, we’re focusing on exploring opportunities. Whether you’re looking for paid or voluntary work, you will need to know what the options are, any possible constraints and which options might suit you.
Adele Merrison:Hi. I’m Adele Merrison and I’m a Careers adviser. Identifying the right career, course or training route for you is often called the ‘career planning process’. This can be divided into four parts, and it’s important that you work through all of these, so you can research and weigh up the options open to you, in an informed, methodical and realistic manner.
Wendy Woolery:Welcome to Week 4. Well done, you’re nearly at the halfway point of this course. At the end of this week you will do a longer quiz which will count towards your badge.Last week we looked at exploring opportunities. You may have found this a relatively easy process. Alternatively you may now realise that you need to develop some skills or experiences which you currently lack. This week you will focus on how work experience and voluntary work can help you find out more about the career you’re interested in and if it suits you.
Rachael:I think work experience really is the best way of getting an understanding of a different career.
Paul:Anybody who's made the effort to find out something about the job that they want to do, by doing some voluntary work in that area, then I think that I would consider them, oh I don't know. a hundred times over before I would consider somebody who either hasn't or doesn't want to or hasn't made the effort.
Rachael:Part of my role is to organise for work experience students to come to our factory. The benefit for them is that they get to see as many different avenues within engineering as we can possibly show them, because within engineering you don't have to be grimy and dirty. There are the technical sides, there are the network sides, there is the CAD, computer aided design, and there are so many different avenues within engineering that are available to people.
Paul:I think it's critically important that people do take the advantage of finding out more about the work that they want to do by undertaking work in that area, before they've even taken a paid job in it.
Wendy Woolery:Welcome to Week 5. You’re halfway through the course. Well done.So far you’ve been given structured ways of clarifying what you want to achieve in your career. You’ve looked at what you have to offer and you’ve considered how your interest and aspirations meet the employment market. You’ve also looked at how work experience and voluntary work can help you to achieve your career plans. This week we will look at how you can create and maintain a network of contacts that will support your career ambitions. We will look at what networking is and isn’t. Why it’s important. Who can be in your networks and how you can network face-to-face and online.
Wendy Woolery:What is networking?Networking is about finding opportunities to interact with others, share information and develop professional and social contacts. It's a way to encourage you to help yourself.What does networking involve?When you network, you need to identify relevant people connected with the work you want to do, build a rapport with them and an interest in what you have to offer, seek their help and advice, listen to their feedback and act on it. You need to be prepared to stand out.Why network?It's a great way to tap into unadvertised jobs. It demonstrates your initiative, you make yourself more memorable by setting yourself apart from the normal application process and you hear about opportunities first, which may open up possibilities you didn't expect.How to start networking – key questionsWho do you already know who might be connected to your career aims? Think about your personal contacts, those you know through your work, your study, or your leisure interests. Who, of these, already knows you can do a good job? Make them your priority.How will you get in touch?By phone, online via social networking sites or a face-to-face chat.What do you want from your contacts?Is it insights on their work and experience? A list of relevant organisations and people? Introductions to others? Feedback on your CV? Advice on your area of interest?
Wendy Woolery:Welcome to Week 6. Last week, we looked at how your personal and work contacts can help you explore opportunities, to progress your career. This week, we’ll look at a specific opportunity and consider employers are looking for in their person specification and job descriptions. You'll also have the opportunity to write a personal statement. And finally, we’ll look at different types of CVs and consider how you can update your social media personal profile.
Ramesh:Regarding writing CVs, its been one of those challenging tasks, where you never get 100% perfect, and you keep refining it.
Rachael:I see many CVs, and the ones that are really good, the ones that always stand out, are the ones that are clear and concise.
Paul:A potential employer will make that first decision. It's the first impression that they get. It's so very important that a CV is well produced
Rachael:Bullet points. Get to the point. Say what you want to say. Don't flower it with lots of things that the employer doesn't really want to know about.
Paul:It doesn't have to be superbly well designed, but it has to be neat, tidy.
Rachael:Say what your qualifications are. Say what the grades are.
Paul:The spelling has to be perfect and anything else will not do you justice.
Rachael:And if you've got the correct qualifications and the correct skills, the employer will be in touch.
Wendy Woolery:Welcome to Week 7. You’re nearing the end of the course now. Well done. We hope you’ve learned a lot and are feeling a bit more confident. Last week you looked at how to identify and evaluate work opportunities, apply for jobs and think about what to put in a CV or social media profile. This week we’ll be looking at interviews. Whatever your personal situation the reality of finding work is that you will need to attend a job interview, either formal or informal, to demonstrate that you match the needs of the job. Even if you are not currently looking for work, you will find that the information contained here will help you in your workplace reviews and appraisals too.
Paul:Firstly I'd want to find something out about my employer and if I could spot some of the issues that they would regard as important to them.
Rachael:Do a bit of research. Always find out the business that the employer is within.
Ramesh:I usually do a background on the company where I'm attending the interview to see how the company has evolved during the last few years and in what direction are they aiming and how I can be an asset to that organisation.
Paul:I'd want them to feel that I'd actually made the effort to find out something about them.
Rachael:Try and put yourself in the position of the employer. What is the employer going to want to see and hear from you.
Ramesh:I'll see to it that whatever's mentioned in the job spec I'm fully aware of it, and what are the plus points from my side which I can put forth in the interview which will contribute or aid in getting the job.
Rachael:They're going to want to hear and see that you're a confident person, that you're not overly confident and cocky. But they're going to want to see that you can get your point across. They're going to want to see that you know the industry, that you're going to want to be working in and that you have a technical competence that is at the level, or above, what they've stated in the job advert.
Wendy Woolery:Welcome to Week 8. You’re on the final week of the course now. Well done for getting through to the end. At the end of this week you’ll do a final quiz, which will count towards your badge.Over the last seven weeks of the course we’ve been helping you to think about your knowledge and skills, plan for the future, think about the opportunities available to you, networking, looking at CVs and applications, and helping you to succeed with interviews.This week will bring together what you’ve learned on the course so far and how it can help you in the future. This week’s activities will focus on the question, ‘what next?’, and you will create a plan of action. By the end of the week you will have written your own personal development plan.Congratulations, you’ve taken the first step in planning your career. Good luck with the future.
Personal development planning is a process which can help you to achieve your goals in three key areas: your career and employability, your study, and your personal development. The time and effort you invest in planning around these areas will enable you to continue developing effectively throughout your life.
So, what does Personal Development Planning involve?
There are five stages.
Identify – First identify your strengths, the skills you wish to develop and then set yourself realistic goals for each area you wish to focus on: careers and employability, study, or personal development. Are there smaller, short-term goals that will lead to your larger goals?
Plan – Plan what resources you need and when you intend to work on the goals that you’ve set. Think about how much time you have available each week. Be realistic to ensure your plans are achievable.
Action – Carry out the tasks you’ve set yourself for each goal, and be aware of any new skills that you’re picking up along the way.
Record – Record how the process is going: the progress you’ve made and the skills that you’re gaining. Where might you need to develop further? Recording your insights will help to inform your CVs, job applications and developmental reviews. It may also reveal other aspects involved in achieving your goals.
Review – Take a step back, collate everything that you’ve recorded and review what you’ve learnt. You should be more aware of your skills, and also be able to identify the next area or skill for development.
Remember that this process is flexible. You may identify new areas for development at any time, or realise that you’ve gained a new skill through your work or day-to-day activities. It’s important to record what you’ve achieved and use each stage of the process to help you develop further.
Stephen McGann:The good tutors would say this thing again and again to me. It was a peculiar phrase, and called ‘reflective practice’, what we’re trying to teach you is reflective practice. I remember one time thinking, you know, really almost looking the phrase up, thinking what does this thing mean – reflective practice? Because I know it’s about the abstract of what a higher education really is about.I think if you can make a degree, if you can make higher education formate around reflective practice, teaching people not simply to learn things and get a piece of paper at the end of it, but to learn things about themselves. How do we think? How do we think now? How do we think differently to the way we thought before? Why do we think differently? And what useful things have been learned? In what ways am I not thinking the best way I can? When I did this particular project what were the ways that worked really well? And what were the ways, practically, in failing to do a certain thing, that I can actually conquer it?A particular example was, there was a course in my third year, I will even name it, called Team Building in Distributed Environments. It was a course about the way human beings use computers to work together. I didn’t get my highest marks for that. I whinged half way through the course to my tutor about it. I looked at what I’d done: I thought I deserved a higher mark for what I did.My tutor was very clever. My tutor actually steered me towards a way to look at what I’d done, in a positive way, with reflective practice, to look at why things had formated in a certain way, to learn from them. And then open up like a sponge and take more information in, to try, and the solution, in a sense, would be the victory – the way I worked my way out of the problems I’d caused would be the way, and he was absolutely right.And to him, as an apology to him, it’s the one single course, the one I whinged through, which I’ve used more in my working life after my degree than any other course.And it was the reflective practice element, what I learned about myself and the way I work, which has provided me with more, another one of those great buzz words, with intelligence. If we are to be the knowledge economy, that is where the intelligence of the knowledge economy lies. If we are to be flexible, how else can you find flexibility unless you self-reflect?