
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



Introduction  

 

You have in your hands an ebook produced by the common needs of teenagers 

to find the best academic and labour future. The aim is to provide teachers 

with useful tools to guide students during their learning process. All the 

activities are designed to make students achieve the key competences of the  

21st century. Moreover, the tasks mean to be a strategy to fulfill their self-

confidence and success in the present and future society.  

 

This ebook is one of the result of the work after two years of the Erasmus+, 

KA2 project Say no to NEET(non in employment, education or training) co 

funded by the European Union. Since 2016 to 2018, Austria, Spain, Poland, 

Italy and Portugal have been cooperating internationally to offer this outcome 

for any school community as a career guidance. 

 

 

 

Erasmus team 

June, 2018 
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Activity 1: Discover me, discover you 

 

Task: Discover Me, Discover You  

Subject: Career Guidance 

Level:12-16 

Key Competences: finding out about yourself, team work, collaboration, creativity 

Time: 180 min 

Description of the sessions: 

A psychometric tool based on the psychology of Carl Jung, Insights Discovery is built to 

help people understand themselves, understand others, and make the most of the 

relationships that affect them in the workplace. 

Insights Discovery - uses a simple and memorable four colour model to help people 

understand their style, their strengths and the value they bring to the team. It is called 

- the colour energies, and it's the unique mix of Fiery Red, Sunshine Yellow, Earth 

Green and Cool Blue energies, which determines how and why people behave the way 

they do. 

Tips for the teacher: Practical Guidance 

-https://www.insights.com/resources/ 

-https://www.insights.com/products/insights-discovery/ 

Materials you need: 

All the materials are provided by the Insights company team 

Learning Outcomes: 

Strengths, weaknesses and value to the team 
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Management - how you like to manage and be managed 

Communication style 

Sales effectiveness 

Creating your ideal working environment 
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Activity 2: Multiple intelligences related to job: questions for the interviews 

Task: Multiple Intelligences related to jobs. Questions for interviews. 

Subject: Career Guidance  

Level: 12-16 

Key Competences: Digital competence, Learning to learn, Social and civic 

competence, Sense of initiative and entrepreneurship, Communication in the mother 

tongue and communication in foreign languages. 

Time: 3 sessions of 60 minutes 

Description of the sessions: Group students in teams of 4 

1. Computer classroom 

2. Local bussiness interviews 

3. Report the answers 

Tips for the teacher: Practical Guidance 

https://personalitymax.com/multiple-intelligences-test/ 

Materials you need: 

Computers/ipads 

Check companies and bussiness beforehand 

Test of vocational and professional orientation by the Career guidance counselor or 

department. 

Learning Outcomes: 

Self-learning 

Getting to know one‟s skills and preferences 

https://personalitymax.com/multiple-intelligences-test/
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Guide students through the process of their academic and professional future. 

 

LOCAL BUSSINESS FOR THE INTERVIEWS   

Accompanying teachers Teacher 

LOCAL BUSSINESS JOB ADDRESS Team 

Bar Major, 40 waiter Major, 40 A-B 
Petjades veterinarian Major, 49 B-D 
Juan C. Manzaneda architect Major, 37 C-B 
Cal Roman Butcher’s  Major, 32 A-C 
Tarín Puig Consultancy office Camí Real, 3 A-D 
El Guinyol, nursery Nursery teacher Anselm Clavé, 11 B-D 
Banc Sabadell Bank clerk Passeig de l’Església, 4 C-B 
Town Hall Civil servant Av. Torres Vilaró, 4 D-A 
Clip d’Or Hairdresser’s Passeig de l’Església, 6 D-C 
School Teacher Sant Lluís-Bosch C-D 

Some tips for the 5 QUESTIONS concerning requirements employers ask for their candidates 

Skills, experience, qualifications, positive “can do” attitude, team work. 
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Activity 3: Career research 

Task: Career research 

Subject: Career Guidance  

Level: 12-13 

Key Competences: 

Communicating in a foreign language:  

Digital competence 

Learning to learn 

Sense of initiative and entrepreneurship 

Time: 3 sessions of 60 minutes 

Description of the sessions: 

1. Initial reflection 

2. Career research 

3. Final reflection 

Tips for the teacher  - Practical Guidance 

The purpose of this project is to allow students to explore a career of interest. 

Materials you need: 

Computer 

Brochure 

Worksheet 
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Learning Outcomes: 

This project will allow students to 

Complete a pre-project reflection 

Research desired career 

Design a newspaper job advertisement 

Write a cover letter for the position you are applying to 

Write  reference letter for a friend in the class (and vice versa) 

Complete an application form 

Write a resume 

Complete a post-project reflection 

 

Initial Reflection 

What careers are you interested in learning more about? 

Explain why you selected to learn more about this career: 

What do you already know about this career? Include a description what you think this 

persons typical day involves. 

What would you like to know about this career? What questions would you like answered? 

 

Career Research 

 

Activity 1 

Using the Internet, brochures, or any other applicable methods of research information, give 

your students  some questions based on the desired career of their choice. Keep in mind you 

should be retrieving information that is applicable to the area in which they reside for the job 

that they will be applying for. 
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 Provide a description of your designated career. What are some related careers? 

Identify the source of this information 

 What are the working conditions of this particular job? What are some of the strengths 

and weaknesses? Identify the source of this information 

 What is the expected salary of someone in this job? Does it vary? If so, how? 

Identify the source of this information in the space provided. 

Activity 2 

 Based on what you have learned thus far, particularly on the description of the job, 

identify 5 adjectives or personality traits someone in this type of career should 

possess, then explain why each are important. 

 Research 3 things that may cause a person in this position to feel stress (to which are 

directly related to the job itself). Try to identify things that are not so obvious or things 

that you would have never thought of. Identify the source of this information in the 

space provided. 

 Identify 3 stereotypes of this job: 

 

Activity 3 

Classified Ad 

Make a classified ad for the position you are applying for that would have been found in a 

newspaper. You must include the following information in order (1) picture (appropriate size) 

to represent the job, (2) title of the job, (3) location of job, (4) 40-50 word description of 

position, (5) contact information of company who submitted application (name, address, 

phone, email), and (6) date of the application deadline What kind of skills would be required 

to complete this job? The size of your classified ad should be something close to the example 

given! 

Cover Letter 

Write a cover letter to the contact who advertised the particular job in the local newspaper. It 

needs to be specific to the job you are applying for. Your letter should be typed, using 12pt 

size and Times New Roman font. Your letter should have 4 main sections (follow the attached 

outline). 
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Reference Letter 

Write a reference letter for a friend in the class. It is important to note here that your friend 

would not usually write you a letter of reference, but it is okay for the purpose of this 

assignment! Make sure you choose wisely! Your letter should be typed, using 12pt size and 

Times New Roman font. Your letter should have 4 main sections (follow the attached outline). 

Don‟t forget an envelope! 

 

Application 

Complete the blank application form attached. All sections should be completed accordingly 

and neatly hand written. Use blue or black ink for your final copy. 

 

Updated Resume 

Attach an updated resume. Feel free to choose your suitable format, but two possible formats 

have been included for your review. Your resume should follow the outline closely. Ensure the 

skills at the top of the page are appropriate for the job you are applying to. 
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MARKING GUIDE 
 

CATEGORY 3 Points 2 Points 1-0 Points 

Pre-Project 

Reflection 

All questions are answered 

in a thorough manner. 

Effort was evident in all 

questions. 

All questions answered, 

but some required more 

detail. Effort was evident 

for most of the questions. 

Some questions were not 

answered, and/or 

required a lot more 

thought. Effort was not 

evident. 

Research 

Questionnaire 

All questions are answered 

in a thorough manner. 

Effort was evident in all 

questions. Sources were 

cited for each designated 

section. 

All questions answered, 

but some required more 

detail. Effort was evident 

for most of the questions. 

Some sources were cited. 

Some questions were not 

answered, and/or 

required a lot more 

thought. Effort was not 

evident. Sources not 

cited. 

Classified Ad 

X2 

All elements are included 

according to instructions. 

Student may have added 

additional information. 

No errors. Colour added. 

Most elements are 

included according to 

instructions, but more 

time could have been 

spent on editing or 

corrections. 1-2 errors. 

Some elements are 

included according to 

instructions. Little effort 

and more time required 

for editing and 

corrections.  3+ errors. 

Cover Letter 

X2 

All elements are included 

according to instructions. 

Student may have added 

additional information. 

No errors. 

Most elements are 

included according to 

instructions, but more 

time could have been 

spent on editing or 

corrections. 1-2 errors. 

Some elements are 

included according to 

instructions. Little effort 

and more time required 

for editing and 

corrections.  3+ errors. 

Reference Letter 

X2 

All elements are included 

according to instructions. 

Student may have added 

additional information. 

No errors. 

Most elements are 

included according to 

instructions, but more 

time could have been 

spent on editing or 

corrections. 1-2 errors. 

Some elements are 

included according to 

instructions. Little effort 

and more time required 

for editing and 

corrections.  3+ errors. 

Resume 

X2 

All elements are included 

according to instructions. 

Student may have added 

additional information. 

No errors. 

Most elements are 

included according to 

instructions, but more 

time could have been 

spent on editing or 

corrections. 1-2 errors. 

Some elements are 

included according to 

instructions. Little effort 

and more time required 

for editing and 

corrections.  3+ errors. 

Post-Project 

Reflection 

All questions are answered 

in a thorough manner. 

Effort was evident in all 

questions. 

All questions answered, 

but some required more 

detail. Effort was evident 

for most of the questions. 

Some questions were not 

answered, and/or 

required a lot more 

thought. Effort was not 

evident. 

Neatness & 

Organization 

Student handed in project 

in correct order and 

completed all elements 

with care.  Time and 

effort was evident in the 

completion of the project. 

A few assignments were 

done well, but other 

sections could have had 

more effort put into 

them. Mostly in order 

when handed in. 

One assignment was done 

well, but other sections 

could have had more 

effort put into them. Not 

in order when handed in. 

 

____ / 36 Marks 
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Final Reflection 

 

After learning more about your designated career choice, are you now more or less interested 

in the position? Explain why. 

What are your current goals to obtain your „dream job‟? 

What high school courses could you be taking (or should consider taking) that would be helpful 

for someone looking for a career in this field? 

What advice could pass along to someone interested in this particular career after 

completing the project? 
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Activity 4 : Choosing a career 

Task:Choosing a career  

Subject: Career Guidance 

Level: 12-16 

Key Competences: Communicative competence, learning to learn, social and civic 

competences 

Time: 50 min 

Description of the session: 

1. Warm up: A game / Talking exercise 

2. Talk about hobbies: Students take something to school that represents a hobby. In the 

lesson they talk about it and together the students think about character traits they need 

to be good at it (teacher writes them on the board – Mindmap) 

3. Choosing a career: Students think about their interests and talk about it with a partner 

 

Tips for the teacher  - Practical Guidance 

Students know better about their interests concerning jobs 

Students can use new words (character traits) 

They can talk about their dream job and give reasons 

 

Materials you need: 

Worksheets 

Students take something  to school that represents a hobby 

 

Learning Outcomes: 

Students   can talk about hobbies and character traits
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Nice jobs and colourful workplaces 

Here a four houses where people work (workplaces). Read carefully and find out: Who is a 

doctor? _______________ is a doctor. 

 

 

 

 

 

 

 

 

 

   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1) Tom is a shop assistant and works in a green house. 

2) Mary works in the second house. 

3) John works in a hospital. 

4) The green house is the supermarket. 

5) The nurse works in a yellow hospital. 

6) The manager works between the shop assistant and Mary. 

7) Next to the hospital is a blue office building. 

8) The manager works next to the person who works in a hospital. 

9) Susan´s workplace is next to the red workplace 

name    ____________ 

job    ____________  

workplace   ____________ 

colour of the workplace ____________ 

 
name    ____________ 

job    ____________  

workplace   ____________ 

colour of the workplace ____________ 

 
name    ____________ 

job    ____________  

workplace   ____________ 

colour of the workplace ____________ 

 

name    ____________ 

job    ____________  

workplace   ____________ 

colour of the workplace ____________ 
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Activity 5  : Talent show 

Task: Talent show- We Are All Stars  

Subject: Career Guidance 

Level: 12-16 

Key Competences:  

Self-reflection 

Critical thinking 

Problem solving 

Interpersonal relationship 

Decision making 

Creative thinking 

Communication skills 

Self-awareness 

Stress management 

Empathy  

  

Time: 4 classes of 1 hour 

Description of the session: 

1. Ask the class to brainstorm what they think about: Personal skills –Personal qualities – 

Raise awareness of own skills and talents. Feel comfortable talking about personal skills and 

talents. Speaking, presenting, self-awareness, understanding strengths and weaknesses  

2. Using a mind mapping activity  

3. Organizing a talent show 

 

https://www.learningliftoff.com/how-to-teach-kids-critical-thinking-skills/
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Tips for the teacher  - Practical Guidance 

Build  self-regulation (also known as executive function) 

Teach  empathy 

Improve  concentration 

Expose  students to diversity and differing perspectives and situations than their own 

Empower life skills 

Organize a committee of students/teacher responsible for overseeing the planning ,promotion 

and implementation of the talent show. Choose a date/time/location. Recruit non‐performers 

to help - Publicize your event-Schedule auditions  

Materials you need: 

Poster on soft/ hard skill/qualities/talent 

Poster : Publicize your event 

Handouts  

Worksheets   

Video 

Learning Outcomes: 

Demonstrate and apply skills in creative and critical thinking, problem solving strategies and 

effective communication. 

Develop independence, self-direction, and discipline in learning, and assess their own 

strengths, interests and abilities. 

Explore career opportunities related to their interests and abilities. 

Value their unique abilities and talents. 

Use their unique abilities and talents to make contributions to the global community. 

Articulate and demonstrate an ethical awareness in relationship to the use of their talents. 

Produce quality products appropriate to their interests and talents. 

Identify personal goals and take risks in relation to them. 

Skill  
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Skills Talent Quality 

Swimming 
Managing time well 
Speaking another language 
Using computers ef ciently 
and well Writing stories and 
poems 
Dancing 
Using numbers to solve 
problems Playing the piano 
Taking a leading role 
Sewing or knitting 
Building a house 
Working with machinery  

Athletic ability 
Thinking ahead 
Musical ability 
Analytical mind 
Imagination, creativity 
Body awareness, coordination 
Analytical mind  

Musical ability Encouraging 
others Eye for detail  

Being energetic Encouraging 
others 
Helping others to understand 
Being persistent 
Listening to people 
Being expressive and open 
Creativity 
Entertaining others 
Good communication Self-
motivated 
Motivating others 
Adaptable 
Open-minded 
Calm 
Being optimistic  
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Página 22 de 47 
 

Activity 6: Cover letter-Applying for a job 

Task: Cover letter- applying for a job-C.V.-  writing skills  

Subject: Career Guidance 

Level: 12-16 

Key Competences:  

Communicating in a foreign language:  

Digital competence 

Learning to learn 

Sense of initiative and entrepreneurship 

Time:  3 hours 

Description of the session: 

1. Brainstorming 

2. Preparation 

3.Production  

Tips for the teacher  - Practical Guidance 

http://learnenglishteens.britishcouncil.org/skills/writing/advanced-c1-writing/cover-letter 

http://learnenglishteens.britishcouncil.org/skills/reading/intermediate-b1-reading/job-adverts 

http://learnenglishteens.britishcouncil.org/skills/writing/beginner-a1-writing/applying-job 

http://learnenglishteens.britishcouncil.org/skills/writing/intermediate-b1-writing/cv-

http://learnenglishteens.britishcouncil.org/skills/writing/advanced-c1-writing/cover-letter
http://learnenglishteens.britishcouncil.org/skills/reading/intermediate-b1-reading/job-adverts
http://learnenglishteens.britishcouncil.org/skills/writing/beginner-a1-writing/applying-job
http://learnenglishteens.britishcouncil.org/skills/writing/intermediate-b1-writing/cv-
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Materials you need: 

Worksheet 

Job adverts 

Computer 

Ipad 

 

Learning Outcomes:  

Understand and recognize the main part of Job adverts 

Write a cover letter  

Write a C.V. 

Applying for a job 

 

 

 

 

 

 

 

 

 



 
 

  
 
 
 

   

Página 24 de 47 
 

Activity 7 : Letter of application 

Task: Letter of application 

Subject: Career Guidance 

Level: 12-16 

Key Competences:  

Talk about dream jobs mentioning certain aspects 

Verbalize whether they like a job or not 

Applicate for a job: write a cover letter and a curriculum vitae 

Time: 50 min 

Description of the session: 

1. Talking exercise 

2. Letter of application / cover letter 

3. CV 

4. The pupils have to write their own letter of application 

Tips for the teacher  - Practical Guidance 

1) In pairwork the pupils talk about different jobs. “I would like to be a… because….” “I 

don‟t like…..” “I‟m good at / not good at…..” “I think it must be boring …..” 

Additionally they have to include the fallowing aspects: part – time job yes / no? Dream 

job -> what kind of education is required? 

2) Find the differences in the letters. Underline them (1st: incorrect, 2nd: correct) 

3) CV: Which aspects are important? What has to be mentioned? 

Materials you need: 

- projector 

- worksheet 

- CV: https://www.pinterest.at/pin/799177896348128762/ 



 

Página 25 de 47 
 

Learning Outcomes: The pupils can application for a job in written form 

The Vanderbilt Group 

90 Spencer Street 

Manchester, MA 4 7EJ  

David Lambert 

67 Charles Street 

Manchester, MA 4 9IJ 

(02304) 35 46 57   

14.January 2018 

Dear Mr. Vanderbilt! 

I am writing at the suggestion of my cousin, Donald Lewis and would like to submit my resume 

for consideration for the position of Project Engineer as advertised in last week‟s Search 

Forum. I bring to the Vanderbilt Group: 

Nine years of experience in the design and engineering of large-scale industrial and 

manufacturing facilities, including both new facilities construction and large-scale renovation. 

Excellent skills in managing cross-functional design, engineering and project teams. 

Leadership of project scheduling, subcontracting and progress reporting 

Control of up to £17 million in annual project budgets. 

Introduction of advanced PC technologies to automate and enhance engineering capabilities. 

My strengths lie in my ability to manage the entire process – from site review and analysis 

through planning, budgeting, engineering, field management and regulatory approval. 

Although secure in my current position, I am confidentially exploring new professional 

challenges and opportunities. I look forward to speaking with you regarding appropriate 

opportunities and thank you in advance for your consideration. My salary requirements are 

flexible. 

 

Sincerely 

David Lambert 

Attachment: 1 Curriculum Vitae, 1 diploma 
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David Lambert 

67 Charles Street 

Manchester, MA 4 9IJ 

(02304) 35 46 57  

 

The Vanderbilt Group 

90 Spencer Street 

Manchester, MA 4 7EJ        January 14, 2018  

 

Application as Project engineer 

Dear Mr. Vanderbilt, 

I am writing at the suggestion of my cousin, Donald Lewis and would like to submit my resume 

for consideration for the position of Project Engineer as advertised in last week‟s Search 

Forum. I bring to the Vanderbilt Group: 

 Nine years of experience in the design and engineering of large-scale industrial and 

manufacturing facilities, including both new facilities construction and large-scale 

renovation. 

 Excellent skills in managing cross-functional design, engineering and project teams. 

 Leadership of project scheduling, subcontracting and progress reporting 

 Control of up to £17 million in annual project budgets. 

 Introduction of advanced PC technologies to automate and enhance engineering 

capabilities. 

My strengths lie in my ability to manage the entire process – from site review and analysis 

through planning, budgeting, engineering, field management and regulatory approval. 

Although secure in my current position, I am confidentially exploring new professional 

challenges and opportunities. I look forward to speaking with you regarding appropriate 

opportunities and thank you in advance for your consideration. My salary requirements are 

flexible. 

 

Sincerely 

………………………….. 

David Lambert 
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Your name 
Your Address: 
Tel:  
e-mail: 
 

Name and Title: 
Position: 
Name and Address of Company: 

Date: 

 
Position applied for and reference number may form a subject heading. 

Dear {Mrs, Miss, Ms, Dr, Mr} {Name}, 

Paragraph One:  Why you are writing?  
Conventional opening stating the purpose of the letter, 
where and when you saw the vacancy advertised etc. 

Paragraph Two: Useful to 'set the scene' for the reader.  Who are you?  
What are you doing now or have done recently? 

Paragraph Three:  Why you can do the job! 
- Key Skills - Personal Qualities  - Relevant Experience, 
Achievements 
Use the Job Description and Person Specification to fit 
Yourself to the Job' - give evidence!  Be positive & 
imaginative but not arrogant 

Paragraph Four:  What attracts you to the job?  What attracts you to the 
Company? 
Enthusiasm, Motivation, Confidence. 

Paragraph Five: Conventional close - Confirm what you want! 
Circumstances / Availability - for interview or meeting? . 

  Yours sincerely, 
{signature} 

 
 

Print Name 
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Activity 8 : Application training 

Task: Job interview 

Level: 12-16 

 

Key Competences:  

- pupils are able to do job interviews 

- pupils know how to reflect their appearance 

- pupils can give fair comments 

 

Time: 100 min  

 

Description of the session: 

1.Talking exercise 

2.Training 

3.Recording 

4. Give feedback 

 

Tips for the teacher  - Practical Guidance 

Pupils should be informed before – they probably want to dress correctly  

1) “how to behave in a job interview” – do‟s and don‟ts (think about: clothes, body 

language/posture, facial expression, voice, language, haircut, confidence, eye contact, 

politeness, preparation,…) 

2) pairwork: 1 = employer, 1 = applicant => practice job interviews 

3) Pupils present interviews 

4) Feedback: watch videos and give feedback => clothes / body language… (1) 

 

Materials you need: 

- blackboard 

- worksheet 

- camera 

 

Learning Outcomes: pupils can do job interviews 
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Job interview questions 

As an applicant you need to be prepared for all the questions your employer may ask.  

For further practice look at some of the following questions:  

1. Tell me about yourself.  

2. What are your general interests and hobbies? 

3. What do you want to do with your life?  

4. Do you handle pressure well?  

5. Are you a team player or do you prefer working on your own? Why is that so? 

6. What motivates you?  

7. What two or three aspects are very important to you in your job? 

8. What goals do you have in your career?  

9. Why should I hire you?  

10. Do you handle conflict well?  

11. What is your greatest strength?  

12. What is your greatest weakness?  

13. Why are you interested in our company?  

14. Are you willing to travel? How much?  

15. What qualifications would make you successful in your job? 

16. Tell me about your educational background. 

 

Tips for the applicant : Practice! Don't just read these questions! You should practice and 

formulate possible answers before your first interview. Sit down with a classmate (another 

applicant) and go through the questions. Always formulate an answer in spoken words.  

Phrases you can use: I’m good at…; I’m clever at…; I will be leaving school in…; I enjoy 

working with/in...; I would be happy to work for your company…; I’m looking forward to 

hearing from you…; Thank you for the time and interest in me.  
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Tips for employers 

Think about the following aspects before the interview:  

 

Think about what kind of person is required for the offered position. 

Who is the interviewer (one person or team?), who will ask what question? 

Think about an appropriate room arrangement (chairs, tables etc.).  

How will you welcome the applicant (Shake hands? Introduce yourself?), how will you say good 

bye? 

Why did you invite the applicant for the interview? 
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Activity 10: How to prepare a job interview 

Task: How to prepare for a job interview 

Level:12-16 

Key Competences: Finding out and rehearsing a trial Job Interview, getting to know the most 

useful tips on how to prepare for the day ( dress code, diet, body language, research etc.) 

Time: 60 min 

Description of the sessions: 

1 Students are provided with the access to online guides with some useful tips  

2. Students discuss the tips they have read about 

3. Students prepare a poster ‚ 5 tips for a successful job interview. 

4. Role-play students in pairs try to predict the job interview questions and practice the 

prospective interview. 

Tips for the teacher   Practical Guidance 

https://careerservices.princeton.edu/undergraduate-students/interviews-offers/preparing-

interviews 

http://www.prepary.com/how-to-prepare-for-an-interview/ 

https://www.asie.co.za/%e2%80%aa%e2%80%8einterviewtips%e2%80%ac-interview-checklist-

help-prepare-interview/ 

Materials you need: 

The internet access 

Learning Outcomes: 

Students become aware of the important aspects of a successful job interview

https://careerservices.princeton.edu/undergraduate-students/interviews-offers/preparing-interviews
https://careerservices.princeton.edu/undergraduate-students/interviews-offers/preparing-interviews
http://www.prepary.com/how-to-prepare-for-an-interview/
https://www.asie.co.za/%e2%80%aa%e2%80%8einterviewtips%e2%80%ac-interview-checklist-help-prepare-interview/
https://www.asie.co.za/%e2%80%aa%e2%80%8einterviewtips%e2%80%ac-interview-checklist-help-prepare-interview/
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Activity 11: Job interviews in companies 

Task: Job interviews in company 

Level:12-16 

Key Competences: Experiencing a model Job interview session in a chosen company 

Time: 120 min 

Description of the sessions: 

1. Students are provided with 6 job offers- they choose one and prepare a Europass CV and 

Cover letter: 

2. Students in groups of 6 visit the companies  

3. Each student takes part in a‟real-life„  job interview 

4. The Students make a short video- Before/After the job interview  

Tips for the teacher  - Practical Guidance 

Get in touch with local companies and ask for Job Offers 

For Example: 

INSIGHTS – Personal Assistant to the CEO 

KIDS Club – Teacher of English-Front Desk Representative 

BIONANOPARK- a student for the project aimed at explaining the mechanisms of the silver 

nanoparticles influence on cancer cells. 

FUJITSU – Intern to Supports the respective Team Managers and Senior colleagues 

THE MUNICIPAL POLICE- Police officer 
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Create CVs and Cover Letters –  

Give examples of covering letters and identify what is wrong with the 

Arrange the job interviews session 

Materials you need: 

A model piece of writing - Application Letter and CV (also the ones that are poorly written) 

Strengths and weaknesses  test 

Tablet or smart phone 

Screen 

 

Learning Outcomes:  

The students make a connection between their skills and qualities and the job they want 

Students practice the real life job interview – they lear the interview dynamics, put into 

practice all they have learnt about business etiquette, apropriate attire, punctuality, body 

language etc 

The exercise build confidence 

Students learn how to show that they are an appropriate candidate for the job 
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Activity 12: Job satisfaction posters 

Task: Job satisfaction poster 

Level:12-16 

Key Competences: discuss and find out what is important for people when looking for  job, 

talking about hopes, expectations and preferences 

Time: 60 min 

Description of the sessions: 

1. Provide students with a copy with different comments on ‚What is important for you in a 

job?„ 

2. Students read the comments and choose three that they agree with and one they do not 

agree with 

3. In pairs students discuss and explain their choices  

Tips for the teacher - Practical Guidance 

When the students finish the discussion they try to think of a job which would suit each of the 

interviewed people. 

After that, students in groups of 5  work on the poster :„Job satisfaction„ 

Students choose one of the online tests and try to find out what job makes them happy 

Materials you need: 

copy of a worksheet 

posters, markers 

Internet access 
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Links: 

https://www.theguardian.com/lifeandstyle/2014/nov/11/-sp-questionnaire-what-job-would-

make-you-happiest 

https://www.yourfreecareertest.com/ 

https://www.livecareer.com/career-test 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Learning Outcome 

Students discover own job preferences and those of their friends 

Students become aware of their strengths and weaknesses 

https://www.theguardian.com/lifeandstyle/2014/nov/11/-sp-questionnaire-what-job-would-make-you-happiest
https://www.theguardian.com/lifeandstyle/2014/nov/11/-sp-questionnaire-what-job-would-make-you-happiest
https://www.yourfreecareertest.com/
https://www.livecareer.com/career-test
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Activity  13 : A visit to the local job center 

Task: A visit to the local job center 

Level:12-16 

Key Competences: finding opportunities, flexibility/adaptability, initiative/independence 

Time: 180 min 

Description of the session: 

The session answers some basic questions: 

What is a Job Centre? 

Who is  a Job Centre for? 

How can I find my local Job Centre? 

How can a local Job Centre help me? 

A visit to a local Job Centre offers pupils insight into the world of work and advice on options 

like traineeships and apprenticeships. This activity is designed to help young people think 

about their future career ambitions and make plans to realise them.Meeting advisers who  have 

expert knowledge about the local labour market and have strong relationships with employers 

means they will be able to help teenagers find the right training opportunities for them. 

Tips for the teacher  - Practical Guidance 

Contact your Local Job Centre 

Ask for an opportunity of a session at the place 

 

Materials you need: 

No materials needed 
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Learning Outcomes: 

Students: 

Become aware of the opportunities of career counceling outside the school. 

Get information on the local job market 

Learn to plan their career path 
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Activity 14 : Getting experience abroad 1 

Task: Getting experience abroad1 

Level: 12-16 

Key Competences: Digital competence, Learning to learn, Communication in the mother 

tongue and communication in foreign languages 

Time: 1 session 

Description of the session:  Studying abroad experiences  

1. ERASMUS 

2. GAP YEAR 

3.  VOLUNTEER WORK 

 https://europa.eu/youth/EU/voluntary-activities/european-voluntary-service_en 

4. SUMMER CAMPS, HOMESTAYS AND EXCHANGES 

 

Tips for the teacher  - Practical Guidance 

Contact alumni or others to give the talk 

 

Materials you need: 

Internet connection-videoprojector 

Report by the students 

 

Learning Outcomes: 

Know about different option of learning abroad 

 

 

https://europa.eu/youth/EU/voluntary-activities/european-voluntary-service_en
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Activity 15: Getting experience abroad 2 

Task: Getting experience abroad 2 

Level: 12-16 

Key Competences:   

digital competences- DigComp 

personal, social and learning competence;  

civic competence 

entrepreneurship 

cultural awareness and expression.  

 

Time:  4 classes of 1 hour 

Description of the sessions: 

1. Brainstorming on CV: Personal details  Studies  Work experience  Knowledge of    

languages  Computer skills  Interests and other activities 

2. Download and fill in a form 

3. Meeting EVS ( European Voluntary Service): Join a new experience-   

4. Seminar on Digital footprints: What ? Why? 

 

Tips for the teacher - Practical Guidance 

Developing policy guidance 

Developing more European data and research 

Promoting the most effective use of European funding 

Organize meetings 
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Materials you need: 

Poster on soft/ hard skills 

Handouts  

Worksheets   

Video 

 

Learning Outcomes: 

Learn  basic software programs: Outlook   Word    Excel    PowerPoint 

Internet: think creatively and  realistically about the choices they make online and as they 

interact with digital devices. 

Understand how to evaluate and validate sources and learn ways to organize and manage it 

Increase your own skills through the practical experience of volunteering abroad  

 encouraging the learning of another language 

 Develop  the ability to interact with persons of different language and culture   spreading 

tolerance among young people of the European Union 

Promoting active citizenship 

 Supporting the development of local communities. 
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Activity 16: An experience of apprenticeship 

Task: Apprenticeship 

Level: 12-16 

Key Competences: Digital Competences, Learning to learn, social and civil competences, 

communication in mother tongue and foreign languages, sense of initiative and 

entrepreunership 

Time:  4 sessions of 60 minutes 

Description of the session: 

1. Brainstorming on apprenticeship 

2.Video on apprendiceship- 

3. Local business apprenticeship 

4. Computer classroom making a video and a report 

 

Tips for the teacher  - Practical Guidance 

 https://www.youtube.com/watch?v=7IqFUxSLufw 

https://www.youtube.com/watch?v=NKCiZoeKfLg 

 

Materials you need:  

Application form of local business 

Worksheet  

Computers/ ipad/smartphones 

Learning Outcomes: 

Self-learning 

Getting to know one‟s skills and preferences 

The ability to resolve problems . 

Critical thinking skills, such as problem solving as it relates to social issues.

https://www.youtube.com/watch?v=7IqFUxSLufw
https://www.youtube.com/watch?v=NKCiZoeKfLg
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Knowing a second language as a communication tool. 

have more confidence in their knowledge of the subject matter. 

Awareness on job opportunities 

 

Local Businesses 

Azienda agricola casearia 

Salvatore Arrigo 

Farming of sheep and goats,  Group 1 

Baglio del Cristo Top leader  in the Italian wine industry Group 2 

Bar Eden Cafè Group 3 

Porte d„Interni Giardina Door factory Group 4 

G.L.T. marmi e graniti Marble Factory Group 5 

Leonardo Da Vinci  Tour Operator Group 6 

Antica Biscotteria Siciliana 

Pasticceria 

Biscuits Factory Group 7 

 

 

AZIENDA AGRICOLA CASEARIA SALVATORE ARRIGO 

Farming of sheep and goats, CAMPOBELLO DI LICATA 

Azienda Agricola Casearia Salvatore Arrigo is a sheep and goat 

farm in Campobello Di Licata. This private company was founded in 1985 and  employs 4 

people. 

 

Individual training plan on recruitment, as an apprentice. 

Search for a dairy company a support worker. The apprentice  will be placed in support of the 

cheese maker, carrying out operational duties within the dairy for the preparation of cheese 

and the cleaning of work tools. 

Request previous experience gained in the same job, availability for holidays, physical training, 

fond of animals, desire to learn, working in group. 
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Employer name: 

AZIENDA AGRICOLA CASEARIA SALVATORE ARRIGO 

Legal Form 

INDIVIDUAL BUSINESS 

Registered office: 

C.DA SERRA DI MENDOLA, SN, 92023 CAMPOBELLO DI LICATA Agrigento 

REA Code 

AG - 139266AG - 139266. 

Activity 

FARMING OF SHEEP AND GOATS 

 

 

 

B. Apprentice information 

 

Name   _________________________________________________________________ 

Surname  _________________________________________________________________ 

Security Social Number  _____________________________________________________ 

Date and place of birth  ______________________________________________________ 

Address  _________________________________________________________________ 

Telephone number  ___________________________________________________________ 

Email  _______________________________________________________________________ 

Nationality  _________________________________________________________________ 
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INCLUDE YOUR UPDATED EUROPASS 

 

                                                                                         Apprentice signature 

 

                                                                                __________________________ 

 

 

 

  

 

 

 

 

 

Noble Agrigento lineage, in the year two thousand, planted in its home by three 

brothers and raised with patience day by day. Wineries and Vineyards 

Individual training plan on recruitment, as an apprentice : Lab Technicians 

 

Baglio del Cristo is  one of the top leaders in the Italian wine industry. As a privately held 

management-owned company we thrive to win with exceptional people who share our 

values. We are a successful company looking to employ talented individuals on our team 

who are self-motivated, positive and energetic. If this sounds like you, we encourage you 

to apply!  

Lab Technicians perform analytical analysis, product and packaging quality assessments, 

including issue investigation and resolution to ensure the quality of our work, quality of our 

wines and quality of our finished products. Lab Technicians work to meet or exceed the 

quality expectations and regulatory requirements of our varied customers, both internal 

and external.  
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Technicians must have integrity, a good attitude, perseverance, be flexible, and work as 

part of a team. Lab Technicians possess a sense of urgency, take initiative and work with 

the highest attention to detail. Technicians are responsible for communicating and 

collaborating effectively with many functional areas, across facilities, and where 

appropriate, with packaging material suppliers, ingredient suppliers, export customers, 

bottling co-packers, equipment vendors. 

 

Employer name: BAGLIO DEL CRISTO DI CAMPOBELLO DI LICATA 

Legal Form: SOCIETY 

Registered office: Contrada Favarotta, S.S. 123 Km. 19+200 92023 Campobello di Licata 

Agrigento - Sicilia – Italia 

Activity: WINE MAKER 

 

 

B. Apprentice information 

 

Name   ________________________________________________________________ 

Surname  ________________________________________________________________ 

Security Social Number ____________________________________________________ 

Date and place of birth  ____________________________________________________ 

Address  ________________________________________________________________ 

Telephone number  _________________________________________________________ 

Email ______________________________________________________________________ 

Nationality  _______________________________________________________________ 

 

INCLUDE YOUR UPDATED EUROPASS 

 

                                                                                         Apprentice signature 
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                                                                                __________________________ 

       

 

Apprenticeship experience  

Group   ___________________ 

 

1. Where did you do your apprenticeship experience? 

2. What did you do? 

3. How did you feel  doing this job? 

4. Did you like this job? Why? 

5. Was it difficult or easy for you? Why? 

6. What kind of skills do you need for this job? 

7. Write 5 tips for a good apprenticeship  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The project really 

prepared us for our 

future lives. 
 

Anna-Maria, student 

 

I am more careful how I 

think about different 

countries, because all 

prejudices can be wrong. 
 

Selina, student 

 

The project made me 

realize that I shouldn‟t 

be so shy and afraid to 

talk to people. 
 

Julia, student 

 

We got better 

communication skills 

and we found new 

friends. 
 

Franziska, student 

 

The most valuable 

activity for me was the 

job interview. 
 

Sophie, student 

 

By knowing the challenges of 

each nation you can explore new 

paths. Although we speak 

different languages, we all have 

one working language which is 

English. 
 

Helmut, headmaster of the school in 

Austria 

 

The project enabled to 

strengthen broaden realization 

of the tasks related to career 

counseling in our school. 
 

Boguslaw, headmaster of the school in 

Poland 

 

I have learnt about 

NEET, how to find a job 

and how to prepare 

myself. 
 

Eliza, student 
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publication does not constitute an endorsement of the contents which 

reflects the views only of the authors, and the Commission cannot be 

held responsible for any use which may be made of the information 

contained therein." 
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