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Introduction
Your career is your pathway through life – a combination of living, learning and earning.

During year 10* you may be preparing for work experience and thinking about what you want to 
do after you are 16.

*If you are in a post-primary school in Northern Ireland, you will use this booklet in year 11.

The activities in this booklet will help you:

• Understand more about yourself
• Learn more about the world of work
• Learn how to apply for work

You don’t have to do the activities in the order they are in here. It’s a good idea to look back at
some of the activities you did last year and see if you need to update them.

People in year 10 in England will all continue education or training until they are at least 18 – 
but that doesn’t mean you have to stay at school. You might go to another school, college or 
a training provider. You could start work as an apprentice when you’re 16, earning while you 
learn. You could even work or volunteer and train at the same time, it’s up to you.

Use this workbook together with other sources of information to find out about all your
options after you are 16, for example:

• National Careers Service job profiles: https://nationalcareersservice.direct.gov.uk

• Careers A-Z in Northern Ireland: www.nidirect.gov.uk/services/careers-z

• Job profiles A-Z in Scotland: www.myworldofwork.co.uk

• Job Information in Wales: www.careerswales.com
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Exploring possibilities
Your career is your pathway through life – a combination of living, learning and earning.

In years 10 and 11 you will have the chance to explore career options and start to plan ahead.
Work through these questions to help you think about your future.

Imagine yourself in 10 years’ time. Where would you like to be in your career?

What do you need to do between now and then to achieve this?

• This year? .......................................................................................................................................................

• By the time you are 16? .............................................................................................................................

• By the time you are 18? .............................................................................................................................

• By the time you are 21? .............................................................................................................................

What are the barriers likely to be?

What would you do to overcome them?

What will help you achieve this (e.g. skills, qualities, training, qualifications, etc)?

My back up plan would be:

Exercise

1
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The world of work
What employers want

These are some characteristics that employers often look for.

Smart appearance    Basic number and literacy skills
Good exam results    Someone who lives locally
Vocational qualifications   Enthusiasm
Reliability and honesty   Willingness to learn
Someone who plays sport   Someone who works well with others
Punctuality     Work experience related to the job

Rewrite the list in order of the top 10 which you think are most important to an employer.

Find the results to exercise 1 on page 22.

Exercise

1 1.  ......................................................................................... 6.  .......................................................................................

2.  ........................................................................................ 7.  .......................................................................................

3.  ........................................................................................ 8.  .......................................................................................

4.  ........................................................................................ 9.  .......................................................................................

5.  ........................................................................................ 10.  .......................................................................................

Make a list of any evidence you can show to prove you have each characteristic.

Exercise

2
1. Reliability/honesty

2. Punctuality

3. Willingness to learn

4. Works well with others

5.  Enthusiasm

6. Smart appearance

Characteristics Evidence I have to show this
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Work and lifestyle

Look at the following:-
Get paid a lot of money  Have a permanent job Work in a large company
Do a job that people respect  Not work at weekends Be self employed
Work locally  Do a job that helps people Work from 9 to 5 
Work in a small company  Work away from home Do shift work

Pick out the statements that are most important for you.

List the things you can do to develop the characteristics you need to work on. If you show you already 
have all these characteristics, list any others you think an employer might look for in an employee.

Exercise

3
..........................................................................................................................................................................

..........................................................................................................................................................................

..........................................................................................................................................................................

..........................................................................................................................................................................

..........................................................................................................................................................................

..........................................................................................................................................................................

..........................................................................................................................................................................

Exercise

4
1.  ......................................................................................................................................................................

2.  .....................................................................................................................................................................

3.  .....................................................................................................................................................................

4.  .....................................................................................................................................................................

Write your top 4 here

SKILLS TO ENSURE PERSONAL SUCCESS STEPS FOR YEAR 106

Steps for Year 10 17-18 .indd   6 07/08/2017   16:54:08



© Prospects   2017 – 2018

The statements in exercise 4 are important because:

Exercise

5
1.  ......................................................................................................................................................................

2.  .....................................................................................................................................................................

3.  .....................................................................................................................................................................

4.  .....................................................................................................................................................................

For each of the types of work listed below, write down at least one advantage and disadvantage.

Exercise

6 Self employment

Advantages Disadvantages

Permanent employment

Temporary contract

Voluntary work

Part-time employment
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World of Work Quiz

See how much you know about changes that will happen in the next few years to the world of work.
Try this quiz – the answers are on page 22.

1.  The biggest growth in jobs will be in engineering occupations.

 True: c False:  c

2.  Overall there will be more jobs in 2024 than there are now.

 True: c False:  c

3.  We will all have to work part-time in 2024.

 True: c False:  c

4.  People without skills will find it harder to get jobs in 2024.

 True:  c False:  c

5.  Girls will find it easier to get jobs rather than boys in the future.

 True: c False:  c

6.  The best sort of jobs to go into in 2024 will be in the leisure industry.

 True:  c False:  c

7.  Self employment will be a good idea in 2024.

 True:  c False:  c

8.  More people will be out of work in 2024.

 True:  c False:  c
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Legal limits

How much do you know about working conditions for young people? Answer the following questions
and then go to page 23 to check the answers.

Please note that regulations about work and pay are reviewed regularly and may change. 
These are correct at the time of going to print.

How much can you earn each year before you have to pay tax?

A) £5,465 B) £9,505                                                                              

C) £11,500 D) You don’t pay until you reach 18

What is the minimum hourly wage for 16-17 year olds? (April 2017)

A) £4.05 B)    £3.87                                                                                

C) £3.20 D)    None set

What is the minimum hourly wage for 18-20 year olds? (April 2017)

A) £3.20 B) £4.25

C) £3.80 D) £5.60

Under 18, how many days off should you have off in one week?

A) 1 B) 11⁄2

C) No legal requirement D) 2

Question 1

Question 2

Question 3

Question 4
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Under 18, how many hours can you work without a break?

A) 6 B) 4

C) 31⁄2 D) 41⁄2

What is the minimum amount of paid holiday allowed in one year for full-time workers?

A) 18 days B) None until you have completed one year

C) 28 days D) No legal limit

What is the maximum number of hours under 15s can work per week during school holidays?

A) 20 hours B) 25 hours

C) 30 hours D) 35 hours

What is the maximum time under national guidelines for a young person under 16 to work on a school 
day?

A) 4 hours B) 3 hours

C) 2 hours D) 1 hour

Question 5

Question 6

Question 7

Question 8
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Rights at work

Your best friend starts work in an office and is interested in doing day release to college after finding
out about level 2 in business admin. Because of sickness she was not able to complete her GCSEs and is 
really keen to take this course and get some qualifications. She speaks to her employer about this but is 
told she can’t have the time off to do it.

Is the employer right? Explain your answer.

After several months of trying to get a ‘foot in the door’ into the travel industry, Sam has found a part time 
job at the airport. She is really keen to start training and make a good career for herself in the industry.

Her employer has told her ‘As you’re only part time it’s not worth you doing any of the training we offer as 
you’re hardly ever here as it is’.

Can the employer do this? Explain your answer.

Alex has been working in a garage for the last 6 months and all has been going well. Alex is hoping that 
the garage will train him/her as a mechanic. At the start of the week Alex goes into work and is told by his/
her employer that after that day they are no longer needed at work.

Can the employer do this? Explain your answer.

To see how well you did go to page 23 and check your answers.

Exercise

1

Exercise

2

Exercise

3
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Responsibilities at work

As well as laws to protect you, you also have responsibilities as an employee, for example, being punctual 
and doing work that you are asked to do. How would you deal with the following?

You are feeling ill and do not think that you are well enough to go into work today.

What do you do?

You have recently started a new job. You were really pleased to be offered a job with this company as 
there are lots of opportunities to progress and make a good career. However, you are finding it difficult to 
keep on top of the work and find that other employees expect you to know a lot of things that you don’t.

What should you do?

You are working as a trainee electrician for a construction company. Your employer insists that you wear a 
hard hat and steel toe capped boots at all times. You love the job but find the clothing really uncomfortable
and don’t want to wear it.

What can you do?

To see how well you did go to page 23 and check your answers.

Exercise

1

Exercise

2

Exercise

3
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Application Skills
To apply for work you will usually need a CV (Curriculum Vitae – a summary of your education,
experience of work and key achievements), and a covering letter. Your school may ask you to apply for
work experience which will give you the chance to practise your application skills. If so, here are some
ideas of what to include.

CV
• Personal details – name, address, phone number, email address.
• Name of school and what qualifications you are studying.
• Any experience of work you have had, e.g. a newspaper round, regular babysitting.
• Any other achievements, e.g. member of a team, certificates or awards in the last 2-3 years.
• The name of someone who can write a reference for you (usually your head teacher).

Covering letter
• Explain that you are writing to apply for a (1 week, 2 week) work experience placement.
• Give the dates you will be available.
• Say why you are interested in working in that organisation.
• Finish by saying you are grateful for any help they can give you.

Now try writing a CV for yourself. When you have made notes here, you could word process it (CVs
should always be typed). Then save it in your individual learning plan or careers folder, and update it as 
you develop more skills, gain qualifications and have more relevant experience to describe.

CURRICULUM VITAE FOR:  ..................................................................................................................................................................
Name:
Address:
Telephone:
Email address:

School:

Courses being taken/qualification level:

Experience of work so far:

Achievements:

Reference:
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Work experience
In year 10 or year 11 you may have the opportunity to go on work experience, which is a great chance to 
learn about the world of work.

Catherine wants to go into retail management, ideally in a large supermarket, but her work experience 
placement was in a warehouse.

On work experience she had to deal with customers, answer the telephone, help the other staff with stock
control, check deliveries, place orders and use the computer. She was surprised to find how much she enjoyed 
it, and although it was not her first choice, she felt it helped her develop some of the skills she would need in
retail management.

What did Catherine learn from her work experience? ........................................................................................................................
..................................................................................................................................................................................................................................
..................................................................................................................................................................................................................................

Case study 1

Jas has always wanted to be a solicitor, so she was pleased to find she was going to a solicitor’s office on work
experience. On her placement she visited the Law Courts and the local Police Station. However, most of her time 
was spent in the office where she researched information, carried out clerical work like photocopying and work 
shadowed a solicitor who spent most of his time reading, writing letters and talking to clients on the telephone.

She felt law was not as glamorous as she had thought, as there was more routine work and paperwork than
she had expected.

What did Jas learn from her work experience? .....................................................................................................................................
..................................................................................................................................................................................................................................
..................................................................................................................................................................................................................................

Case study 2

Mark does not know what he wants to do when he leaves school. Teachers think of him as shy, lacking
confidence and not always reliable. He didn’t care where he went for work experience. The only placement left 
was at the local hairdresser. Mark had to talk to customers, wash their hair, sweep the floor, make cups of tea 
and take telephone bookings. He turned up on time every day and enjoyed chatting to customers in the shop 
and on the phone. 

The hairdressers were very impressed with him and have offered him a part-time job in the school holidays.

What did Mark learn from his work experience? ...................................................................................................................................
..................................................................................................................................................................................................................................
..................................................................................................................................................................................................................................

Case study 3
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Reasons to go on work experience

Rank the following according to your priorities:

1 = very important, 2 = important, 3 = not very important.

learn about work  ........................

try out an occupation  ........................

increase my confidence  ........................

do something different from school  ........................

gain experience for the future  ........................

meet new people  ........................

be more responsible  ........................

be more independent  ........................

travel to work by myself  ........................

apply the knowledge and skills I have learnt at school in work  ........................

find out what employers think of me  ........................

find out about myself e.g. how I cope  ........................

have good references  ........................

see how I get on with other adults  ........................

develop communication skills  ........................

develop IT skills  ........................

work as a team member  ........................

be offered a job  ........................

do a school project  ........................

decide whether I want to leave school or stay on  ........................

find out how industry works  ........................

Exercise

1
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Moving on from work experience
You will probably have had a work experience logbook to help you prepare for, and get the most
out of, your experience. The following exercises will give you the opportunity to reflect on your work
experience placement as well as help your personal planning for the future.

Exercise 1
Using the knowledge and understanding you gained from your work experience placement,
complete the chart below identifying the skills and qualities employers are looking for and how many 
of them you have now. Remember you live in a world where you need to be able to provide 
evidence so think of an example you could use to justify the rating you have given yourself.

1 = I am good at this,  2 = I can do this but I need more practice,
3 = I have attempted to do this,  4 = I cannot do this.

Skill/quality Evidence (what I did and when) 1 2 3 4

Enthusiasm

Improving own performance

Communication (oral)

Communication (written)

Managing time effectively

Working as part of a team

Willing to learn new things

Punctuality

Reliability

Using own initiative

Being organised

Problem solving

Taking instructions
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Developing your personal sales pitch
Work experience provides you with an opportunity to think about your:

• Personal qualities – describe what kind of person you are, e.g. confident, cheerful.

• Skills – describe the things you are able to do well, e.g. drawing, looking after animals.

• Transferable skills – describe the things you can use or transfer to many different situations, 
   e.g. working under pressure. 

• Natural talents – describe the things you can do well or have a flair for, e.g. singing, selling.

Exercise 1
Now list the ones you have in the columns below.

Remember this list can be used to help you complete application forms for college,
6th form, work-based learning and jobs.

Personal qualities Skills Transferable skills Natural talents
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Managing your money – budgeting
Do you remember? Budgeting is:

 A) Putting together a plan to show how you are going to manage the money available to you     
  and not spend more than you have.

 B)  Buying things for the lowest price.

 C)  Not spending money on luxuries.

 D)  Cutting down on the amount of money you spend.

You may not be earning a full-time wage, but you can still start budgeting. It’s good to get into the habit
of thinking about what you are spending and making the most of the money that you have.

Exercise 1
Complete the table below

How much money did you have at the start of the week?  ........................................................ minus
What did you spend?  ........................................................ =
What was left? Total  ........................................................ add
What could you have avoided spending?  ........................................................
This is extra money you could have had!  ........................................................

Disposable income is the amount you have left after you have paid for your essentials. How many of
your purchases were ‘essential’? Could you have increased your disposable income?

List everything you
bought last week

What was
the cost of
each item?

Tick here if
you regret
buying it

Tick here if
you could
have gone
without it

Could you have reduced the 
amount spent on it?

How much
could you
have saved?

Crisps 0.55 P Yes – could have brought
snack from home

0.55

Total
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Thinking ahead after you are 16
Here are some of the options which will be available:

All these options are of equal value and relate to the way you like to learn. You need to think about which 
one is right for you, taking into account your likes, dislikes, strengths, weaknesses and your future plans.

School 6th form/6th form colleges – offer a range of courses at level 2 or 3 as part of a Study
Programme. These include general qualifications (A-levels and GCSEs); vocationally-related qualifications 
(in broad vocational areas like business or travel), including BTEC courses and diplomas; and sometimes 
vocational qualifications.

Further education colleges – often large centres that offer young people and adults a wide range of
full time and part time courses as part of a Study Programme. Some colleges specialise in areas like art, 
construction and agriculture.

Apprenticeships/Jobs with training – offer the opportunity to get skills, experience and qualifications 
whilst getting paid. While on Apprenticeships young people study for qualifications related to a specific 
job area such as information technology, accountancy or car mechanics.

Traineeships – offer young people who want to work, the opportunity to develop the skills and workplace
experience that employers require. They are a stepping stone to an Apprenticeship or job.

Supported Internships – offer a structured Study Programme for some young people with learning
difficulties or disabilities to help them find employment.

Financial support – some help may be available for students starting a course after year 11 who are
facing financial hardship. Talk to the school, college or training provider about this.
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Options

Option Advantages Disadvantages

SCHOOL 6TH FORM Example: the teachers know me

Others:

6TH FORM COLLEGE Example: a fresh start

Others:

FURTHER EDUCATION COLLEGE Example: should find a course to suit me

Others:

APPRENTICESHIP/JOB WITH
TRAINING

Example: chance to gain a qualification and
transferable skills

Others:

TRAINEESHIP Example: chance to develop skills for work

Others:
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Different qualifications and their equivalents
A  new GCSE grading system was introduced from summer 2017.

Ultimately all of the GCSE exams will be graded from 1-9 with 9 being the highest grade and grade 4  will 
be the equivalent to a C. See www.gov.uk for more details.

To find out more about the qualification levels, see the chart below.

Qualification Achievement level Examples of some qualifications at this level

Entry Level 1 Building a basic level of knowledge,
understanding and skills

Entry level awards, certificates and diplomas at Levels 1, 2 & 3
Skills for life / Essential skills
Functional skills (English, maths, ICT)Entry Level 2

Entry Level 3

Level 1 Basic knowledge, understanding
and skills and the ability to apply 
learning to everyday situations

GCSE grades 3-1 (from 2017)
Functional skills level 1 
Vocational qualifications at Level 1 
Skills for Life / Essential skills
Functional skills (English, maths, ICT)

Level 2 Building knowledge / skills in 
subject areas and their application. 
Important level for employers and 
further education applications

GCSE grades 9-4 (from 2017)
Functional skills level 2
Vocational qualifications at level 2

Level 3 In-depth knowledge, understanding 
and skills and a higher level of 
application. Appropriate for entry 
into higher education, further 
training or employment. 

All GCE AS and A Levels
Vocational qualifications at level 3
International Baccalaureate 
Advanced Apprenticeships 

Levels 4-8 Specialist learning that involves a
high level of knowledge in a specific 
occupational role or study

Certificates and Diplomas of Higher Education
Bachelor’s degrees
Postgraduate qualifications
Professional qualifications
Foundation degrees
Higher and Degree Apprenticeships
Vocational qualifications at levels 4 and 5. 
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Answers
Employers ‘want list’ (from page 5). These are the scores from an employer survey.

1. Reliability/honesty   91%  5.  Enthusiasm    82% 
2.  Punctuality   91%  6. Smart appearance    78%
3.  Willingness to learn   88% 7.  Basic number/literacy skills  54%
4.  Team player   85%  8.  Good exam results    30%
 
 
World of work quiz (from page 8).

1. The biggest growth in jobs will be in engineering occupations.
False: By 2024 the main increase in employment levels continues to be in the private sector.  Business 
and other services are the areas predicted to grow most rapidly.

2. Overall there will be more jobs in 2024 than there are now.
Probably true: It is estimated that over the next decade employment figures will rise, resulting in almost
1.8 million additional jobs over the decade.

3. We will all have to work part-time in 2024.
False: Part-time opportunities are expanding, and more people are entering them, but most people are 
still likely to work full-time.

4. People without skills will find it harder to get jobs in 2024.
True: Growth in occupations will be mostly in technician level jobs or above.

5. Girls will find it easier to get jobs than boys in the future.
False: More women are entering work and the sort of jobs traditionally done by women are growing –
but this does not mean that boys will find it harder than girls to get jobs.

6. The best sort of job to go into in 2024 will be in the leisure industry.
This is a trick question. You cannot tell from the information you have whether this is true or false. The
best job for one person will not be best for another.

7. Self-employment will be a good idea in 2024.
Either true or false could be correct - depending on you. Self-employment will only be a good idea if 
you are a good business woman/man with a good business idea.

8. More people will be out of work in 2024.
You cannot tell this from the information you have. More jobs overall will be available. On balance, if the
economy is growing it is likely that there will be less unemployment.
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9. The percentage of young people from year 11 in 2015 continuing in full-time education and 
training in England was 84%. 5% went into Apprenticeships, 1.3% went into Work based Learning, 
0.2% went into Part-Time Education and 0.6% went into Full Time Employment With Study.

This means young people will have more qualifications, that will help them cope with changes in the
world of work, which demand higher skill levels.

10. Although only 36 % of 18/19 year olds continue straight into higher education after they finish 
school, over half of today’s young people will take part in higher education at some point in their 
lives.

Legal limits (from page 9)
1 = C; 2 = A; 3 = D; 4 = D; 5 = D; 6 = C; 7 = B; 8 = C

Rights at work (from page 11)
1. No. 16 and 17 year olds who have not already achieved 5 GCSEs at grade 4/5 and above, or the 
equivalent, are entitled to a reasonable amount of time off work for studying and training. The employee 
should be paid at their normal hourly rate.

2. No. Part-time employees are entitled to the same contractual rights as full-time employees pro rata
(this means in proportion). So, in this case Sam should have been offered the same training that the
company would have offered a full-time employee.

3. No. Provided you have worked for a minimum of one month the minimum notice of dismissal an
employer can give you is one week for which you must be paid. The exception is in cases of gross 
misconduct, which could lead to instant dismissal.

Responsibilities at work (from page 12)
1. Your company will probably have procedures in place for what employees should do if they are sick. 
Normally you (or someone close to you) would be expected to phone in as soon as you can to let your 
manager know you are ill and let them know how long you think you will be off for. If you are likely to be
off work for more than a week you will need a doctor’s certificate.

2. You should arrange a time to speak with your line manager and let them know what you are finding
difficulty with. It is their responsibility to give you training to help you to do the job – but they can’t help
you if you say nothing.

3. Your employer legally has to protect you from any health and safety hazards at your work, but you are 
also obliged to take health and safety precautions which includes wearing protective clothing and working 
safely. In this case you must continue to wear the safety clothing or you will not be allowed on site.
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