Working knowledge
Getting a job

If your aim is to improve people’s employment prospects, Working Knowledge:
Getting a job is the most comprehensive set of tools you could wish for.

This rich compendium of tools is ideal for use within a blended learning approach
and offers all the activities, resources and templates, in a variety of media, to help
learners develop the skills needed to get a job.

These include:

deciding on the sort of work that best suits your needs
® jobsearch skills

® applying for jobs

® interviews.

Literacy skills development is also embedded within the materials, mostly at
Level 1 but with some elements at Entry 3 and Level 2. This, together with the
fact that Working Knowledge offers between 30 and 60 guided learning hours of
support, makes the product a ‘must-have’ for anyone working in this field.
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Features

Working Knowledge: Getting a job has a
Teacher route and a Learner route. Both are found
on the same CD and both offer access to the same
resource bank of materials:

e tip sheets, information sheets and checklists

e paper-based activities

¢ interactive activities, some with video

e aninteractive CV builder and letter builder.

The Teacher route also includes:

e suggestions for learning and teaching activities
to develop employability skills

e suggestions for addressing a variety of
learner needs

e suggestions for developing specific literacy skills

e mapping to the Adult Literacy Core Curriculum
and Key Skills (Communication, Working
with others, and Improving own learning and
performance)

e useful web sites-lists of places where there is
additional information or practice of a skill.

Modules

Working Knowledge: Getting a job is divided
into three modules:

About you

Learners explore their personal qualities, skills and
abilities, and think about the type of job that would
suit them.

Looking for a job

Learners find out where to look for job
opportunities, look more closely at job adverts, and
match their personal qualities, skills and abilities to
the information in those ads.

Getting the job

Learners develop their job applications skills
by writing CVs, letters and application forms,
and identify ways to improve their interview
performance.

How can it be used?

e Teachers can use the topics and suggestions
for classroom activities in the Teacher route.

e Teachers can use the materials in the Resource
bank to develop learners’ employability skills.

e Learners, according to their skills level, can
access the Learner route themselves and
follow on-screen instructions to move through
the materials in the Resource bank and, with
teacher guidance, develop their employability
skills.

Who's it for?

Working Knowledge: Getting a job is an
indispensable set of tools for any teacher delivering
employment skills courses, including school-based
and E2E programmes.

The resource is also useful for teachers working
with a wide variety of adult learners, including
those in community and FE provision, offender
settings, Jobcentre Plus and others where the focus
is on developing the skills involved to get a job.

How can | find out more?

For more information, or to place an order, please
contact our sales team at the address below.

System requirements

Multimedia computer

® PC or laptop, Pentium® Il
or better

® 128 Mb RAM

® Sound card

® CD drive (12 speed
recommended)

® SVGA monitor min.
800 x 600, 16-bit colour

® Headphones or speakers

® Printer

Software

® Windows® 2000 or higher

® |nternet Explorer 6 or later

® Macromedia Flash Player 8

® Microsoft® Word or
Microsoft® Word viewer
for viewing and printing
documents

Note: The higher the machine

specification, the better the

program will run.

® Keyboard and mouse

Working Knowledge can also be uploaded to a V(M)LE;
please contact CTAD to discuss your technical and licence
requirements.
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Tribal CTAD
Lincoln House, The Paddocks, 347 Cherry Hinton Road, Cambridge CB1 8DH

TRIBAL

tel. (01223) 470480 fax (01223) 470481
e-mail ctadsales.education@tribalgroup.co.uk
web site www.ctad.co.uk
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