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Teachers' notes

Time
One hour
Purpose
Explore ways of finding and applying for jobs, courses and volunteer work, through advertised vacancies and cold canvassing.

Rationale

About 80% of jobs are never formally advertised. These jobs are filled by people within the employer’s network of contacts, word of mouth recommendations, etc. These activities are designed to get students explore the best ways of finding work – both advertised jobs and through accessing their allies and cold canvassing.

Activities

This lesson should be completed after doing the Access your allies and Write a winning resume lessons. The application letters and targeted resumes they develop here can be used in the Interview preparation and practice lessons.

1. If students in the class have part-time or casual jobs, ask them to describe how they got their jobs. If not ask students about the ways they know of that people can find work. The discussion should include:

a. The internet including job search websites such as http://www.seek.com.au/ and http://www.careerone.com.au/ and company websites

b. Advertisements in newspapers (including Victorian and local newspapers)

c. Centrelink and Job Network providers

d. Community noticeboards

e. Informal networks and contacts (see Access your allies lesson)
2. Using a selection of job advertisements from a variety of sources get students in groups to analyse the language of job advertisements and find definitions of the terminology eg selection criteria, salary ranges etc. This discussion should include advertisements/companies to be cautious of ie those promising lots of money where personal outlay is involved, payment by commission only etc.

3. Discuss cold canvassing with the students using the handout. Students could describe any people they know who have used this technique to gain employment.

4. Get students to select an organisation where they would like to work and write a practice script for a cold call. Students can try out their scripts in small groups to get feedback from other students.

5. Use the Cover letters handout to discuss the merits of cover letters with the students.

6. Get students to search websites and other resources for samples of cover letters that can be used in different contexts e.g. myfuture website at http://www.myfuture.edu.au; Youth Central http://www.youthcentral.vic.gov.au/; job search websites such as http://www.seek.com.au/ and http://www.careerone.com.au/
7. Get students to check the websites and newspapers to find a possible (real) job that interests them. They then prepare a targeted resume and cover letter to apply for this job. These can be used in the following interview preparation and practice lessons
Resources

· Copies of Cold canvassing handout for each student

· Copies of Cover letters sheets for each student

· Job search websites such as http://www.seek.com.au/ and http://www.careerone.com.au/
· Copies of Saturday’s Age Employment section and job advertisements from local papers

· Youth Central website at http://www.youthcentral.vic.gov.au/
· Doing step in the My guide section of the myfuture website at http://www.myfuture.edu.au
· Job Guide – in print or online at http://jobguide.dest.gov.au/
Victorian Essential Learnings (VELS)

Level 6

	Strand
	Domain
	Dimension

	Physical, Personal and Social Learning
	Personal Learning
	The individual learner

Managing personal learning

	Discipline-based Learning 
	The Humanities – Economics 
	Economic knowledge and understanding

	Interdisciplinary Learning 
	Communicating
	Presenting

	
	Information and Communications Technology
	ICT for visualising thinking

ICT for communicating

	
	Thinking Processes
	Reasoning, processing and inquiry

Reflection, evaluation and metacognition


Cold canvassing

There are many people who can help you in your job search. Chances are that there is someone in your social circle (parents, relatives, friends etc) who knows of possible job openings. If you find you have limited industry contacts, you can always create some for yourself.

Cold canvassing is the process of directly approaching employers, by visiting or phone calls, and marketing yourself to them. The best way to do this is to think about the skills that you have and how they are relevant to the companies that you approach. 

Job advertisements in newspapers and on the internet sometimes receive hundreds of applications. A cold call or a visit in person at the right time can tap into the hidden job market before a vacancy is advertised.

Cold canvassing can be a good way to find part-time work, particularly in small business, where employers don’t have the time to go through the full advertising, interviewing process, but could use some help in their busy times.

Personal visits tips

Visiting employers can be scary, but remember if you are polite, very few people in business will bite your head off for trying. Here’s what to do:

· Choose a geographical area in which you would like to work and visit the organisations in that area that have work that will suit you;

· Be polite and don’t be too pushy;

· Be well presented, neat and clean;

· Offer to wait or come back later if they are busy;

· Explain as succinctly as possible how you, with your skills, could benefit their organisation;

· Have a fresh, up to date copy of your resume with you to leave with them, which has all your contact details;

· If they invite you back again, make sure you go and are punctual;

· If they don’t request another time to see you, call in again just to check if anything has come up (this also reminds them about you).

Cold calling tips

Cold calling is not easy, but can get results. Here’s what to do:

· Make a list of the organisations you want to work with and research the kind of work they do;

· Tailor your resume to suit each organisation; 

· Write a practice phone script, highlighting your skills and saying why you are the perfect employee for their organisation; 

· Be polite;

· Receptionists can provide useful information about the company, before they put you through to someone, ask them for the name of that person; 

· If you speak to the recruitment manager, ask for their full name, position title and a time to follow up the call;

· Follow up the call when you said you would.

Cold canvassing is not successful every time, be prepared for knock backs, but don’t be disheartened. Being in the right place at the right time may get you that job.

Covering letters

A cover letter is not a job application – it's a short, tailored letter that should accompany any resume you send to a prospective employer. 

Whether you are applying for a specific, advertised job or you are marketing yourself (through cold canvassing) for possible future work, your cover letter aims to: 

· introduce yourself and highlight your key selling points (skills, experience or achievements); 

· encourages the reader to discover more about you through your resume; and 

· includes decisive actions i.e. requesting an interview (for a specific job) or meeting (to discuss more general work prospects) 

Always try to address your letter to a specific person rather then a ‘To whom it may concern’ letter. This means more work for you, but also more chance of success. You may need to call an organisation and find out who you need to address your letter to, and you may need to spend some time researching a company (using the internet or other means) so that you can make your letter relevant to a specific job or company. 

You maximise your chances of getting an interview by writing a solid concise cover letter. Demonstrate you understand the job requirements, you have matching skills and experience and you are genuinely interested and enthusiastic about this specific opportunity.

There's no one formula for writing a great cover letter. It depends on what's expected in your field, the industry and the sector. It also depends on you and the approach you are taking to your job hunt.

Remember

The aim with any covering letter is to keep it brief (no more than a page).

Applying for specific positions

Employers receive many letters and get very adept at scanning applications for key information. The information that’s important to them is whether you meet the criteria for the job through:

· your skills and abilities;

· your background and experience;

· your personal profile; and/or

· your training and academic track record.

There are many ways to highlight that you are the right person for the job. Focus on what the employer is looking for and show them – initially through your covering letter and then in more detail through your resume – that you are the ideal candidate.
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