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Introduction
About these resources
Purpose

These resources have been developed for teachers and trainers to deliver a course
with a work experience component. They will assist in developing CALD learners'
skills in sourcing, preparing for and participating in work experience or employment.
These resources consist of:





Student book of all units (PDF)
Teacher book of all units (PDF)
Audio Files (MP3)
Video Files (MP4)

They can be downloaded free at AMES Australia Book shop
https://www.ames.net.au/ames-bookshop
Audience
These resources are aimed at mixed ability groups of CALD learners at ACSF 2 level,
with extension activities at ACSF Level 3. They have been designed to be delivered in
a language classroom setting or as part of a one or two week workshop.
Features
 Introduction to key concepts for preparing for work experience
 Activities to build of confidence, and promote initiative and independence
 Introduction to employability skills and the embedding of these skills in the
activities (employability skills indicated by icons)
 Contextualised units
 Modelling and extension activities
 Characters and narratives included where appropriate
 Cloud based video and audio files, accessed by QR codes, enabling students to
review files at any time in both classroom and non-classroom settings
 Teacher guide with notes, answer key, transcripts, additional activities and
recommended links
 Templates and checklists provided
Contents of this teacher guide
 Course content and teacher tips ................................................................ p 3
 Administrative Processes and Templates .................................................. p 5
 Teacher notes and answers per unit ........................................................ p 28

1

Introduction
Contents
Unit

Contents

Suggested
time

Introduction
Using these resources

1. Introducing yourself
2. Employability skills

3. Pathways planning

4. What employers
want

5. Targeting
workplaces
6. Building confidence

7. Getting ready for
work placement
8. Cold calling

• use a QR Code reader
• download a QR Code reader for an Apple
iPhone
• download a QR Code reader for an Android
phone
• watch a video on Vimeo
• listen to a sound file on SoundCloud
• listen to others introducing themselves
• prepare and practise your own introduction
• learn the eight general skills that many
employers think are important for every job
(Employability Skills)
• check the Employability Skills that you are
good at
• check the Employability Skills that you could
improve
• consider what makes you happy
• discuss why people work
• plan a pathway for a future goal
• listen to what employers want
• learn about the importance of reliability
• consider optimism and positive thinking
• learn about the importance of personal
presentation
• use Google Maps to target workplaces
• research information about workplaces
• use Google Maps to find directions
• write important information notes
• write a telephone script
• practise telephone calls
• fill in a work placement form
• learn about diary notes and presentations
• evaluate strengths and weaknesses
•
•
•
•

learn what to do when cold calling
listen to a cold call conversation and practise
the conversation
prepare a cold call conversation of your own
learn about using names in greetings
Total suggested time: 27- 43hrs

2

2-3 hrs

2-3 hrs

2-4 hrs

4-6hrs

4-6hrs

4-6hrs

3-5hrs

3-5hrs

3-5hrs
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Introduction
Teacher tips

Here are a number of tips suggested by experienced teachers that have been used in
the successful delivery of work experience or employment programs.
Building teamwork
 Create roles for groups, such as leader, recorder and reporter, contributors
 Rotate roles so everybody has experience in the role
 Create a culture where the team response is more important than the
individual response
 Encourage the group or team to support one another and help train each
other in the group, and compete against other groups in the class
 Rotate roles within an activity, for example, if a group of four has four
questions to discuss, have each member of the group be the leader for one
question and be responsible for asking everybody in their group for a
response
Organising your classroom
 Set up your classroom for teamwork, perhaps tables of four that allow for pair
work or group work. Later in the session when students are tired, make bigger
groups of eight
 Acknowledge and value evidence of employability skill behaviour
 Let students know that you are observing their behaviour
 Reinforce and acknowledge good student work practices and habits such as
organised note folders
Building confidence through simulated practise calls
 Organise and brief your volunteers
 Where appropriate, sit with students while they make a telephone call on
speaker phone
 Prepare the (volunteer) caller at the other end before the call is made
 Know the outcome or arrange a successful outcome before a call is made
 With the student’s permission, record a call and play it for the class. Suggest
improvements. Practise role-plays based on the recorded student call
Get to know your local volunteer centre
 Contact your local regional volunteer centre, such as Eastern Volunteer
https://easternvolunteers.org.au/ or Volunteer West
https://www.volunteerwest.org.au/
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Introduction
 Teach students about volunteer placement expectations, and how
volunteering can help both the student and the organisation
 Teach your students to make phone calls to arrange volunteer appointments
 Organise volunteers or mentors to assist with guiding students through a
volunteer placement
 Try to source work placements, or work site visits, through your
volunteer centre
Cold Calling
 If the employer is in agreeance, have a student cold call for a work placement
position, knowing that the position is already guaranteed, building student
confidence from a successful cold call outcome
 Get students to practise cold calling role plays that require them to use and
refer to their resumes

Employability skills icons
The following employability skills icons are used throughout these resources.
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Work Placement - Administrative Processes and Templates
Administration Process Considerations
Many things need to be considered before undertaking a Work Experience or
Practical Placement program. Here are just a few.
Checklist - Some Considerations Prior to Commencing a Work Placement Program
1. Funding source requirements. Is the Work Placement program a contractual
or essential part of an accredited or non-accredited curriculum?
2. What are the state and federal legislative requirements (See links listed
below)?
3. Are insurance issues covered?
4. Might students require a police check or working with children check? What
are the procedures for obtaining checks?
5. Do students require a workplace health and safety / food handling or other
nationally accredited unit or certificate?
6. Is there any expectation of payment?
7. Are the students to be enrolled in the work placement program suitably
prepared? Should there be flexible alternatives to work placements?
8. Who will find the practical placement?
9. How is the Practical Placement Program to be introduced to the students?
10. Will students be guided, directed or interviewed as to their Practical
Placement options?
11. How is a practical placement assessment of a potential workplace to be
carried out, if required?
12. Does a Practical Placement Agreement document exist? (See sample overleaf,
to be signed by all three parties, the Host Employer, the student and the
training provider.) Does this agreement meet state and federal legislative
requirements?
13. Is there a letter of introduction template for students to use if required?
14. Is there a process for a teacher or trainer to visit the student on placement?
15. Should there be assessment or task completion requirements during the
placement?
16. Is there a host employer evaluation document available?
17. Is there a student placement evaluation document available?
18. Is there a student debriefing process in place?
Other issues to consider can be found at websites listed on the next page. All Work
Placement Programs must adhere to state and federal legislation.

5

Work Placement - Administrative Processes and Templates
https://www.education.vic.gov.au/Documents/school/teachers/teachingresources/c
areers/work/wemanualrev.pdf
https://www.education.vic.gov.au/Documents/training/providers/rto/practicalplace
mentguidelines.pdf
https://www.fairwork.gov.au/how-we-will-help/templates-and-guides/factsheets/unpaid-work/student-placements
https://policy.vu.edu.au/download.php?id=285&version=3&associated
https://www.education.vic.gov.au/training/providers/learnlocal/Pages/Preaccredited-Work-Experience.aspx

*A Model Practical Placement Agreement is provided by the
Department of Education and Training Victoria, on page 7 of the
guidelines document (2017), linked below. Please check with the
department for any current updates.
https://www.education.vic.gov.au/Documents/training/provider
s/rto/practicalplacementguidelines.pdf
If providers are to develop their own Practical Placement
Agreement, make sure that all state and federal legislative
requirements are met.
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Pre-Accredited Work Experience Guidelines for Learn Local Providers
The Department of Education and Training Victoria has developed guidelines for
Learn Local providers (2016). These guidelines (Pg. 3) state that:
Four key elements must be in place to ensure Pre-Accredited Work Experience is covered by insurance and
aligned to legislation:
1.

2.
3.

4.

Pre-Accredited Work Experience must be
undertaken as a group, and must be supervised by
a Learn Local trainer at all times.
Pre-Accredited Work Experience must link directly
to the Pre-Accredited A Frame.
Pre-Accredited Work Experience must not exceed
10% of the total pre-accredited delivery hours for
the course.
A formal agreement must be in place between the
LLO and the host employer. A pro-forma
agreement is available

Guidelines
Pro-forma agreement

The Guidelines suggest that Work Experience opportunities can be enhanced by
industry and third party partner engagement in a number of ways (Pg. 3)
INDUSTRY AND THIRD PARTY PARTNER ENGAGEMENT
In Victoria, there is a range of existing platforms for Learn Locals to link with industry partners, including
Chambers of Commerce, Business Networks, Local Learning and Employment Networks and economic
development units of Local Councils.
Getting involved in the design and delivery of Pre-Accredited Work Experience will appeal to a broad crosssection of businesses, particularly those in growth industries with current recruitment requirements.
Learn Locals may wish to collaborate with additional providers such as Registered Training Organisations,
Jobs Victoria Employment Network (JVEN) providers and Skills and Job Centres to support learner pathways
to further education and employment.

Current guidelines can be found at the following address. Check the guidelines for
other requirements and updates.
https://www.education.vic.gov.au/training/providers/learnlocal/Pages/Preaccredited-Work-Experience.aspx
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Templates
Here are several templates that can be adapted for use by service providers.
There are two diary options available, one for daily recordings and one for recording
placement experiences under specific topics.
1.
2.
3.
4.

Letter of introduction for work placement
Practical Placement Agreement - selected sections
Practical Placement Preparation Checklist
Practical Placement Activities
4a. Daily Diary
4b. Diary
4c. Work Experience Report
4d. Workplace Observation Report, Basic
4e. Workplace Observation Report

5. Practical Placement Student Evaluation
6. Practical Placement Supervisor Report
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Template 1 - Letter of Introduction for Work Placement

[LETTERHEAD IF AVAILABLE]
[DATE]
Dear Sir/Madam,
I am writing to you to enquire about the possibility of a work experience placement
with your company/business.
I am a student enrolled in [COURSE NAME] at [PLACE OF STUDY].
This course includes a one/two week work placement, between the dates [DATE] and
[DATE].
This work placement is an important part of my studies because it will help me to
gain experience and knowledge required to work in Australia. The practical
experience will also help me to improve my general communication skills as well as
learn more about workplaces in Australia.
I will be supported throughout this placement by my teachers at [PLACE OF STUDY],
[TEACHER’S NAME] and [TEACHER’S NAME]. If you accept me for a work experience
placement, one of these staff members will ring or visit you and arrange a time to
visit me during my placement.
All insurance is covered by [PLACE OF STUDY].
If you have any enquiries please contact one of the following: [TEACHER’S NAME],
[EMAIL ADDRESS], [PHONE NUMBER] or [TEACHER’S NAME], [EMAIL ADDRESS],
[PHONE NUMBER].
Thank you for your consideration of this request. I look forward to receiving your
support.

Yours sincerely,
[SIGNATURE]
[STUDENT’S NAME]
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Template 2 – Practical Placement Agreement – Selected Sections

PRACTICAL PLACEMENT AGREEMENT
SELECTED SECTIONS
Student Given Name:

Student Surname:

Student ID:
Placement Start Date:

____/____/____

Placement Finish Date: ____/____/____

Total Number of Days the student will attend placement during this period:
Hours of attendance on these days
Monday

Tuesday

Wednesday

Thursday

Friday

WEEK 1
WEEK 2

Business name of placement
Location address of placement
RTO PROVIDER:
SIGNED on behalf of the RTO

Name:
Title:

Date:

___/____/____

Signature:

HOST EMPLOYER
SIGNED on behalf of the Host
Employer

Name:
Title:

Date:

___/____/____

Signature:

STUDENT
Signed by the student

Name:

Date:

Signature:

___/____/____

CONSENT OF PARENT (only if student is under 18 years of age)
SIGNED by Parent / Guardian:

Name:

Date:

Signature:

___/____/____
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RTO PROVIDER

Organisation Name:
Address:
Contact Person:

Phone:

Facsimile:

Email:

HOST EMPLOYER
Employer’s (Business) Name:
Address:
Contact Person:

Phone:

Facsimile:

Email:

STUDENT
Surname:

Given Name:

Student Phone No:
STUDENT’S EMERGENCY CONTACT
Name:
Phone No:

Relationship:

ROLE AND POSSIBLE TASKS
Role of vocational placement:
Eg. Personal Care Assistant

Tasks to perform may include:
Eg.
- communicating with the elderly
- reading workplace documents
- maintaining a clean and safe environment
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Template 3 – Practical Placement - Preparation Checklist

PRACTICAL PLACEMENT - BEFORE YOU BEGIN CHECKLIST


Have all your forms been signed by:
a) you, b) your organisation (RTO) or teacher, c) the host employer

yes / no



What are the start and finish dates of your practical placement period?



What are the starting and finishing hours?

____________________________________



Do you have appropriate clothes to wear?

yes / no



What is the name of the person you have to meet on the first morning?



Where do you have to go to meet him/her?



What do you need to find out on the first morning? What details do you need to tell your
‘supervisor’?

________________

________________

____________________________________

______________________________________________________________

Important Tips


Your practical placement is very important for your future, so make sure you go every day.



Make sure you arrive and leave on time each day.



Set yourself a task to achieve every day. Do what you have been asked to do. Offer to help.
Fill in your diary, collect information for your practical placement report.



If, for some urgent reason, you cannot be present in the workplace, don’t forget to inform your
supervisor, immediately.



On the first day, don’t forget to ask your supervisor for their contact telephone number, in case
of emergencies.



Introduce yourself to the other workers if your supervisor does not introduce you.



Be friendly, and take the opportunity at morning/afternoon tea breaks to meet and get to know
other staff.



Expect that some of your time may not be so interesting.



If you have any problems during your practical placement, immediately contact your practical
placement teacher.



Remember to thank everyone before you leave on the last day.

Good Luck!
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4A – Practical Placement – Daily Diary

Practical Placement – Daily Diary
Date:

/

/

What I did:
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
Positive things that happened today:
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
Things that could have been improved today:
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
One thing that I will try to do tomorrow:
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
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People I worked with:
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
Duties I carried out:
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
Breaks – How many did I have? How long were they?
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
New Words and Expressions:
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
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Template 4B – Practical Placement Diary

Practical Placement – Diary
Add to the following sections daily.

Start Date of Placement:

/

/

End Date:

/

/

What I did:
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
Positive things that happened:
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
Things could have been improved:
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
One thing that I will try to do tomorrow:
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
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People I worked with:
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
Duties I carried out:
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
Breaks – How many did I have? How long were they?
____________________________________________________________________

____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
New Words and Expressions:
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
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Work Placement - Administrative Processes and Templates
Template 4C – Practical Placement Experience Report

Student’s Practical Placement Experience Report
Family Name:

First Name:

Name of Workplace:
Department /Section:
Workplace Supervisor’s Name:

Supervisor’s Title:

Your job title:
Time Management
Work Start time

Lunch Break Time

Work Finish Time

Workplace Address
Public Transport:

Bus/Tram No

Departure time

Train Line

Departure time

Own transport

Travel time to work (in minutes)
My Duties at Work

1.
2.
3.
Equipment Used at Work
1.
2.
3.
The Workplace Team
Number of people in my team
Names of 3 people in my team
Background Information
Write 3 facts about this workplace (e.g. What does it do / produce / sell / make; number of employees, etc).
1.
2.
3.
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Safety Rules
Safety rules I followed at work:
1.
2.
3.
Employability Skills
Employability skills I used in my job
1.
2.
3.
Workplace Language
New language, idioms and expressions I‘ve learnt on the job
1.
2.
3.
Skills
New skills I’ve learnt in this workplace
1.
2.
3.
Future Employment
What do you need to develop further to be employed in this type of work?
1.
2.
3.
Next Steps
What do you plan to do after this placement?
1.
2.
Client Signature: ________________________

Date: ____________________
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Template 4D – Workplace Observation Report, Basic – Before You Go

Workplace Observation Report – Before you go
Name: _____________________________

Date: ____________________

Research the following questions before you go on your visit. Work by yourself, in a
group or together with your class. You will need access to the internet.
What is the name of the workplace?
____________________________________________________________________________
What is the address?
____________________________________________________________________________
Use Google maps to find out how long it takes to get from your centre to the workplace by car
and by public transport?
By car _______________ By public transport _______________
What is the contact phone number? ____________________
What is the website address? ____________________________________________________
What product or services does this workplace provide?

______________________________

____________________________________________________________________________

Workplace Observation Report – While you are there
Name: _____________________________

Date: __________________

Learner instructions: If permitted, take photos of such things as equipment, rosters,
signs, workplace documents, work activities to add to your report. Fill in this form
during your visit.
Name of workplace
Date of visit
Supervisor’s/Guide’s Name
Overview
What product or services does this workplace provide?
____________________________________________________________________________
____________________________________________________________________________
How many years has this workplace existed?

_________________________________

How many staff work there?

_________________________________
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What is one rule you need to follow when visiting this worksite?
___________________________________________________________________________
___________________________________________________________________________
Work
What type of jobs are there at this workplace?

________________________________
________________________________
________________________________

What types of equipment are there in this workplace?

__________________________
__________________________
__________________________

Who did you meet during your visit? What is his or her job?
___________________________________________________________________________
___________________________________________________________________________
Safety
What WH&S (Work Health and Safety) procedures / signs did you see in the workplace?
____________________________________________________________________________
What is one WH&S rule in this workplace?
____________________________________________________________________________
____________________________________________________________________________
Is there any special safety clothing or equipment needed to work at this workplace?
____________________________________________________________________________
____________________________________________________________________________
Conditions
What are the hours of work at this workplace?
____________________________________________________________________________
____________________________________________________________________________
Are there different shifts? What times?
____________________________________________________________________________
____________________________________________________________________________
What clothes do you need to wear at work?
____________________________________________________________________________
____________________________________________________________________________
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Workplace Observation Report - After the visit
Write notes during your visit and discuss with your classmates after the visit.
What skills/activities did you observe staff performing? eg serving customers, using equipment
____________________________________________________________________________
____________________________________________________________________________
Would you like to work at this workplace? Why or why not?
____________________________________________________________________________
____________________________________________________________________________

21

Work Placement - Administrative Processes and Templates
Template 4E – Workplace Observation Report – Before you Go
Workplace Observation Report – Before you go.
Name: _____________________________

Date: __________________

Research the following questions before you go on your visit. Work by yourself, in a
group or together with your class. You will need access to the internet.
What is the name of the workplace? _______________________________________________
What is the address? __________________________________________________________
Use Google maps to find out how long it takes to get from your centre to the workplace by car
and by public transport?
By car _______________ By public transport _______________
What is the phone number? _______________________________
What is the website address? ____________________________________________________
What product or services does this workplace provide? ________________________________
____________________________________________________________________________
How many years has this workplace existed?

____________________

How many staff work there?

____________________

Does the company have other work locations in Australia? Where?
____________________________________________________________________________
Is the company International (in other countries)? What countries?
____________________________________________________________________________
Go to SEEK website and enter the company name in the keywords section. List three jobs
currently advertised (if any). Choose 1 job and list 3 job requirements.
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
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Workplace Observation Report – While you are there
Name: _____________________________

Date: __________________

Learner instructions: If permitted, take photos of such things as equipment, rosters,
signs, workplace documents, work activities to add to your report. Fill in this form
during your visit.
Name of workplace
Date of visit
Supervisor’s/Guide’s Name
Overview
What rules do you need to follow when visiting this worksite?
____________________________________________________________________________
____________________________________________________________________________
Work
What type of jobs are there at this workplace?

____________________

What types of equipment are in this workplace?

____________________

What training or qualifications do you need to work at this workplace?
____________________________________________________________________________
Who did you meet during your visit? What is his or her job? What is he or she required to do?
____________________________________________________________________________
____________________________________________________________________________
Safety
What WH&S (Work Health and Safety) procedures / signs did you see in the workplace?
____________________________________________________________________________
What are some WH&S rules in this workplace?
____________________________________________________________________________
____________________________________________________________________________
Is there any special safety clothing or equipment needed to work at this workplace?
____________________________________________________________________________
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Conditions
What are the hours of work at this workplace? _______________________________________
____________________________________________________________________________
Are there different shifts? What times? _____________________________________________
____________________________________________________________________________
Is there a dress code for workers? ________________________________________________
____________________________________________________________________________
Workplace Observation Report - After the visit
Write notes during your visit and discuss with your classmates after the visit.
Which employability skills did you see demonstrated?
____________________________________________________________________________
____________________________________________________________________________
What skills/activities did you observe staff performing? eg serving customers, using equipment
____________________________________________________________________________
____________________________________________________________________________
Describe a communication activity you observed between staff in the workplace.
____________________________________________________________________________
____________________________________________________________________________
Would you like to work at this workplace? Why or why not?
____________________________________________________________________________
____________________________________________________________________________
What skills or qualifications would you need to get before working there?
____________________________________________________________________________
____________________________________________________________________________
Other questions or comments?
____________________________________________________________________________
____________________________________________________________________________
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Template 5 – Practical Placement Student Evaluation

PRACTICAL PLACEMENT STUDENT EVALUATION
Name of Student:
Name of Workplace:
Name of Supervisor:
Please fill in this evaluation form to help us improve our practical placement service.
CIRCLE the number on the scale to show if you agree or disagree.
Remember 1 means you disagree and 7 means you agree.
Disagree

Agree

a) The workplace was suitable

1

2

3

4

5

6

7

b) I am improved my workplace communication skills

1

2

3

4

5

6

7

c) I improved my understanding of Australian
workplaces

1

2

3

4

5

6

7

d) I was supported by staff during placement

1

2

3

4

5

6

7

e) My expectations of the placement were met

1

2

3

4

5

6

7

1

2

3

4

5

6

7

g) I am more motivated to get a job

1

2

3

4

5

6

7

h) I am satisfied with my practical placement

1

2

3

4

5

6

7

f)

i)

Neutral

The placement helped me to feel more confident
about getting a job

What were the best things about your practical placement? _____________________________________

_________________________________________________________________________________________
j)

Would you recommend this organisation to any future interested students? Why / Why not?_____________

_________________________________________________________________________________________
k) How could we improve the practical placement program? ________________________________________
_________________________________________________________________________________________
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Template 6 – Practical Placement Supervisor’s Report

Workplace Supervisor’s Report
Name of student:
Name of company:
Name of contact person:
Address of company:
Name of supervisor:
Length of placement:
Student’s duties:
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PLEASE COMPLETE AND COMMENT WHERE NECESSARY ON THE FOLLOWING AREAS
Please tick in the appropriate boxes where applicable
Excellent

Good

Satisfactory

Needs
support in
this area

Can communicate with staff

☐

☐

☐

☐

Can communicate with clients
Can follow instructions
Can manage time and meeting deadlines
Can work efficiently
Has neat personal appearance and grooming
Is polite and professional
Is always on time
Is reliable
Can co-operate with other staff and clients
Is confident
Understands instructions
Asks for help if doesn’t understand
Can talk to others in casual conversations
Can give messages
Can make requests
Can be understood
Works at a reasonable speed
Quality of work is good
Completes assigned work
Can work without supervision
Shows initiative
Has ability and skills for this work
Responds to advice

☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐

☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐

☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐

☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐

Comments: (include strengths and areas to be improved)
_________________________________________________________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________

_________________________________

_____ / _____ / _____

Supervisor

Date

Thank you for your co-operation.
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Unit 1 – Introducing Yourself

It is important the students are able to give a brief summary of their background,
work experience and future plans to a potential employer. This unit models
introductions and gives students the opportunity to practice their own introductions.
This unit will also help teachers and students to get to know each other if the group
is newly formed.
Grammar Focus
Addition supporting grammar activities could include:
 simple present tense
 simple past tense
 future tense
Activity 1 could be difficult for a newly formed group to complete if working
individually. It may be appropriate to complete this activity as a group.
Activity 2 In the interviews, the applicants are unrehearsed. In Activity 7, the same
students demonstrate how they have improved their answers after practice.
Teachers may similarly like to ask the same questions to a few students to gauge the
current competence of members of the group, before skill development.
Activities 3 and 4 are listening gap tasks, based on two model introductions. Pause
the audio when appropriate, to allow students time to complete answers.
Activities 5 Students read a transcript of a model interview before preparing their
own.
Activity 6 allows students to practise their introductions in pairs. Read the note
about talking about families. This note could generate a lot of discussion.
Activity 7 Audio of Ling after she has practised.
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Unit 2 - Introducing Employability
Skills
Teacher Notes
This unit introduces employability skills and the icons that are used throughout the
texts.
Teachers might like to consider changing the set-up of their class room to best
encourage team work and other employability skills.
In Activity 9 there is a checklist that students can use for reflection. In the teacher
notes of this unit, you will notice a landscape version of the table that can be printed
as A3 size for display and as an ongoing checklist for the class.
Extension Activities
Apart from the extension activities included here, there are many suitable extension
activities in Keys to Work, Springall, J. © AMES Australia 2008. Encourage students
to use their initiative and go to the extension activities when they have finished, or if
they find the activity too easy.
Grammar focus
Additional supporting grammar activities could include:
 Gerunds
 Modals
Discussion Encourage every student to participate.
Activity 1 contrasts generic skills with specific skills required for some jobs.
Activity 2 Vocabulary activity.
Activity 3 You will need a set of scissors for the class to use if you choose to do this
activity. Cards could be cut up beforehand or students could cut them up before the
activity. Once all cards are cut up, there are a number of games that could also be
introduced, perhaps for revision on another day. For example all the cards could be
shuffled and faced down in a pile, with one card turned over at a time. You could
then introduce a version of Snap.
Activity 4 Students might like to refer to the previous page to check their answers.
Activity 5 gets the students to reflect on their skills and think about changes they
“will” make in the future. You could to change “will” to “could” in this activity, but
this may result in students ticking everything with little thought or commitment.
Activity 5 – alternative or additional consolidation activity. You will need some
room for this activity if you choose to do it. It consolidates Activity 5, and also
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presents a snapshot for the teacher and the class of how the group feels about their
employability skills. Alternatively, if you have a higher group, you might prefer to go
straight to this activity.
Find some space in or out of your classroom. Read out some statement from the
employability check list. Ask the students to move to the left side of the room if they
agree strongly with the statement, or move to the right side of the room if they
disagree strongly with the statement. They can move somewhere between the two
sides of the room, to match their thoughts about the statement.
Activity 6 Reflection activity. Could be cut if time is short or students have overdosed
on employability skills!
Activity 7 could lead to interesting discussion around which activity fits into which
category. Some answers will fit better than others but a case could be made for
many categories for one photo. Ask students to justify their answers.
Activity 8 encourages students to reflect on and improve their employability skills in
class.
Answers
Activity 1
Some Jobs - Driving a truck, Cooking, Cutting hair, Fixing a tap, Writing a report.
All Jobs - Communication, Problem Solving, Learning, Teamwork, Using technology
Activity 2
1. Suggesting 2. Priority

3. Responsible 4. Gender

5. Initiative

6. Skill

Activity 7
1. Technology Skills
2. Self-management 3. Teamwork
4. Initiative
5. Planning/Organising 6. Communication 7. Problem Solving 8. Learning
Other answers are possible.
Additional Activities
Lily The Volunteer - An introduction to volunteering for CALD volunteers, Power,
M. © Commonwealth of Australia, 2016. Unit 4, “Overcoming Obstacles” pp 11 – 12
Keys to Work, Springall, J. © AMES Australia 2008. Warmer – “Find someone” p 51;
Employability skills in the community, in education, at work. pp 47-49; Teacher Tips,
pp 68-69. The self-assessment checklist in this resource is adapted from Keys to
Work, pp 70 - 71.
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Unit 2 - Introducing Employability Skills
What employability skills did we use today? What could I improve?
Skill

Tick

Example

Improve

Learning

Communication

Technology

Teamwork

Self-management

Problem Solving

Planning and
Organising
Initiative and
Enterprise
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Unit 3 – Pathways

Teacher notes
This unit encourages reflection on happiness and why people work, before focusing
on the importance of pathway planning.
Discussion leads students to contemplate and discuss some of the things that make
people happy. This activity could be done together as a class or in small groups with a
leader and writer appointed.
Activity 1 provides a brainstormed list of ideas important to happiness and asks
students to prioritise things of importance for themselves.
Activity 2 is a similar activity to that of activity 1. The underlying connection between
the two concepts is that work can contribute to some of the important elements that
lead to happiness.
Activity 3 includes some student views about why happiness is important to them.
The transcripts can be used as models for a similar writing task about work.
Activity 4 examines a student’s pathway plan, with a few comprehension questions.
This activity provides a model for a student pathway plan.
Activity 5 Students create their own pathway plan. The plan could be reviewed by a
teacher or counsellor, if appropriate. There are alternate plans in the template
section below.
Extension Activities
The extension activities include useful tasks that can assist students to plan their
pathways. “Jobs Outlook” reports on the future of job opportunities in Australia,
sourced from government projections for 2019 to 2023. “Career Bullseyes” look at
jobs at different skill or educational levels, in particular areas of interest. This activity
can assist students to reflect on opportunities in using existing skills at a range of
levels.
Extension 1 looks at industry projections from 2019 to 2023. A link to the full pdf
document is available if students or teachers would like to undertake further
research in this area.
Extension 2 requires research into individual occupations. There are many additional
extension activities possible. This site is a great resource for the development of
research projects or presentation tasks for students.
Extension 3 allows students to find particular information relevant to their future
goals.
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Extension 4 Career Bullseye posters have been designed to inform students of the
educational requirements for jobs. They can assist adult CALD clients to think more
broadly about work opportunities for their existing skill set or area of interest.
Students could benefit from targeting short term job opportunities at level 1 or level
2, that could provide them with valuable relevant work experience and language
acquisition for long term goals at level 3 or level 4.
Extension 5 relates the levels to the Australian Qualifications Framework. More
information can be found at the following link. https://www.aqf.edu.au/aqf-levels
Answer key
Activity 3
1. talents
6. life

2. people
7. pay

3. poor
8. enjoy

4. people
9. active

5. Australia

Templates
Below are three examples of Pathway Plans. The third plan is an example of a group
profile survey, delivered on Survey Monkey. The results of this survey can be used to
analyse the profile of the group and assist in planning work experience opportunities.
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Unit 3 – Pathways

Pathways Plan 1
Name

Country of birth

Age

Time in Australia

Family in Australia

Highest level of education

Vocational courses completed

Biggest problems with English or learning

Work before Australia

Work in Australia
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Main focus after English, Work, Vocational Study or Community. You may choose
more than one. (Add a percentage)
1. _________________ %

2. __________________ %

Comment:
Short time goals (1 to 2 years)

Long term goals (5 to 10 years)

Are you interested in volunteer work?

If yes, what volunteer work?

Pathway Assistance
Things you could do (Teacher or pathways counsellor to complete)

Things I will do (student to complete)

Teacher sign: _____________________ Student sign: _____________________
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Unit 3 – Pathways

Pathways Plan 2
Personal Information

Name _________________________ Age

Country of Origin

______

____________________________

Previous work experience in country of origin
_____________________________________________________________________
_____________________________________________________________________

Previous work experience in Australia
_____________________________________________________________________
_____________________________________________________________________

Main focus after English, Work, Vocational Study or Community. You may choose
more than one. (Add a percentage)
_______________________%

_______________________%

Comments:

I would like to:
_____________________________________________________________________
_____________________________________________________________________
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Finding a Job
How many hours (on average) are you planning to look for work each week? _______
Tick the ways you will look for work.
Ways of finding a job
Friends
Former bosses
Family
Job agents
Colleagues (other
students)
Internet
Cold calling
Volunteer work
Start a business
Further training, study
Newspapers
Social media
Notice boards
Network, church, school,
etc
Professional associations
Advertising your services

Tick

Time I will spend on this

How strong is your Network?
1 Not present

2 Poor

3 Ok

4 Good

Network
Strength Comment - Actions
Teacher, school
Ethnic Associations
Professional Associations
Network, church, school, club
Facebook
Notice boards
Volunteer work
Friends
Former bosses
Family
Job agents
Colleagues (other students)
How strong is your Network Score Overall: ___________
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Unit 3 – Pathways

Community Focus
Tick Community Activities that you do or would like to do. Add comments about
things you might do.
Community Activities
Volunteer work
Study
Club
Library
Presentations
Swimming pool
Church
Family, baby sitting
Mentor others
Professional advisor
Neighbourhood house
New hobbies
Local council activities
Free activities
Senior citizens

Do

Like to do Comment - Actions
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Pathways Plan 3 – Survey Monkey Group Profile
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Unit 4 - What Employers Want
Teacher notes
Notes

This unit is designed to inform students about the expectations of employers, with a
particular emphasis on reliability. It also examines the importance of positive
thinking and personal presentation.
Grammar Focus
Addition supporting grammar activities could include:
 Conditionals
Activity 1 New vocabulary is introduced in this activity.
Activity 2 3 speakers talk about the requirements of new employees in this activity.
There are longer recordings available in the extension activities section.
Activity 3 is a listening activity has errors in the transcript that need to be corrected.
It may be advisable to stop recording after each sentence to assist students who
have low level listening skills. The script focuses on reliability with particular
emphasis on identifying between an emergency and a problem that can be
overcome.
Activities 4 to 6 continue to explore the notion of what is an emergency that might
require absence, and what is a problem that might be overcome. Activity 6 discusses
possible solutions and strategies to different problem scenarios.
Activity 7 Employers prefer positive employees. A series of positive statements is
included here for students to consider.
Activity 8 and 9 encourage students to convert negative sentiments into positive
statements.
Activities 10 – 12 look at the importance of personal hygiene, as it is a barrier to
employment for some individuals. This section may not be appropriate for all groups.
Answers
Activity 1
1. appropriate
5. hygiene

2. good fit
6. beneficial

3. motivated
7. reliable
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Unit 4 - What Employers Want
Activity 2
Reliability
Come to work on time
Friendly
Attractive
Positive
Hardworking
Honest
Good communication skills
Strong
Work long term
Motivated
Well presented
Clean
Work on their own
Learn new skills
Tells everybody their problems
Keen
Creative
Good fit
Problem solving skills
Activity 3
1. Need their staff
4. Emergencies

Sofie











Lucy















2. To attend work
5. Can overcome

Activity 4 Suggested answers:
Emergencies: 1, 4, 7, 9

Charles







3. Can overcome

Problems that could be overcome: 2, 3, 5, 6, 8

Activity 5
Various student answers
Activity 6
Various student answers
Activity 7
Various student answers
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Unit 4 - What Employers Want
Activity 8
Negative Nellie the pessimist!
I’m too old.
I don’t understand English.
This work is too hard.
This work is boring.
I will never get a job.
My back is too painful to work.

Positive Polly the optimist!
I have a lot of experience.
My English is getting better every day.
This is an interesting challenge.
This work is easy because I am an expert at it!
I haven’t got a job yet.
My back is okay for some jobs.

Activity 9
Various student answers
Activity 10
1. personal
6. uniform

2. hygiene
7. employees

3. present
8. required

4. friendly

5. important

9. safety

10. appropriately

Activities 11 - 12
Various student answers
Extension Activity 1
presentation
good communication skills
good problem solving skills
interested in learning
computer and digital skills
Extension Activity 2
1. reliable
2. roster
5. delayed
6 call

dressed well and appropriately for the job that you
will be doing
hold a conversation and ask questions,
able to resolve a customer complaint, or deal with
an issue with in your team
the right person can be trained
Word and email
3. notify
7. keeping
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Unit 5 - Targeting Workplaces with Google Maps
Teacher notes
This unit aims to familiarise students with Google Maps, and introduce how Google
Maps can be used to target workplaces, find useful workplace information, and get
directions. Elly is trying to find a café position in the Box Hill area.
Activities are designed to reinforce employability skills. Teachers might like to
consider dividing students into groups of four, where possible, to allow for teamwork
and communication. It may be appropriate to have the students with stronger skills
working together on the extension activities.
Extension Activities
The five extension activities move away from examining the models and allow
students to apply the skills to their own employment needs.
Grammar Focus
Addition supporting grammar activities could include:
 Imperatives
 Ordinals
Activity 1 demonstrates the steps for using Google Maps. The video can be paused or
played by clicking anywhere on the video. For more information on using Vimeo
videos, click on this link or scan the code.
https://vimeo.com/367147223
Activity 2 assists with more difficult vocabulary and concepts used in the unit.
Practise vocabulary pronunciation together.
Activity 3 practises giving instructions and revises the required steps for using Google
Maps. Make sure that students have the correct answers before beginning and
perhaps read together as a class.
Activity 4 could be used as an extension activity only as it is likely that not all
students will be able to complete the task on a phone. Students should follow the
steps carefully to achieve the same outcome. This task could be undertaken in pairs
or small groups, with at least one member having a phone with Wi-Fi or data. This is
a good activity to observe the group’s ability to work as a team and solve problems
together. It might be appropriate to praise good examples of teamwork and
collaboration amongst the group.
Activity 5 practises screen literacy.
Activity 6 demonstrates the steps for finding directions with Google Maps. There is a
comprehension activity that can be completed by using the image or by watching the
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video. Students could try to duplicate the video by using Google Maps on their
phone.
Discussion should focus on the advantages of this position for Elly and the responses
may vary. And include the following: a) the location is near her home, b) she can get
there by public transport, c) the busy times of the café might suit her availability with
her child responsibilities, d) a nice café with good reviews and high star ratings.
Activity 7 models giving and writing directions. Additional activities that introduce
the imperative could be included here.
Activity 8 reinforces some of the concepts introduced and focuses on a supermarket
context.
Answers
Activity 1
1. Google, press

2. maps

Activity 2
1. Adjust F
5. Panel C

2. Symbol A
3. Cursor D
6. Pointing cursor E 7. Icon G

3. button, size

4. click
4. Ratings B

Activity 4
Examples of differences between Google Maps on computers and on smart phones
1) No cursors, 2) No plus or minus, 3) No left panel, 4) Star rating is on the bottom.
Activity 5
1. The Penny Drop
3. 7am to 4.30pm
5. 4 stars
7. 4pm
Activity 6
1. Circle icon
4. 8 mins

2.
4.
6.
8.

913 Whitehorse Rd, Box Hill
(03) 9077 7455
9am to 10am
Circle Directions Icon

2. West St
5. About 5 mins

3. About 4 mins
6. 350 metres

Activity 7
This is how to travel to The Penny Drop Café in Box Hill, from West Street in
Nunawading, by public transport.
Walk for four minutes along Springvale Rd to the Nunawading Station. Catch the
train for 8 minutes. There are 3 stops. Get off the train at Box Hill Station. Walk for 4
minutes to the Penny Drop Café. The address of the café is 913 Whitehorse Rd, Box
Hill. The journey will take about 16 minutes.
Activity 8
1. Aldi Dandenong Market
3. 6pm

2. 6 King St, Dandenong
4. 13 25 34
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Unit 6 - Building Confidence on the Phone
Teacher Notes
This unit develops students’ confidence with telephone communication. It
encourages students to predict what information might be required in a call and to
prepare notes beforehand. It also models writing a telephone script.
Grammar Focus
Additional supporting grammar activities could include:
 quantities
 prepositions relating to time
 ordinals
Activity 1 could be done as a group, if you prefer not to have students moving
around the classroom. One student could ask five other students question one.
Another student could ask 5 students question 2 and so on. All students could then
record the same results.
Activity 2 Vocabulary match activity.
Activity 3 There are two versions of this recording. Choose the version that is best
suited for your group.
Activity 5 can generate lots of discussion. A brainstormed list of reasons for missing
class could be generated.
Activity 6 students practise preparing their own telephone call.
Activity 7 allows students to practise a telephone call from different rooms.
Activity 8 encourages students to predict the likely requirements of a call.
Activity 9 starts with a gap fill listening task that provides a model for students to
write their own telephone call script in Activity 12.
Activity 10 provides practice of dates when making phone calls, as students often
have difficulty with this.
Activity 13 looks at other important calls that could be required. Extension activity 2
continues with these possible calls.
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Answers
Activity 2
1. inform
2. can do
3. no worries
4. particular
5. hold
6. up to
7. script
8. preferred

tell
able to meet
Okay. No problem
one only
wait
doing
what you are going to say
the one that you like

Activity 3
1. Access Learning, 2. Hannah, 3. Medical certificate
Fill in the Gaps
I can’t come to school today because I am sick.
Yes my first name is FATIMA.
I will be back tomorrow.
Thank you. Good bye.
Activity 8
Name, Preferred doctor, Day of appointment, Time of appointment, Date of birth
Activity 9
1. Hold
5. Birth
Activity 13
1. Emergency 000
4. Doctor

2. Could
6. Fatima

3. Prefer
7. RAHIMI

2. RACV
5. Internet provider
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4. Possible
8. Much
3. Plumber

Unit 7 - Getting Ready for Work Placement
Teacher notes
Notes
This unit looks at some of the processes that might be required of a student
participating in a work placement. The activities in this unit refer to some of the
templates in the unit titled “Work Experience – Administrative Processes and
Templates”. Additional activities could be planned around these templates.
Grammar Focus
Addition supporting grammar activities could include:
 Formal and informal writing conventions
Activity 1 introduces some important vocabulary related to work placements, based
on the completed form model. The form is part of a template document that
includes common sections of a Practical Placement Agreement.
Activity 2 is a comprehension activity.
Activity 3 is a listening activity. Answers can be found in the transcript.
Activity 4 Students use the narrative to fill in the form. They may wish to refer to the
first model form.
Extension 1 requires the students to write a narrative from the form, similar to the
model in activity 3.
Extension 2 is a pair work activity that involves the students exchanging missing
information from a work experience report and a presentation. The Student B
presentation information has been separated to prevent direct copying. It can be
found several after Student A information, after extension activity 5.
Often students are required to keep a diary or work experience report of their work
placement, and then give a formal or informal presentation.
Extension 3 is an opportunity for students to demonstrate that they can work as a
team, to divide up a task and work more efficiently. Emphasise speed and efficiency,
an important employability skill that they may be evaluated on during their
placement.
Extension 4 refers to Template 6, the Supervisor Report, which evaluates a student’s
placement performance. It is important that students understand what they will be
evaluated on during their placement, before the placement commences. This activity
encourages the student to reflect on their strengths and weaknesses.
Extension 5 continues the reflection of Extension 4, focusing on brainstorming
strategies to improve weaknesses.
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Placement
Extension 6 Some students might like to practise their PowerPoint skills using the
information provided in extension 2. The notes are written in the manner of a
PowerPoint outline and could be copied directly into a PowerPoint.
Answers
Activity 1
1. D

2. C

3. B

Activity 2
1. Work Placement
4. 10

4. A

5. F

2. Access Learning
5. 4/11, 9am

6. E

3. PJ Services

Activity 3
See Transcript
Activity 4
Student Given Name:

*Samir

Student ID:

206913

Placement Start Date:

Student Surname:

*Jamal

Placement Finish Date:

*14 / 10

*25 / 10

Total Number of Days the student will attend placement during this period:

*10

Hours of attendance on these days
*

Monday

Tuesday

Wednesda
y

Thursday

Friday

WEEK 1

9 -5

9 -5

9 -5

9 -5

9 -5

9 -5
9 -5
Business name of placement

9 -5

9 -5

9 -5

* NJV Engineering

Location address of placement

19 Jade St Maidstone

WEEK 2

RTO PROVIDER: - *Access Learning
SIGNED on behalf of the RTO

Name:

*Michael Stamos

Title:

Employment Officer
Michael Stamos
Date:

Signature:
HOST EMPLOYER - * NJV Engineering
SIGNED on behalf of the Host Employer
Name:
Title:
Signature:
STUDENT
Signed by the student

Saturday

Name:
Signature:
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Sunday

1 /10

*Judith Akron
Supervisor
Judith Akron

Date:

1 /10

*Samir Jamal
Samir Jamal
Date:

1 /10

Unit 7 - Getting Ready for Work Placement
Extension Activities
Activity 2 - Student A
My Work Placement - Notes
Job title - Administration Assistant
Name of Business – Better Education
Location – Collingwood
Time – 10 days, 9 to 5
Facts about this Workplace
-

35 years
About 400 adult students
Classes are Monday to Friday and Tuesday and Thursday Evenings
Vocational courses are Hospitality and Child Care

My Duties
-

Answering phones
Photocopying and computer
Getting files
Customer service

Safety Rules
-

Stretch and have a break every hour at the computer
Report any dangers
Everybody is responsible for safety
Use a trolley for heavy boxes

New language
-

Internet is down – means not working
Just go with the flow – means don’t worry and do what others are doing
Sheet 2 – like a different page in excel
Give it your best shot – means try your best

New skills I learnt
-

Use photocopier, scan documents
Answer phone politely
Use the dishwasher in the lunchroom
Use excel a little bit
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Placement
Activity 2 - Student B
My Work Placement - Presentation
My work placement was at Better Education in Collingwood. I worked as an
Administration Assistant for 10 days. I worked from 9 to 5 each day
Here are some interesting facts about my workplace. The centre has been running
for 35 years. There are about 400 adult students and classes are from Monday to
Friday and in in the evenings on Tuesdays and Thursdays. They have Vocational
courses for Hospitality and Child Care.
I had several duties to do at this workplace. I had to answer the phone and serve
customers at the reception desk. I had to learn to use the photocopier and
sometimes used the computer. . I also got out some files and tidied up the office.
There are some important safety rules at this workplace. You need to stretch every
hour when you are working on the computer. You need to report any thing
dangerous to the supervisor because everybody is responsible for safety. You must
us a trolley for heavy boxes so you don’t hurt your back.
I learnt some new words and idioms at work. “The internet is down” means it is not
working. “Just go with the flow” means don’t worry, just do what the other people
are doing. “Sheet 2” is in excel on the computer and is like another page of the same
book. “Give it your best shot” means try your best.
I learnt many new skills at my placement. I learnt to use the photocopier and scan
documents. I learnt to answer the phone politely and a little bit about excel on the
computer. I also learnt how to use the dishwasher.
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Unit 8 - Cold Calling in Person
Teacher notes
Notes
This unit introduces some of the key concepts involved in cold calling in person.
There are two audio files, modelling cold calling for work experience and
employment. This unit also focuses on the formal and informal use of names during
introductions.
Grammar Focus
Additional supporting grammar activities could include:
 Modals
 Present continuous
Activity 1 focuses on things that should and shouldn’t be done when cold calling. The
importance of having copies of resumes and other important documents is also
raised. The video from Unit 5 “At Work in Australia would also compliment this unit.
Students are also required to work in pairs and use the modal “should”.
Activity 2 allows pronunciation practice of the words in the box before listening to
the audio.
Activity 3 Perhaps best if activity 2 is corrected before activity 3 commences.
Students can then use the completed transcript to obtain the answers. Alternatively
get the students to correct their own work from the transcript section or the answers
section.
Activity 5 could be a little difficult for students if the level of the class is low.
Consider completing this activity in large groups or together as a class.
Activity 6 requires students to consider an area of work that they might be
interested in and prepare a script for a cold call, based on the model provided. An
extension activity is included for the more difficult parts of a potential script.
Activity 7 A strategy for names is suggested here. Teachers might like to further
extend the discussion of names and protocols. The pronunciation of names is often
difficult for CALD clients. Techers could consider googling the top ten surnames and
first names for men and women in Australia and practising pronunciation.
Activity 8 is a model script for a cold call seeking employment.
Activity 9 Read the script and important notes section together in class. Students. An
extension activity requires students to write their own cold call script for
employment.
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Answers
Activity 1
Ticks 

1, 3, 4, 7, 8, 10, 11.

Activity 2
1. Student
6. Worked

2. Best
7. Volunteer

Activity 3
1. Sally Tan
4. Amira Salam

3. Ms.
8. Resume

2. Work experience
5. 4th of November

Activity 5
1. Greetings and Introduction
3. The Best Person
5. Short summary
7. More information
9. Farewell
Activity 7
1. M, Hi, Mr Macdonald
4. M, Hello, Mr Martin
Activity 8
1. Aged Care

Crosses  2, 5, 6, 9.

2. Best

4. Looking
9. Letter

5. Retail
10. Problem

3. Retail

2. Purpose
4. Second introduction
6. Details
8. Pre-closing

2. M, Hi Marco
5. F, Hello, Yali
3. Nurse
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3. F, Hello, Ms Bruni
6. F, Hi, Amelia
4. Aged Care

5. Time

