Year 10

Work
Experience
Week

7th - 11th July 2025




Benefits of work experience

1. Animproved understanding of how business and industry operate.
2. Relevance of school subjects to the world of work.
3. Greater self-confidence, self-reliance, maturity.

4. The different job areas within the world of work. (Human Resources, Finance, Sales and
Marketing)

5. The skills which are developed. (Communication, Problem Solving, Team Work)
6. The different businesses and organisations that exist.

7. Work experience must be mentioned in any letter of application or CV to a future employer.
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Your personal details

They need to know who you are after
address and phone number.

Your education history

This part of the form will ask you for yc

well as wh and exam r¢

things like the job iitle, company name

Don't sweat it if you have got too mucl
expecting loads of high-flying jobs her.

Your skills

If a section like this is included, you'll £
apprenticeship or school leaver progrg
activities.

You may also be asked to fill in some ¢
which case you may be given a word ¢

Career motivations

JOBSEARCH

Professional Profile

young profs ol with an lory aci
firancad in

Having achieved excellent grades at GCSE level maths, £
involvernent in & number of chubs and societies, | am ke
# proven aptitude for mathematics which and have mad
studhies and extra-curmicular acthvities which would make
department, My part-time roles and volunteer work have
wach as refationship building, communication and toam \

Core skills & achievements

8 A-C GCSE grades
Mathematical aptitude

Work experience
Sep 2014 - Prosent

Working i 8 busy café supporting the kitchen and fre
healthy environment

Responsidviites

« Interacting with kitchen and waiting sta®f to col
customer service

* Loading and unloading dishwasher efficently to
ashes and cutiery

*  Supporting events and busy periods by providing

o Ohecking cutlery, Wtchen and tables in ine with

*  Supporting kitchen preparations during opening

References available on request



Preparing and planning your placement

* Be proactive / use your initiative

 Speak to family, friends, neighbours, anyone you know.

» Search / Google companies in the area

« Search / Google companies in a sector you are interested in
* Email or drop in to speak to them



Think about your network

Does the gym or other gyms
. .
offer work experience?

Hobbies * What do the coaches/ leaders do for a
job?

« Have any of my friends from club got
parents | can do work experience with?

What do their colleagues
partners or family do for jobs?

" The company they work for uses a Graphic
Design Company for Brochures etc...

/ The company they work for
company has a finance
, department, an IT department



Companies and sectors we have
placements at:

Please do not contact the following directly:
* Birketts

* [rwin Mitchell
* Fitswilliam

If you are interested in these

* Schools and Nursaries or need assistance, please
o Charity ShOpS speak to Ms Mansfield

* Co-0ps

”



Email template

Dear Sir/Madam [or name],
| am a year 10 student from North Cambridge Academy, studying [list of subjects].
I'd like to enquire about a potential work experience placement at [company name], from Monday 7t July - Friday 11t July 2025.

I'm keen on gaining some practical work experience in [chosen field of work], because [reasoning for pursuing a placement with this specific
company and field].

I'm a [relevant skills and attributes], which can be shown in my [real-life examples that demonstrate your skills].

In my spare time, | like to [list relevant hobbies and interests], and I've also had some experience infam a member of [list any
groups/clubs/other work experiencel].

As an enthusiastic student with a keen interest in what your organisation does, as well as a passion to progress within this industry, | would be
very grateful to be considered for an opportunity at [company namel].

| look forward to hearing from you soon.
Yours [sincerely/faithfully]

[Your name]



Email top tips

Use a straight-to-the-point subject.
Use the employer’s name if you know it, or Sir/Madam if you don't.
Paragraph 1: Introduce yourself and the school or college you go to.

Paragraph 2: Say a little about why you are interested in the industry; a couple of sentences is enough. This shows that
you've done research and have thought carefully about where you'd like to do work experience.

Paragraph 3: Politely ask about work experience opportunities on dates you are able to attend. You can also ask for a
meeting/phone call here too.

If you know the name of the employer, use "Yours sincerely’ and if not, use "Yours faithfully’.

Remember to proof read the email so there aren’t any mistakes.



Stuck for ideas- unifrog Or Meridian Pathways

un'frog HOME  SHORTLISTS LOCKER APPLY HELP £} [4

Hello Angela, here's a summary of your progress so far...

i

Want to move things forward? We recommend you...

Start a UK uni, app or college search

ACCESS ALL THE TOOLS BELOW

Exploring pathways

Careers library Subjects library Know-how library

% Careers favourited X Subjects favourited « Guides favourited

Personality profile

®X Quiz not taken

Search by keyword

Featu

Agriculture

red guides

Search by school subjects

v Civil engineering v Film and Photography v



https://pathways.meridiantrust.co.uk/

Expectations

All students are expected to find their own work placements. You are in charge.
* This encourages you to take personal responsibility for finding the placement. It will be provide you with
confidence, a sense of achievement and first hand knowledge of how to approach searching/finding and securing a

job.

* Huge benefits to researching your further education and career path options. Everybody only knows a little — their
surroundings and what they are exposed too.

* We will provide support and inspiration in school to help.

* Deadline — Friday March 14t 2025




Once you have been offered a placement make sure you thank your employer for their offer so that they
know you intend to spend your work experience week with them.

You now need to upload details of your Work Experience Placement to Unifrog. (How to do this is on the
next slide)

1. You need to upload the details of your placement to Unifrog.
2. Aform will then be emailed to your employer for them to complete.

3. Once your employer has completed their form, details will be emailed to your parent or guardian for
their approval.

4. Finally, we will carry out Health and Safety checks (if required). Once these have been completed
your placement will be approved.

Final deadline for finding a placement and uploading the details to Unifrog.

e Deadline — Friday March 14t 2025
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Uploading Your Placement Details to Unifrog.

Before you start the process of uploading your placement to Unifrog you will need to make sure that you have
the following information:

* Name of the placement business - The name of the company where you will be doing your placement.
e Employer placement lead name -The name of the person who has offered you the placement.

® Email address of the person who has offered you the placement.

e Company address and postcode.

® Your parent or guardian’s email address.

You can then log into Unifrog at


http://www.unifrog.org/sign-in

ACCESS ALL THE TOOLS RELOW

Interests profile Personality profile Work environments profile

v Qu 1 12hen 1 h Ma R and 1 and = QUL N0 ey »

Careers library Subjects library Know-how library

o Catvery laviue ey »

| Suteteel ¥ |

MOoOoC Webinars Read, Watch, Listen
Mate your firvt shivtim 19 (MRl MITIT TN Pe(reTTS B Profees (wourtied
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Placements

N No plicetnenid sided

So e edt > Once you are logged into Unifrog scroll
| ew——— down the page to ‘Exploring Pathways’
and select the 'Placements’ option.




unifrog WoWE  GAOGETES LOCKS AN WP ©

Then select ‘Add new placement.




Important! - Make Sure you put Miss Kruse as your placement coordinator

@ Student initial [ 2

Student initial form

You're adding a Student initial form for a placement

Fil in the information below carefully. When you're done tick finished

Afterwards we'll ask the placement lead at the employer to fill in the next form

Miss Kruse

* In person or Virtual

* Placement coordin@or

who will be coordinating the placement from your

* Name of placement business / eg Lottia's little bakery
organisation
d * Placement start date - day - : -- month - : -~ YO3r - :




= pertyen

The employer will need to respond to the form.

Parent/carerswill need to access the form.

Y 4

You can track the
progress of your
placement approval in
the placement tool
summary view.
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