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GRADE 11 LIFE ORIENTATION

CAREERS AND CAREER CHOICES (TERM 3 & 4)

NOTE TO TEACHERS: Many of the questions are similar or overlap. Remember, this is a bank of questions. You must select/extract questions for your question paper.
SECTION A

1.1. Various options are provided as possible answers to the following questions. Choose 
       the answer and write only the letter (A – D) next next to the question number (1.1.1. – 

       1.1.5.), in the answer book, for example, 1.1.6. D.

1.1.1. The incorrect response in an interview to the question, “Tell us about your weaknesses” 

          is:
          A. I am still learning to cope with conflict.

          B. I prefer to be more passive.

          C. I have no weaknesses.

          D. I am still improving my administrative skills.

1.1.2. Which of the following does not fit to complete the statement: When one completes 
          an application form, one must…
          A. remember to write neatly.

          B. answer all the questions truthfully.

          C. remember to put a photo of yourself on the front page.

          D. hand in the application before the due date.

1.1.3. Which of the following does not allow you to gain experience in the world of work?

          A. Doing volunteer work.
          B. Compiling a CV.
          C. By job shadowing.
          D. Doing community work.

1.1.4. Which of the following jobs is classified as semi-skilled labour?

          A. Domestic worker

          B. Gardener

          C. Chef

          D. Bricklayer / plasterer

1.1.5. During a telephone interview, one must not …
          A. ask questions to the interviewer.
          B. not keep all your documents nearby, as well as a pen and paper.
          C. mention anything bad about your previous place of employment.
          D. keep your language formal.
1.2. Answer TRUE or FALSE for the following statements. If false, give the correct 

       statement. Write only ‘true’ or ‘false’ next to the question number and the correct 

       statement id the answer is false.
1.2.1. Abilities are skills that you have developed that can add value to your CV when 

          applying for a job.

1.2.2. A résumé is a written or spoken statement that praises someone’s work, skills, 

          competencies, character, etc.

1.2.3. A letter of application contains information that needs to be filled in accurately, and
          all information must be correct and truthful; it is a legal and binding document.
1.2.4. An agenda is a document that records everything that was said and done at a 

          meeting.
1.2.5. By being accountable and transparent in a company, unethical behaviour is reduced.
1.2.6. An interview is an informal meeting between you and the interviewer of the place 

          where you applied for a job.
1.2.7. You may complete an application form in red pen.

1.2.8. During a job interview, it is important to keep a reasonable degree of eye contact 

          with the interviewer.








        [12]
1.3. Provide a word(s) for each of the following definitions:
1.3.1. A résumé, summary or short version of your career experience, qualifications, skills 

          and abilities.
1.3.2. Written or spoken statements that praise someone’s work, skills, competencies, 

          character, etc.

1.3.3. To go with someone in his or her daily activities at work in order to gain experience 

          or insight into the job.

1.3.4. Rules for behaving based on ideas about what is morally good or bad.

1.3.5. Open to public inspection and criticism; don’t hold back information.

1.3.6. Being responsible for something.

1.3.7. A quiz, questionnaire or test that assesses how suitable you are for a career or 

          career field.

1.3.8. The type of work in which you need a formal qualification and in which you are 
          usually registered as a professional.





             8x1=[8]

SECTION B

2.1. The careers in the list below are those for which there are vacancies in South Africa. 

       It makes sense to investigate getting additional skills or higher education to qualify for 

       one of these careers. 
[image: image1.jpg]
2.1.1. Imagine that you are in an interview. Give a written answer to this question: Why are 

          you interested in a career of ______? (Add your chosen career from the list given.) 

          Give TWO responses.








  2x1=(2)

2.1.2. Give TWO hints on what you should avoid doing during a telephonic conversation.2x1=(2)

2.1.3. Which career from the list can you follow if you have Mathematical Literacy and not 

          Mathematics?









          (1)

2.1.4. For which of the listed careers would it be more difficult to get entry into university? 

          Give a reason for your answer.







  2x1=(2)

2.1.5. Identify ONE suitable funding option for your career selected from the list. Explain why 

          this would be the best financial option for you.





  2x1=(2)
2.1.6. Critically discuss ethics and ethical behaviour, with reference to transparency and 

          accountability, specific to your career from the list. Explain:

          (a) what you understand by ethics and ethical behaviour.



  2x1=(2)

          (b) how ethics and ethical behaviour, with reference to transparency and accountability, 

               specifically relate to your chosen career from the list. Give TWO examples to clarify 

               your answer.









  2x1=(2)
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2.2. Read the information below and answer the questions that follow.

2.2.1. The ‘employer’ needs you to fill out an application form. List THREE important ‘do’s’ 

           and TWO ‘don’ts of filling out an application form.




  5x1=(5)

2.2.2. Your employer would like to meet you for a formal interview to access your suitability 

          for the work experience position. Explain the most important aspects of how you should 

          behave in your interview.








  5x1=(5)
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2.3. Read Karen’s story below and answer the questions that follow.

2.3.1. Define the meaning of the term ethical behaviour when applying for a job.

          (1)
2.3.2. Why is it important to be honest when you fill out an application form?

  2x1=(2)

2.3.3. What is a certified copy of a document?






          (1)

2.3.4. Suggest TWO possible consequences that could result from Karen’s unethical 

          behaviour.










  2x1=(2)

2.3.5. Imagine that you were the employer at the store. What would you think of Karen 

          if you realised she lied in her application.





  2x1=(2)
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2.4. Read through the reference letter below and answer the questions that follow.

2.4.1. What is a reference letter?







          (1)

2.4.2. Who do you get to write a reference letter for you? 




          (1)

2.4.3. What guidelines should you follow when asking a person to write a reference letter 

          for you?










  4x1=(4)
2.4.4. Identify and discuss three competencies or skills that you possess which an employer 

          could fill in under ‘detail of skills’ or ‘characteristics of person’.


  3x1=(3)














          [9]

2.5. Read the case study below and answer the questions that follow.

2.5.1. How did Tracey benefit from doing job shadowing?




  2x1=(2)

2.5.2. Have you ever thought, regarding your future career: ‘Maybe I can do that … let 

          me try’? Explain how a job shadow experience can help you.


  4x1=(4)
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SECTION C

3.1. Read the following information before answering the questions.

       Provide a formal application form, so that applicants can fill it in before they come for 
       the interview.










        (10)
       When a person goes for a job interview, there are certain criteria for creating a good 

       impression. Discuss five specific criteria that you as the interviewer will be looking for 

       from the applicant.









          (5)
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3.2. Read the statement below.
‘Career success and career satisfaction are not 
necessarily the same thing’

       Write an essay in which you:

       ● Define socio-economic conditions.



          (1)
       ● discuss two socio-economic conditions that can impact career success and career 
          satisfaction.










  2x2=(4)
       ● discuss five factors that you would consider when choosing a career to ensure 
          that you achieve maximum job satisfaction.





5x2=(10)














        [15]

3.3. Managing meetings and taking minutes during these meetings are essential competencies 

       that will assist you in getting a job and developing your career.

       Write an essay in which you:

       ● highlight the main role and functions of the chairperson during a meeting.

          (9)
       ● provide essential points that should be included in the minutes of a meeting.
          (6)














        [15]

3.4. Read the information in the block below.

    Write an essay (± 20 lines) in which you:

    ● list TWO important aspects to keep in mind when completing an application 

       form.











          (2)

    ● list FOUR things in a person’s CV that would convince a recruitment officer
       of a company, to invite that person to an interview.




          (4)

    ● evaluate the importance of keeping your CV up to date.



          (3)

    ● provide THREE tips on how to prepare for an interview.



  3x2=(6)














        [15]
MEMORANDUM 

SECTION A

1.1.1. C √

1.1.2. C √

1.1.3. B √

1.1.4. D √

1.1.5. C √

1.2.1. TRUE √

1.2.2. FALSE √

          That is a testimonial / a résumé is a CV √

1.2.3. FALSE √

          This is an application form  OR  A letter of application is a cover letter that 

          accompanies your CV, or is used to apply for financial assistance √

1.2.4. FALSE √

          This is an agenda  OR  An agenda is a list of points to be discussed at a meeting √

1.2.5. TRUE √

1.2.6. TRUE √

1.2.7. FALSE √

          An application form must be completed in black or blue pen √

1.2.8. TRUE √










        [12]

1.3.1. Curriculum Vitae (CV) √

1.3.2. Testimonial √

1.3.3. Job shadowing √

1.3.4. Ethics √

1.3.5. Transparency √

 √
1.3.6. Accountability √

1.3.7. Suitability audit √

1.3.8. Skilled √

SECTION B

2.1.1. Learners will provide a variety of different reasons. The answers must fit with the 

          career chosen. Examples:
          - My strengths are in this career field √

          - I already have some skills in this career field √

          - I have experience as a … because I volunteered, or job shadowed, or did part-time 

            work as a …

          - This work is my passion √

          - I have a keen interest in this career field and I have carefully planned my career path

            in this field √

          - I have always admired people in this career field because I believe they are making a 

            huge contribution to SA’s economy. I also want to make a contribution to my country √

          (Any TWO answers from the above or similar)





  2x1=(2)

2.1.2. The learners must say what they will avoid doing, not what they must do.
          Keeping your radio or TV on, or being in a noisy place √

          Speaking too fast √

          Putting the phone down without saying thank you √

          Asking the person to hold on √

          Giving just ‘yes’ and ‘no’ answers √

          Not using formal language (slang) √

          Not keeping your notes, important documents (CV, ID) with you √

          Not preparing as if you would do for a face-to-face interview √

          (Any TWO or similar responses)







  2x1=(2)

2.1.3. Social worker √









          (1)

2.1.4. Medical doctor √

          You need high marks, or high APS scores, or there are limited places at the few 

          universities that offer medicine √

          (Any ONE valid reason)








  2x1=(2)

2.1.5. One mark for the funding option and one mark for the appropriate reason. Learners’ 

          reason will vary. Below are a few possible responses:
          A bursary √

          - I am from a very poor family and my parents are unemployed

          - I pass all my subjects and have shown that I can work hard at my studies √

          A loan √

          - I know that I will get a good job in the future and have no problem repaying it

          - I have a credible person to stand surety for me √

          A scholarship √

          - I am getting the highest marks in class, so I will qualify for a scholarship

         - I am a provincial / national sportsman, so I will qualify for a scholarship √

         (Any ONE of the above financial options and reason)




  2x1=(2)

2.1.6. (a) Ethics in the workplace refers to morals, principles, values and rules for good, fair 

               and correct behaviour at work  OR

               You have a good character or personality, and develop the necessary personal 

               qualities, such as diligence, honesty and responsibility √

               Ethical behaviour means that you act in a good way. You know the difference 

               between right and wrong, and choose to do the right thing √


  2x1=(2)

          (b) Learners’ answers will differ. These are examples:
               Accountant: 

               - Be open and honest about your financial work and never cheat or steal money 

                 from clients √

               - Never hide transactions or change the figures in the budget to make it look better 

                 than what it is √

               Artisan:

               - Make sure you pay attention to detail so that your work does not cause accidents √

               - Never use materials bought from people who stole them √

               Engineer:

               - Be honest about what you do; do not harm the environment √

               - Do not design structures that will cause accidents; use materials of a good quality 

                 when building roads or bridges √

               Information technologist:

               - Never hack into accounts √

               - Never do illegal Internet transactions √

               Manager:

               - Never lie to your staff √

               - Be fair in your dealings with them; respect your staff and never take bribes √

               Maths and science teacher:

               - Read up on the latest development in the field, so you are informed √

               - Always mark your learners’ work fairly and explain to them where they have lost 

                 marks so they can improve √

               Medical doctor:

               - Tell your patients the truth about their health or condition √

               - Treat them with care and respect, and ask for a second opinion if you are not sure √

               Nurse:

               - Treat you patients with respect √

               - Love and care for your patients √

               Pharmacist:

               - Pay attention to detail and make sure you give the correct prescriptions to your 

                 clients √

               - Don’t buy unsafe medicines illegally, and don’t change the sell-by dates on the 

                 medicines √

               Social worker:

               - Respect the confidentiality of your clients √

               - Never take bribes √

               (Any TWO examples that show learners’ understanding of the core concepts of ethics 

               and ethical behaviour, and transparency and accountability, in relation to any one 

               career chosen from the list)







  2x1=(2)
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2.2.1. Do not lie about anything √

          Read the entire application form before you begin filling it in √

          If you can, make one or two photocopies of the application form, in case you make a 

          mistake or fill it out in pencil first √

          Print, using CAPITAL letters √

          Check that all your information is correct √

          Complete in black pen √

          If you make a mistake, try to get a new form (do not cross out or use correction fluid) √

          Keep the form unfolded and clean √

          Fill out the form neatly √

          (Any FIVE of the above or other relevant points)




  5x1=(5)

2.2.2. It is important that the learners explain the aspects that they mention in order to get a 
          mark. Learners should choose what they consider to be the most important points in the 
          following list of hints for interviews:

          Look smart – your clothes must be cleaned and ironed (look more conservative than 

          fasionable) √

          Find out as much as you can about the company and the job – your interviewer will 

          expect you to know what you are applying for √

          Prepare some answers to questions you expect to be asked – practice answering 

          these questions √

          Make sure you are punctual – know where the interview will take place and make 

          sure that your transport is reliable √

          Have a copy of your CV for the interviewer – he/she can obtain additional information 

          from it and ask you specific questions from it √

          Do not swear, smoke or chew gum or accept anything to eat or drink in the interview – 

          you do not want to create a negative impression about yourself (or you might spill or 

          mess on yourself, as you are nervous) √

          Be polite and shake hands – creating a good first impression (first impressions last) √

          Keep a comfortable degree of eye contact with the interviewer – shows that you are 

          focussed and interested in what the person is saying √

          Do not fidget or fiddle with your clothing, hair, etc. – creates the impression that you are 

          nevous √

          Do not lounge in your chair (sit up straight) – shows that you are interested and want to 

          be in the interview (body language is important) √

          Answer questions honestly and as directly as possible – it is advisable not to say anything 

          negative about your previous employer √

          Allow the interviewer to be in charge of the interview – only ask questions directly related 

          to your job and the company √

          At the end of the interview, thank the interviewer for his/her time and you may ask when 

          he/she expects to make a decision about the job and when you could expect to hear the 

          outcome – this shows that you are really serious about the interview and obtaining the 

          job √

          (Any THREE “do’s and any TWO ‘don’ts of the above or other relevant hints)
  5x1=(5)














        [10]

2.3.1. You know the difference between right and wrong, and choose to do the right thing 

          by completing the application form honestly √





          (1)

2.3.2. You may prevent someone else who is qualified to get the job, from getting it √

          It is unethical (lying and cheating) √

          If you get caught it could be highly embarrassing (for you and the employer) √

          (Any TWO or other relevant reason)






  2x1=(2)

2.3.3. A primary document that has an endorsement or certificate that it is a true copy of the 

          primary document. (It does not certify that the primary document is genuine, only that

          it is a true copy of the primary document) √

          OR

          Official document issued by a recognised authority as genuine or meeting a certain 

          standard √

          (Learner must understand the concept)






          (1)

2.3.4. You can be fired √

          It may make it more difficult for you to get employment in the future √

          You may not be able to sue your employer, even if he/she has violated your legal rights √

          Legal action can be taken against you (it is a form of fraud) √

          (Any TWO of the above or other relevant course of action)



  2x1=(2)

2.3.5. Learners’ answers will vary. Below are a few examples:
          I would lose respect for the person √

          I would not want a person like that to work for me (liar and cheater) √

          I would wonder what else the person would lie and cheat about if they were willing 

          to do that on an application form √

          I would even feel embarrassed for the person if they were found out √

          (Any TWO)










  2x1=(2)














          [8]

2.4.1. A reference letter is written by someone you have worked for in which the person 

          gives detail on your personal qualities, and how good you are at work.√

          (1)

2.4.2. Written by someone you have worked for √





          (1)

2.4.3. Ask for permission to use his or her name on your CV √

          Give the person enough time to do the task √

          Thank the person when he or she has completed the task √

          Warn them that they may be contacted to answer questions about you √

          Make sure that you have updated contact details of the person √

          (Any FOUR)









  4x1=(4)

2.4.4. Learners’ answers will vary. (Only allocate a mark if the learner discusses the 

          competency or skill that he or she mentions.) Below are possible examples:

          Caring – concerned about other people and their well-being √.

          Determined – never give up; achieve what set out to do √

          Energetic – looking for new ideas and challenges √

          Goal-setter – focussed and gets things done √

          Responsible – accountable for the tasks that are given √

          Ready for success – strive to do the best in all aspects of the job √

          Punctual – always on time and get tasks done on time √

          Persistent – never give up √

          Honest – can be trusted √

          Good communicator – people understand what is being said and know exactly what 

          they have to do √

          (Any THREE or other relevant competencies or skills)



  3x1=(3)
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2.5.1. Even more motivated to become a fighter pilot √

          She made good contacts and got a reference letter √

          She knows more about her future career √

          (Any TWO)










  2x1=(2)

2.5.2. Learners’ answers will differ. An example is:
          You can see if the work suits you and if you would like it √

          You get to see the real job, not just the glossy brochure or TV soapy about the job √

          You get to see how people do the job from day-to-day (see some of the boring as well 

          as the exciting parts) √

          You get to network with people who can help you in your future career √

          It can save you time and money if you find that the job does not suit you (spending 

          money on study course for the job) √

          It is work experience you can put on your CV √

          Can get a reference letter from the person you job shadowed √

          (Any FOUR or other relevant experience)





  4x1=(4)














          [6]

SECTION C

3.1. The learner’ Job application form should look like this:
Personal information: 

First name:


__________________________________________

Other names:

__________________________________________

Surname:


__________________________________________

Physical address:

__________________________________________





__________________________________________

Telephone numbers:
(h) ____________ (w) ___________ (c) __________

√

Male / Female?

__________________________________________

Identity number:

__________________________________________

√

Do you have a criminal record?  _____________________________________

If yes, explain:

__________________________________________

Do you have a driver’s licence?  _____________________________________

√

Why do you want to work for this company?  ___________________________





__________________________________________





__________________________________________

√

Education:

Which high school did you attend?  __________________________________

Which university did you attend?     __________________________________

Lit your Matriculation marks for each subject: __________________________








__________________________








__________________________








__________________________








__________________________








__________________________








__________________________

√

List the degrees, diplomas or training you 

have completed:




__________________________








__________________________








__________________________

√

Employment history:

Current position being held:
_____________________________________

Employer:



_____________________________________

Physical address:


_____________________________________

Contact person:


_____________________________________

Contact details:


_____________________________________

E-mail:



_____________________________________

How long have you been working for this company?  _____________________

What were your responsibilities? _____________________________________






______________________________________

Reason for leaving:

______________________________________
√

References:

(Name, contact details and physical address)

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

√

I certify that the information contained in this application form is true and complete.

I understand that false information may be grounds for not hiring me or for 

immediate termination of employment at any point in the future, if I am hired.

I authorise the verification of any or all of the information listed above.


√

Signature: _____________________________

Date:        ______________________________





√














        (10)

Criteria that you as the interviewer will be looking for.

It is important that the learners discuss why they have chosen the specific criteria in order 

to get a mark.

Leaners’ answers will vary, but below are some possible criteria:

- Look at how the person presents himself (neat, well-groomed, greets, speaks) as this is the 

  first impression that the person gives of him /herself or tells me that the person takes pride 

  in him / herself and will therefore do so in his / her work √
- I will check that the interviewee has done some research on the company and the particular 

  position that they are applying for – This will give me an indication that the person is genuinely 

  interested in the company and position they are applying √

- I will check that the person is punctual – Will show me that the person is reliable √

- I will check if the person has a copy of his/her CV and other relevant documents with him/

  her – This will give me an indication that the person is well-prepared and well-organised √

- Check the person’s eye contact and posture (body language) – Indication of how interested 

  the person is during the interview process as well as the confidence of the person √

- I will take note of the questions asked by the interviewee – Indicates the interest in the 

  company and the job he/she is applying for √

(Any FIVE or other relevant criteria)







          (5)
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3.2. Related to the conditions of the society in which you live and how much money you 

       have or can earn.









          (1)

       Socio-economic conditions that can impact career success and career satisfaction:

       (Only one mark allocated if learner only mentions the socio-economic factor. Two marks 

       for mentioning and good discussion.) Learners may use their own relevant examples.

       Education √: Your level of education can lead you to earning more money resulting in you 

       having a better quality of life √

       Where you live √: The types of higher educational institutions and job opportunities 

       available in your area can determine what you study and if there will be a job available 

       for you.

       Culture and religion √: May require you as a woman to stay at home and look after the 

       children / Some girls may not attend school and get an education / Some girls are

       married off by their parents when they are very young √

       HIV and AIDS √ Children of HIV-positive parents often have to drop out of school to start 

       working to earn money (cannot attend higher learning institutions) √

       (Any TWO or other relevant socio-economic condition)




2x2=(4)

       Factors to consider to ensure career success and career satisfaction. Learners may 

       provide their own relevant factors. (One mark allocated for poor discussion / two 

       marks allocated for good discussion of the factor.) Possible factors that the learners may 

       provide:

       - Do not want a job that results in high stress levels as this can affect your mental and 

         physical health √

       - Having a positive working environment implies having healthy work relationships where 

         you do not feel harassed or humiliated √

       - Having a career that gives you a sense of accomplishment will give you a sense of self-

         respect and motivate you to work harder.

       - You need to decide what you will earn in order to be financially dependent or you will 

         constantly worry about whether you will meet your financial obligations √

       - Having a job that provides you with mental stimulation will keep you from becoming 

         bored in your work √

       - Having a career that does not pose a health hazard such working in a polluted 

         environment √

       - Having a job that does not take over your life, allowing you time for your family and 

         relaxation √

       - Having a job that provides opportunity for growth where you are given more responsibility 

          and there is an opportunity for promotion √

       - Having a job in which you are treated with respect and dignity which creates an 

          atmosphere of being accepted and appreciated √

       (Any FIVE of the above or other relevant factor to consider)



5x2=(10)
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3.3. The chairperson:
       - Opens the meeting and welcomes everyone √

       - Finds out who is present, who is absent and who has sent apologies √

       - Asks for items for general or any other business to introduce issues that were not 

         included on the agenda √

       - Discusses matters arising from the previous meeting √

       - Goes through the agenda in a step-by-step way √

       - Summarises the decisions briefly √

       - Important to listen carefully and take notes of the main points of discussion √
       - Aware of the time and set time limits for each item √

       - Makes sure that everybody who wants to get a chance to speak on the agenda topics, 

         does so √

       - Helps the meeting to make decisions by agreeing or voting on issues or resolutions √

       - Sets a date for the next meeting, thanks the attendees and declares the meeting closed √

       - Takes control of the meeting by only allowing one person to speak at a time; stopping 

         people from interrupting; not allowing people to take over the meeting √

       (Any NINE of the above or any other relevant role and function)


          (9)

       Points on minute-taking:

       - Minutes should include the topic of the meeting, date, time and place √

       - The names of the people who were present, who sent apologies and were absent √

       - A brief summary of core points √

       - A short report on decisions, resolutions √

       - A record of any action that needs to be taken √

       - The date, time and place of the next meeting √





          (6)
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3.4. Aspects to keep in mind when completing an application form:
       - Read through the application form carefully before filling in anything √

       - All questions must be answered truthfully √

       - All parts of the questionnaire must be completed / filled in √
       - Must be neat / filled in in black or blue pen / no spelling mistakes √
       - Ensure the form is returned before the closing date √
       - Keep a copy of your completed application form √
       (Any TWO of the above or other relevant aspect)




          (2)

       Things to look for in the CV:
       - It is important to look at the CV’s presentation – it must be neat, organised and up to 

         date √ 
       - The CV must also be relevant to the vacancy description √

       - The CV must not be too generic, but also not too flashy √ 
       - The correct balance between professional and personal must be shown √

       - Short and concise √
       (Any FOUR of the above or other relevant aspect)




          (4)

       Importance of keeping your CV up to date:
       - One might forget what achievements you have reached and never put it on your CV √
       - One might get confused about dates if you do not regularly update your CV and then 
         look confused/unethical in an interview if you confuse dates √

       - You might not have the time to draft your CV from scratch and miss the application 

         date √
       (Any THREE of the above or other relevant aspect)




          (3)

       Tips for preparing for an interview:

        (Note: the learners must state what they will do in preparation, not what they will do 

        during the interview)
       - Do research on the vacancy/position you are applying for and also the organisation √√
       - Think about how well your experience, interests and skills fit the job and the organisation 
         and be prepared to incorporate these in your interview answers √√
       - Find out what the prospective employer is actually looking for and make sure you 
         emphasise your attributes to show your capability to satisfy the need √√
       - Anticipate questions you might be asked, then prepare answers to these questions √√
       - Find out what form the interview will take, e.g. single, panel, group etc. and make sure 
         you are prepared for the situation √√
       - Plan the day of the interview, especially your journey with an aim to arrive ten minutes 
          early. Take money in case you need to pay for parking so that you do not waste 
         unnecessary time with needing to draw cash. Take a street map/GPS to prevent getting 
         lost √√
       - Decide what you will wear and set it out the night before. Make sure you fit in with the 
         ambiance of the company/interview √√
       - Get an early night - we all perform better when fully awake √√

       - Prepare questions to ask the interviewer √√
      (Any THREE of the above or other relevant tip)
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■ Accountant


■ Artisan


■ Engineer


■ Information technologist


■ Manager


■ Maths and science teacher


■ Medical doctor


■ Nurse


■ Pharmacist


■ Social worker





Imagine that you have been recommended by your school principal to do a ‘business for work experience’. This is a very prestigious company with very good prospects. Everyone would want a chance to start their career at a company like this. Work experience will stand you a good chance to be accepted into the course of study for this job. Depending on how impressed they are with you after your work experience, they may even pay for your studies and offer you a job. But first, you need to be selected for a place on their work experience programme.





Karen finished Grade 12 a year ago and has been looking for a job since then. She felt like giving up until she saw an advertisement in the newspaper. It was a position for a manager at a shoe store. The requirements for the job were a Diploma in Sales and at least five years’ experience.





Karen thought to herself: “How difficult can it be to sell shoes? Surely I do not need a diploma for that.” She decided to fill out the application form, despite the fact that she did not qualify for the job.





The application form requested information about her qualifications; what type of qualification she had and where she obtained it. It also requested a certified copy of her qualifications. At first she thought she would not be able to apply, but then remembered that her brother had studied business economics at the FET college in the area. She copied his certificate and sent it off with her application.





A month later, Karen received a phone call from the store asking all kinds of difficult questions. She realised after putting the phone down that they knew that she tried to cheat. She felt extremely embarrassed and ashamed of her unethical behaviour.





(Date)


To whom it may concern





I confirm that (employee’s name) is/was employed as (position) with this organisation from (date) to (date / present day).





His/her job of (position) carries the following responsibilities: (briefly describe the job). (Name) is skilled in (detail of skills) and is also (characteristics of person).





I would happily re-employ (name) as I consider him/her to be a valuable member of the team who consistently achieved good results and delivered on all expectations.





Yours faithfully


(Employer’s name)





Tracey, a Grade 11 learner, spent a week at an air force base. She was interested in becoming a fighter pilot. She managed to interview a number of pilots, and even got to fly in a jet. She spoke to many people at the base and was shown how the base operates after she got security clearance. While she was there, she offered to help the clerks with their filing and answered the phone when the clerks were on lunch. She also read up on aircraft maintenance and helped the maintenance crew by passing tools to them.





‘This is the best week of my life!’ Tracey said. ‘I learnt so much and now am even more motivated to become a fighter pilot than ever … now I know I can do it!’





The commander gave Tracey a reference letter to say that they were happy with her attitude, punctuality and hard work during her job shadow week.





‘I can’t wait to fly my jet! I realise I have to work very hard at school to get good marks, because they have many applicants each year.


                      Adapted from: Focus: Life Orientation G11, Maskew Miller Longman 


                     (2012). E. Rooth, S. Teenkamp, M. Mahululu, A. Ramzam, A. Seshoka





You are the boss of a very successful company. You are looking to employ a person to work in your company.


Here is the advertisement that you placed in the newspaper for the position:





HELP WANTED


Simon’s Fashion House





Looking for a vibrant, honest and hard-working person as a fashion designer.





Must have the following qualifications:


■ Matriculation qualification


■ A qualification in fashion from a fashion school


■ Any experience within the fashion world


■ Own transport; to be able to travel, when needed


■ Willing to work in a team, which would advertise the company and come up 


   with new ideas.


■ Computer literacy.





Please send your CV to 34 Seeview Road, Rondebosch.


Please note that only shortlisted candidates will be contacted.





A good letter of application, also known as a cover letter, and the correct completion of the required application form is important in the application process for a job. A well-written curriculum vitae (CV) is important when looking for a job. It is an advertisement to market yourself. An interview is the second step, after sending off your application letter and CV, in getting the position you applied for.








©2017 Teenactiv
 19
www.teenactiv.co.za

