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GRADE 11 LIFE ORIENTATION
TOPIC: CAREERS AND CAREER CHOICES (CCC)

					NOVEMBER 2019
1 ½ HOURS								80 MARKS	

NOTE TO TEACHERS: Remember, this is a bank of questions and therefore may contain some overlaps and might not fully adhere to the weighting of Bloom’s Taxonomy. Keep this is mind when selecting questions for your paper. Use the table below to help you when choosing your questions.

	Weighting (suggested) 
	Weighting (Actual)
	Cognitive level 
	Bloom’s taxonomy 

	30% (24 marks) 
	24 marks
	Lower Order
	Level 1&2

	40% (32 marks) 
	32 marks
	Middle Order
	Level 3&4

	30% (24 marks) 
	24 marks
	Higher Order
	Level 5&6


All essay questions are weighted the same so no matter which essay question combo a learner chooses, they will still have the same weighting out of 80. 

REMINDER: Final paper should include components of each topic covered in Terms 1-4.					
______________________________________________________________
INSTRUCTIONS AND INFORMATION
1. The question paper consists of THREE sections, namely SECTION A, SECTION B and SECTION C.
2. The questions in SECTION A and SECTION B are compulsory.
3. Answer any TWO questions in SECTION C.
4. Read ALL the questions carefully.
5. Number the answers correctly according to the numbering system used in this question paper. Start each question on a new page.
6. Write neatly and legibly.
[bookmark: _Hlk13038078]
SECTION A. (Compulsory)
[bookmark: _Hlk13056020]Answer all the questions in this section.

Question 1

Various options are provided as possible answers to the following questions. Choose the correct answer and write only the letter (A–D) next to the question number (1.1.1 – 1.1.5) in the answer book, for example 1.1.3. E.
 
1.1.1 	Looking for a job in the local newspaper:
A. Is pointless because many companies do not advertise there anymore.
B. Can be difficult because many of the adverts are outdated and not edited.
C. Gives job seekers access to companies who don’t advertise on the internet.
D. Is not a good idea as the information is not edited and contains mistakes.
[bookmark: _Hlk13036785](Lower Order)
1.1.2	The acronym SETA stands for:
A. Sector Education and Training Association 
B. Sector Education and Training Authority
C. Skills Education and Training Association
D. Secondary Education and Training Authority 	
									(Lower Order)
											
1.1.3 	Lying on your CV is:
A. Is illegal as it is considered to be fraud.
B. Is only wrong if the company catches you.
C. Is considered a form of creativity.
D. Is unethical and SAQA is considering making it illegal. 
(Lower Order)
						
1.1.4.	An opportunity for learners to observe someone doing their job is known as:
A. Apprenticeship 
B. Practical observation
C. Internship
D. Job shadowing 
(Lower Order)

1.1.5.	Truck drivers, waitrons and flight attendants are examples of:
A. Unskilled labour.
B. Semi-skilled labour.
C. Mildly skilled labour.
D. Skilled labour.
(Lower Order)  
[bookmark: _Hlk17095459]                                                                                                                                                                (1x5)[5]
	          
1.2. 	Give ONE word/term for EACH of the following descriptions. Write only the     word/term next to the question numbers (1.2.1 to 1.2.5) in the ANSWER BOOK. 

	1.2.1     A job where the worker does not need any particular skill or formal education.
(Lower Order)                                                                                                                                                                               
	
(1)

	1.2.2     When a company is open and honest communication about its practices and beliefs.                 
(Lower Order)                                                                                                                                                                               
	
(1)                          

	1.2.3     The qualification you receive after completing and passing your final grade 9 examination.            
(Lower Order)
	
(1)

	1.2.4     The document you send with your CV which provides further information on your qualifications and why you are suitable for the job.            
(Lower Order)
	
(1)

	1.2.5     The name of the person who finds jobs for others and is paid by the company once they employ a suggested candidate.
(Lower Order)
	
(1)


                                                                                                                          (1x5)[5]                                                   
1.3 	Answer the following questions by writing the answer next to the question numbers (1.3.1 to 1.3.4) in the ANSWER BOOK. Write your answers in full sentences.

[bookmark: _Hlk3306961][bookmark: _Hlk16104476][bookmark: _Hlk13153146]1.3.1     Mention TWO places one could find job advertisements.	      (2x1)(2)
    (Lower Order) 
  
[bookmark: _Hlk17137512]  1.3.2   	Provide TWO negative consequences for the individual when	               lying on their CV. 							      (2x2)(4) 
 (Middle Order)                                                                                                                               
                                                                                          
  1.3.3   	Discuss the effectiveness of SAQA for people applying to tertiary          studies.  							      	      (1x2)(2)
          (Middle Order)
	                 						   
   1.3.4	Suggest ONE scenario where you could apply for a job,                        even though you do not meet the minimum requirements.             (1x2)(2)
				  (Higher Order)

                                                                                                                                                                                                  

 

TOTAL SECTION A: 20









SECTION B (Compulsory)
Answer all the questions in this section.


Question 2

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


Ana thought that she was prepared for her interview at her dream company. She realised that the interview was her chance to show off her competencies.
Her interview was going well, until the hiring agent asked her about how the company started. She had not prepared for such a question. 
[Anonymous. Accessed 07 July 2019]



[bookmark: _Hlk13060652][bookmark: _Hlk3318189]2.1     Define the concept ‘competencies’ and state TWO interpersonal skills           that companies looks for in a candidate.					   (1+2)(3) 
(Lower Order)

2.2    	Provide TWO reasons why you think it is important to do research               about the company you apply at.						   (2x1)(2)
(Lower Order)

2.3     	Discuss ONE interview practices which could assist Ana to be         emotionally strong in her interview.     					   (1x2)(2)
(Middle Order)

[bookmark: _Hlk13062658]2.4	Assess TWO negative causes of not dressing appropriately for 	          your interview.								   (2x2)(4)							   		   (Middle Order)

[bookmark: _Hlk5301602]2.5     	Recommend TWO practical strategies young people could put 		into place to boost their self-esteem if she does not get the job.    
                                                                                                                      	   (2x2)(4)
(Higher Order)

                                                                                                                                                                                		[15]




Question 3
Refer to the adapted article below and answer the questions that follow.
 (
Lying on your CV could soon be a criminal offence
Published: May 28, 2019
B
y: 
A
melia
 
G
riesel
“Fake it until you make it” is one of the many maxims floating around on social media these days. But, if a new bill is passed, faking it on a CV could have severe long-term consequences. The 
bill,
 called the National Qualifications Framework Amendment Bill and now officially adopted by the National Council of Provinces, aims to prevent South Africans misrepresenting their qualifications when applying for employment.
Should the bill become law, those found lying on a CV or presenting fraudulent qualifications won’t be let off with a simple slap on the wrist. The bill seeks to implement a ‘name and shame’ approach in much the same style as those publicly-accessible registers for more serious crimes, like sexual offences.
Those found to be guilty may also be liable to a fine and / or imprisonment for a maximum period of five years. The bill has been submitted to President Cyril 
Ramaphosa
 for approval.
[
Adapted from: 
http://www.csinvestigate.co.za
 Accessed on 08 July 2019]
)








	






3.1 [bookmark: _Hlk5302006][bookmark: _Hlk16106081][bookmark: _Hlk3319959]Define the term ‘fraud’ and explain how lying on a CV could be considered as  fraud.  		   (1+2)(3)
(Lower Order + Middle Order) 
[bookmark: _Hlk5302111]
3.2 Provide TWO reasons why people lie on their CV to make it more       impressive.		   (2x2)(4)
	 (Middle Order)

3.3 Discuss ONE possible advantage of voluntary work as part of your CV.                                                                                                               
                                                                                                                          (1x2)(2)    
(Middle Order)

3.4 Evaluate the effectiveness of this bill in relation to applications and employment.	            (1x2)(2)
		 (Higher Order)

3.5 Suggest TWO reasons why companies would want this bill to be             passed.     									   (2x2)(4)
(Higher Order)

         [15]
TOTAL SECTION B: 30
SECTION C (Choice)

Answer any TWO questions in this section.

Your responses must consist of paragraphs. Marks will only be allocated for responses written in full sentences.

Question 4:

 (
Finally, you’ve matriculated and al
l of a sudden, life is no longer about exams and homework (or saving your weekly allowance to buy 
something special
). In an instant, it becomes a constant struggle of selling yourself to hiring managers and praying for call-backs. And then it happe
ns
—you say goodbye to unemployed life…
First jobs are so critical that whatever choices you make in your first few months may define the rest of your career. 
But t
hings don’t always go as planned. 
After a
 few weeks sitting in your cubicle, earphones at max volume while hacking away at your spreadsheets and documents
, y
ou 
may 
start to drink a lot more coffee and ask yourself “Why am I even here?” You check social media to lighten up only to see 
selfies
 of your 
friends
 having so much fun in their new jobs
 whilst your job is the last place you want to be.
[Adapted from 
www.securitybank.com
.
 Accessed on 8 August 2019]
)Study the case study below and answer the question that follows.
Write paragraphs on expectations versus reality within the world or work.

Use the following as a guideline:
[bookmark: _Hlk4398675]
· [bookmark: _Hlk17054927][bookmark: _Hlk16436340][bookmark: _Hlk13077138]Define the term ‘self-knowledge and mention TWO ways that                                 self-knowledge could help to avoid job dissatisfaction.			  	  (1+2)(3)
(Lower Order)

· Explain THREE ways how perseverance can help you when your
expectation of work does not meet the reality.                                        	  (3x2)(6)                     
                                                                                                              (Middle Order)
		
· Recommend THREE ways how someone can overcome a negative attitude                     because of unhappiness. In your answers, also indicate how EACH recommendation could positively impact someone’s unhappiness in the                    workplace.				  					     	  (2x3)(6)
(Higher Order)
	

			 [15]                                                                                                                     



Question 5:

[bookmark: _Hlk13070115]Study the following cartoon with supporting extract and answer the question that follows.
 (
Social Media Could Prevent College Students from Getting Jobs
In the age of the internet, you need to assume anything you post can, in theory, be seen by anyone and everyone. It’s easy to slip up on privacy settings, or for a friend to share or forward photos and comments without thinking.
 S
ocial media issues could be the reason you don’t get that dream job. In a recent survey by CareerBuilder, over 40% of polled employers said they use social media to screen possible hires. Of that 40%, nearly a third “said they have found problems that resulted in them rejecting the candidate.” 
[Adapted from 
http://dynamicinfluence.com
.
 Accessed on 7 July 2019]
)
[image: ]











 (
[Accessed from 
www.hongkiat.com
.
 Accessed on 07 July 2019]
)





Write paragraphs on social media’s effect on the job application process.

Use the following as a guideline:

· [bookmark: _Hlk16141942][bookmark: _Hlk4398750][bookmark: _Hlk13077203]Define the concept digital footprint and mention TWO ways it could negatively affect someone’s chance of getting a job.	   				            (1+2)(3)
(Lower Order)                               

· [bookmark: _Hlk17091887]Explain THREE ways how a job seeker could build a negative                     impression on social media that will influence their chance of getting a                   job.	 										 (3x2)(6)
		(Middle Order)

· [bookmark: _Hlk16163085]Suggest TWO ways candidates can ensure their profiles create a positive         image during their job search. In your answers, also indicate how EACH   suggestion could positively impact the impression of a hiring agent.	             (2x3)(6)
(Higher Order)

													    										      [15]	                                                                                                                                                      
			

                                                       


Question 6:
[bookmark: _Hlk13068879] (
[
Accessed from: 
https://speckyboy.com
.
 Accessed on 07 July 2019]
)[image: ][image: ][image: ]Study the following CV designs and answer the question that follows. 



Write paragraphs on CV writing practices.

Use the following as a guideline.

· [bookmark: _Hlk16438073][bookmark: _Hlk4403840][bookmark: _Hlk13055820]Briefly describe the function of a CV and mention TWO reasons why it is so important to have a professional looking CV.   				    (1+2)(3)
(Lower Order)

· [bookmark: _Hlk5303741]Explain THREE changes that could be made to the above CVs to make    them look more professional.						   (2x3)(6)
(Middle Order)

· [bookmark: _Hlk17092019]Advise your fellow learners why it is important to update your CV for each job you apply for. In your answers, also indicate a way that a candidate could rework their CV for each job.       				    			           
                                                                                                                (2x3)(6)
 (Higher Order)
MEMORANDUM 

SECTION A

Question 1.1
1.1.1.   C √
1.1.2.   B √
1.1.3.   D √
1.1.4.   D √
1.1.5.   B √
                                                                                                                                            
  [5]                                                                                                                                                                

Question 2.1
1.2.1.   Unskilled labour √
1.2.2.   Transparency √
1.2.3    GET/ General Education Training√	  
[bookmark: _Hlk3306925]1.2.4.   Cover Letter/ Letter of Application/ Application Letter √
1.2.5	 Recruiter/ Recruitment agent/ Accept Head hunter/ Agent is too vague √
                                                                                                                               				       (5x1)(5)   

1.3.1     Mention TWO places one could find job advertisements.		               (2)
(Lower Order) 
· Social Media (Allow for specific relevant examples like FaceBook of LinkedIn) 
· Job specific website such as PNet or Careers24
· The Newpaper
· Word of mouth
· Pamphlets
· Posters

  
  1.3.2  	Provide TWO negative consequences for the individual when	               lying on their CV. 							      	      (2x2)(4) 
 (Middle Order)
     
· [bookmark: _Hlk17137590]The company might hire you for a job you are not qualified to do, and you might crack under the stress and pressure. 
· The company could find out and spread the word to other companies so that you are not hired by those companies either. 
· [bookmark: _Hlk13061889]The company might report you to SAQA which could result in name going on a public list hosted by SAQA (assuming National Qualifications Framework Amendment Bill gets passed). 
· Allow for alternative, well-reasoned answers
                                                                                                                              
                                   
                                                       
1.3.3   	Discuss the effectiveness of SAQA for people applying to tertiary          studies.  							      	                 (1x2)(2)
(Middle Order)

· It gives us the NQF framework so we know how much our qualification is ‘worth’ and whether it will be sufficient for the job we want to pursue.
· We know that if a qualification does not have an NQF level, the qualification is not necessarily up to standard and should be researched further. /or/ the qualification might be disregarded when applying at certain companies.
· Allow for other well-reasoned and applicable answers.
             
                						   
1.3.4	Suggest ONE scenario where you could apply for a job,                               even though you do not meet the minimum requirements.             	      (1x2)(2)
				  (Higher Order)
· If you are very close to the minimum requirements and have something extra, like an external course, that could make up for your lack in the requirements or put you above other candidates. 


	
          											
										
SECTION B

Question 2:

2.1     Define the concept ‘competencies’ and state TWO interpersonal skills           that companies looks for in a candidate.					   (1+2)(3) 
                                                                                                      (Lower Order)
· Competency: the ability to do something successfully or efficiently
· Active listening
· Teamwork
· Responsibility
· Dependability
· Leadership
· Motivation
· Flexibility
· Patience
· Empathy
· Allow for alternatives

2.2    	Provide TWO reasons why you think it is important to do research               about the company you apply at.						   (2x1)(2)
                                                                                                                (Lower Order)
· Demonstrates that you are enthusiastic and serious about the job
· Allows you to be able to explain how your skills, knowledge, and values match those of the organization and industry. 
· It helps determine if this is an organization at which you would want to devote the next few years of your work life.
· Helps you answer any interview questions about the company. 
· Gives you a chance to prepare some of your own questions for the interviewer. 

2.3     	Discuss ONE interview practice which could assist Ana to be          emotionally strong in her interview.     					   (1x2)(2)
                                                                                                               (Middle Order)
· Be prepared to answer questions and have documents ready           so that you do not feel uncertain and unprepared. 
· Have everything you need set out beforehand so that you don’t have to rush and make yourself flustered before the interview. 
· Take deep breaths if nerves start to kick in to help stay calm and collected. 
· Leave for the interview extra early so that small delays (getting lost/ traffic) do not add to stress before the interview. 
· Allow for alternative, well-reasoned answers.

2.4	Assess TWO negative repercussions of not dressing appropriately for 	          your interview.								   (2x2)(4)
							   		    (Middle Order)
· It will show that you did not take the time to research the dress code of the company, making them think that you are unprepared /or/ too lazy to find out correct procedures. 
· It could be a different style to the company’s culture, making them think that you will not fit in with their company and staff. 
· You may look unprofessional and they may think twice about hiring you as you will not create a good image for the company. 
· You may be too informal or overdressed making clients either not take you seriously or feel uncomfortable in your presence. 

2.5     	Recommend TWO practical strategies young people could put 		into place to boost their self-esteem if they do not get the job.       	   (2x2)(4)
                                                                                                               (Higher Order)

· View the rejection as a learning opportunity and a positive way to improve your career skills. 
· Ask company for feedback so that you can improve your skills. This creates a sense of empowerment as you can do something to fix the problem. 
· Only allow a set ‘wallowing’ period so that she doesn’t become bogged down by negative emotions but is still able to get these emotions off of her chest. 
· Realise that there are other jobs out there and do her best to get these jobs instead of staying focused on the job she didn’t get. 
· Allow for alternative, well-reasoned answers. 
                                                                                                                        [15]
												 

Question 3:

3.1 Define the term ‘fraud’ and explain how lying on a CV could be considered as  fraud.  		   (1+2)(3)
                                                                                  (Lower Order + Middle Order)
· Fraud: Intentionally deceiving others for gain /or/ unjustifiably claiming or being credited with accomplishments or qualities. 
· When one puts false information on a CV, they are creating an incorrect impression of themselves which could result in the company hiring them when they do not meet the requirements. 
· Allow for alternative, well-reasoned answers. 


3.2 Provide TWO reasons why people lie on their CV to make it                        more impressive.		   (2x2)(4)
                                                                                    (Middle Order)
· [bookmark: _GoBack]People feel that their qualifications are not good enough to get the job, so they lie to sound more impressive and highly qualified. 
· People have gaps on their CV where they were unemployed, so they make up employment or study opportunities to fill in that space. 
· People do not want to admit that they were fired or let go, so they create different reasons for leaving their job to look better for a hiring company. 
· People don’t have enough references /or/ cannot use the people they worked for as references, so they pretend that their friends and family members are they people that they worked for so that the hiring agent hears a favourable report. 
· Allow for alternative, well-reasoned answers.

3.3 Discuss ONE possible advantage of voluntary work as part of your CV.                                                                                                               
                                                                                                                          (1x2)(2) 
                                                                                                                (Middle Order)   
· [bookmark: _Hlk17138515]It allows you to gain experience in the sector, providing you with much needed experience. 
· It shows that you are willing to work hard without incentives which would cost a company money. 
· Demonstrates your interest and enthusiasm for the job, which will keep you motivated in the working world. 




3.4 Evaluate the effectiveness of this bill in relation to applications and employment.	            (1x2)(2)
                                                                                                       (Higher Order)
· This bill will be effective because many people will only stop doing something if there is a consequence. 
· This bill will not be effective as we do not have the manpower to keep this list updated.  Many companies will not use it if it is outdated and people will still get away with fraud. 
· This bill will be effective as people are very sensitive about their image  and they won’t want this to be ‘brought down’ so they will not lie on their CVs. 
· Many people know that if they get a criminal record, they will struggle to get a job, yet many people still commit crime.  The citizens that this list is targeting are unlikely to be scared by a list as there are more severe punishments out there which do not deter some people. 


3.5 Suggest TWO reasons why companies would want this bill to be             passed.     									   (2x2)(4)
                                                                                                      (Higher Order)

· This will make it easier to spot people who have committed fraud on their CVs, making it less likely that people with the incorrect qualifications will get hired. 
· If someone is okay with committing fraud, they will be more likely to commit other unethical acts in the workplace, such as theft. This bill would make it more difficult for unethical people to get into a company, therefore making the company safer. 
· [bookmark: _Hlk13057280]This will make hiring agents jobs easier as they can check the list. This means it is less likely that hiring agents will get into trouble for hiring unqualified people. 
· Allow for alternative, well-reasoned answers.

[15]


SECTION C

Question 4

Define the term ‘self-knowledge and mention TWO ways that self-knowledge                could help to avoid job dissatisfaction.			  				(1+2)(3)
(Lower Order)
· Self-knowledge: an understanding of one’s self, our motivations and character.
· You will be more likely to be successful if you choose a job according your strengths.
· You will choose a job that aligns with your morals therefore avoiding unpleasant moral debates whilst completing your work.
· You will know the type of environment you would like to work in and apply for jobs that have this environment.
· You will know what weaknesses to work on to get into your dream job so by the time you are working, you have made them strengths/ improved on these areas.
· Allow for alternative answers.

Explain THREE ways how perseverance can help you when your expectation of            work does not meet the reality.                                                             		  (3x2)(6)
                                                                                                                         (Middle Order)

· Allows us to overcome small obstacles  which may have hindered your commitment to your career path. 
· [bookmark: _Hlk17091706]It allows us to keep working hard/ with a positive attitude  to meet our boss’s new and often higher expectations 
· It allows us to view rules and strict consequences  as a challenge and a learning curve instead of giving up. 
· It will help you find a way around financial issues  by learning to budget for new responsibilities. 
· It will keep us motivated to become friendly with our co-workers  despite very busy work hours and everyone being stuck in their own office. 
· It will allow us to see that overtime work / or/ paperwork  will help us to grow as an employee. 
· Allow for alternative, well-reasoned answers.
		
Recommend THREE ways how someone can overcome a negative attitude                     because of unhappiness. In your answers, also indicate how EACH recommendation        could positively impact someone’s unhappiness in the workplace.		  	  (2x3)(6)
                                                                                                                         (Higher Order)

· They could speak to their boss or manager about their problems/ what is making them unhappy and ask for solutions/advise on how to deal with these problems. This would show those with authority that they are willing to work hard to overcome their problems and make management more likely to help them /or/ this could produce viable solutions and help them learn and grow as a person. 
· They could speak to HR if they feel they are not being treated fairly and ask for a mediated meeting between themselves and the offending party. This would ideally result in everyone’s views being heard and all parties coming to an understanding/ collaborating to form a more positive work environment. 
· They could try to communicate with their colleagues more often during lunch or at work functions so that they can form professional relationships and friendships. This would stop them from feeling so isolated whilst at work. 
· They could attempt to upskill themselves if they are struggling with a specific aspect of the job.  This would make their jobs more manageable and make them feel more confident at what they are doing. 
· Allow for alternative and well-reasoned responses. 
	
[15]


Question 5	


Define the concept digital footprint and mention TWO ways it could negatively affect        someone’s chance of getting a job.	   				                      (1+2)(3)
(Lower Order)   
· A digital footprint is the information that we put on the internet, which cannot be erased.  
· [bookmark: _Hlk16142034]Future employers/ hiring agents can search our hidden information on the internet   
· [bookmark: _Hlk13156536]They can find information that makes us seem unsuitable for the position. 
· [bookmark: _Hlk16142190]They could see comments that make us seem unprofessional
· Hiring agents may feel our lifestyle makes us seem untrustworthy or unreliable. 
· Hiring agents may see things that do not fit in with the company philosophy or values. 
· Allow for alternative responses

Explain THREE ways how a job seeker could build a negative impression on                social media that will influence their chance of getting a job.				  (2x3)(6)
(Middle Order)
· Provocative/inappropriate photos/comments  may make the future employer think that you are not professional/ serious enough for their position. 
· Photos of excessive drinking and partying may  suggest that you will come to work under the influence /or/ skip work because you partied too hard over the weekend. 
· Proof of drug use  would make a company turn you down as they do not want to be associated with illegal activities. 
· In appropriate language/ overuse of slang or text language may suggest that you have poor communication skills. 
· Bad-mouthing a previous employer would make a future employer worry that you will also bring their name down by doing the same. 
· Discriminatory comments/ hate speech based on religion, gender, race, etc.  could bring down a company’s image if they are associated with you. 
· [bookmark: _Hlk13156952]They could find proof that you lied about qualifications and are therefore not truly qualified to do the job. 	


Suggest TWO ways candidates can ensure their profiles create a positive image during their job search. In your answers, also indicate how EACH suggestion could positively impact the impression of a hiring agent.	             				             (2x3)(6)
(Higher Order)
· They can ensure that their profile pictures are professionalby wearing business clothing and neat hairstyles. This creates a good first impression as they will believe this is how you will look for work each day. 
· [bookmark: _Hlk16145786]They could find the company they want to work for and follow their social media pages This will suggest loyalty and a genuine interest in the company. 
· They could follow and comment on things the company works with/ stands for so that they show dedication to the work they would be doing. 
· They could make sure they never post inappropriate things that they could be judged for later.  This will show a future employer that they always watch what they say on social media and will not bring negative attention to the company. 
· They could ask friends to check with them before posting things on their timeline so that they ensure it creates the correct/ professional image that future companies can be proud of/ drawn to. 
· Set their profile so that they must approve anything before it gets linked to their profile  making it less likely that friends can post inappropriate things without their knowledge which ensures that hiring agents have nothing negative to judge them on. 
· If a friend posts something negative on their timeline, they should express their dissatisfaction by commenting on it as soon as they see it and ask to be untagged.  This will distance them from the post and show hiring agents that even though they were associated with something negative, they followed the correct procedure to keep their name clean.
· They could post proof of things on their CV so that the company knows their CV is genuine.  
· Keep their privacy settings up to date, even if the company can get around this, it could indicate that this person has a level head (depending on the profession). 

							    [15]







Question 6

Briefly describe the function of a CV and mention TWO reasons why it is                     so important to have a professional looking CV.   				    (1+2)(3)
(Lower Order)
· A CV is a document detailing your qualifications for a specific job. 

· This is your first point of contact between you and a potential employer and will create a good impression 
· [bookmark: _Hlk13058334]If it looks professional, they will be more likely to hire you. 
· They will only hire the best candidates for the job. 
· No company wants someone who looks like they will bring disrepute to their brand. 
· Allow alternative, well-reasoned answers.

Explain THREE changes that could be made to the above CVs to make them       look more professional.						   		    (2x3)(6)
(Middle Order)
Only award marks for corrections that apply to the CVs. e.g. there are no examples of spelling errors, so learners cannot comment on this. 
· [bookmark: _Hlk16442534]Writing needs to be bigger so that the hiring agent can easily read the information. 
· The font should be the same to create a clean and sophisticated look which is easy to read. 
· The tone should be more formal  so that the hiring agent knows the applicants take the position seriously. 
· The text should all be aligned and out of boxes so that the hiring agent doesn’t get confused and miss certain information. 
· The most important information should be first instead of humorous catch phrases/intros, so that the hiring agent doesn’t have to search for it. 
· Have pictures that include a formal dress code and a more professional pose so that hiring agents don’t feel you are going to put fun over work.
· Allow for alternative, well-reasoned answers.


[bookmark: _Hlk16442489]Advise your fellow learners why it is important to update your CV for each job you apply for. In your answers, also indicate a way that a candidate could rework their CV for each job.       				    			           	   (2x3)(6)
(Higher Order)
· Each job has different requirements and will not want to hire someone who does not seem to meet these requirements. Candidates should read the job advert carefully put the specifications from the advert on the forefront of their CV. 
· Different companies have different philosophies and cultures. Companies will avoid someone who’s CV does not seem to reflect these philosophies or cultures. This means that candidates will have to research the company and change the tone of their CVs to suit the company they are applying for.
· If candidates are applying for jobs in different industries, the skills needed will be different and employers may be confused as to how a candidate’s skills can be used to benefit their company.  Candidates must put special effort into briefly explaining how their skills can translate into the industry that they are applying for. 
· If you are already in an existing job and are applying for a new job, your CV will be outdated. Companies will not want to employ someone who did not take the time to include their current work experience.  Candidates should ensure that they update their CV and possibly include a good reason for wanting to leave. 
· Allow for alternative and well-reasoned answers.

[15]


TOTAL SECTION C: 30
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Forget the resume, son. Let's
just take a look at what you have
posted on your facebook instead.
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