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Foreword 
Work Studies for Senior Students provides a foundation in the knowledge, skills and 
attitudes that are essential preparation for life and work. This book builds into a working 
document that assists students to develop employability skills and to recognise the links 
between education, training, work and lifestyle; and to understand the principles of 
lifelong learning and work ethic. It will develop students’ skills in assessing work-related 
information; prepare them to present themselves to potential employers; and to learn how 
to function effectively in the workplace. 

Employability skills are a set of skills that employers consider to be essential as a starting 
point to a working life. Employers realise that when workers are strong in these skills they 
have a far better chance at being successful in the workplace and they will also increase 
their opportunities to succeed in their job. Employers will also look for positive attributes 
in their workers, such as loyalty and responsibility. 

The practical features of the activities in this book enable students to gain a full 
understanding of industry and its operations, workplace relations, and expectations for 
training and working as an employee, or in undertaking self-employment. Students are 
able to test their knowledge and understanding with options to experience work and 
community service, and to interview and discuss workplace issues with employers and 
employees. They are provided with opportunities to develop employability skills in real-
life situations in the workplace and bring these experiences back to the class room for 
reflection and debate. 

The content and activities in Work Studies for Senior Students offer the flexibility to enable 
students to acquire knowledge, skills and understanding in employment, career planning, 
and managing change, which will assist in preparing them for a variety of employment 
and life contexts and to make a smooth transition from school to work. 

 

Acknowledgement 

I would like to acknowledge Robert Mulas as Consulting Editor on this book. As my life 
partner he is my constant star facing true north, encouraging and supporting me in all that 
I do. 

Robyn Elks 
Sydney 2013  
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CORE 
MY WORKING LIFE 

 

This module focuses on assisting students to take responsibility for planning and 
implementing their career plan and revising it as required. 
 
 
1. Transition from school to work 

 
1.1 Work phases in life  
 
 
  
 
 
 
 
 
 
 
 

 
 
 
 
   
 
 
 
 
 
1.2 Current skills and interests 

 
 
 
 
 
 
 
 
 
 
 
 

  

Work 
phases 
in life 

Work 
responsibilities 

in home

School, other 
experiences 

and 
being ready 
for work

Moving from 
school to work Working life

Retirement 

A transition is a period of change from one stage of life to 
another. Each work phase in life will bring with it different 
actions, thoughts and feelings. 
 
Work responsibilities in home include cleaning, washing up, 
mowing the lawn and keeping your room tidy. 
 
School, other experiences and being ready for work include 
community service, work experience, and industry research. 
 
Moving from school to work will include an audit of your current 
skills and interests; ensuring your Résumé is up-to-date; 
making decisions about what you want to do and researching, 
planning your exit from school with your Careers Adviser to 
set goals and to develop Plan A and B. 
 
Working life will involve learning new skills through work and 
training; purchasing big items such as houses and cars; 
marrying and having children will also be an option for most 
people. 
 
Retirement needs to be planned early on in your working life to 
ensure that you will have enough security to live comfortably 
when you complete your working life. 

Current 
skills and 
interests

Personal skill 
sets

Awards, 
achievements, 
experiences and 
their relevance 
to employability

Areas of 
career 
interest

Current skills and interests can be identified as the things you are 
good at and like to do. As you go through school you are likely 
to experience achievement from doing things well either in the 
class room, on the sporting field or through involvement in 
extra-curricular activities at school or in the community. 

These skills and interests help to define who you are as a 
person and provide a starting point for thinking about potential 
careers as you link what you are good at and what you like 
doing to what you could do in the workforce. 

These skills are then translated into the workplace as 
employability skills and personal attributes. 
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1.3 Life and career goals 
 
There is a lot to consider when planning your life and career goals. You should think about 
your life interests and needs in a range of life areas and how these can fit together to form 
your career goals. 
 
A job involves the tasks that you perform everyday in your occupation as a tradesperson, 
teacher, executive, etc.  
 
A career is a job or occupation regarded as a long-term or lifelong activity in which you 
are prepared to build skills and knowledge through continuous training and development 
of your craft. The career you choose will be guided by, and have an impact on, the type of 
lifestyle you want to live. 

 
1.4 The need to plan to achieve goals 
 
Setting goals helps you to achieve short, medium and long term goals in your planning. 
For instance, deciding you will learn how to match colour is a skill that you would use as 
an Interior Designer – this exercise is a short-term goal. The medium-term goal is to 
successfully study and attain the qualifications required to achieve the long-term goal of 
becoming an Interior Designer.  
 

 
 

 
 
 
Part of the planning process is to be honest about yourself when thinking about who you 
are and in setting realistic goals. It is not a good idea for a person to set their sights on a 
career as a car mechanic if they don’t like the smell of grease and oil; and it is not very 
productive to want to be an engineer if their grades in Physics or Mathematics are poor.  
 
A lot of your planning will involve your view of life and personal values and goals. 
Personal values and goals come from a number of major influences such as community, 
family, school, peers, and media. Planning will help make the steps easier to follow 
because you will be more aware and better prepared and more likely to achieve success. 
 
1.5 Identifying pathways to achieve life and career goals 
 
In effect, identifying pathways is about charting your course in life by deciding on the job 
or career path you would like to follow and then planning the steps to achieve those goals. 
This will most likely require further study through a tertiary institution or on-the-job 
training. The combination of existing skills and an awareness of developing skills, 
particularly in areas that may have employment possibilities is a necessary part of 
preparing your career path.  

 
 
  

Set the Goal 
Make informed 

Decisions 
Plan the Pathway 

Transition from school to work 
 
1. Explain the steps you need to take to transition  
from school to work.  
 

a) ________________________________________________________ 
 

b) ________________________________________________________ 
 

c) ________________________________________________________ 
 

d) ________________________________________________________ 
 

e) ________________________________________________________ 
 
 

 
 
2. Explain why it is important for you to understand this process of transition 
from school to work. 

 
________________________________________________________________________________ 
 
________________________________________________________________________________ 
 
________________________________________________________________________________ 
 
________________________________________________________________________________ 
 
________________________________________________________________________________ 
 
________________________________________________________________________________ 

 
 
3. Propose future changes to self, family and community over time. 
 

________________________________________________________________________________ 
 
________________________________________________________________________________ 
 
________________________________________________________________________________ 
 
________________________________________________________________________________ 
 
________________________________________________________________________________ 
 
________________________________________________________________________________ 
 

Transition from school to work 
is a time to develop and build 
skills, based on education and 
training that helps students 
become productive members of 
the society. Some of the most 
immediate considerations in this 
time include issues related to:  
 education and skills 

development 
 unemployment and 

inactivity 
 job search 
 labour market entry 
 occupational matches 
 stable employment and 

adequate income 
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4. Class discussion  
 

a) Where do you see yourself in 10 and 20 year’s time 
b) Where do you see your family in this time?  
c) How much do you think your community will change and grow over this time as 

children grow up and move away and new people move into the neighbourhood? 
 
5. Create a timeline for you, your family and your community to reflect what 
these changes might look like. 
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Planning your transition from school to work has many benefits. 
 

 
6. Discuss this statement with the person next to you and complete the following table 
with each of your responses. 

 
 Benefits Disadvantages 

Your response 

  

Your partner’s 
response 

  

 
 

 
7. Identify personal skills and interests. 
 

 
Write down at least 6 things you are interested in doing. 
 
1.______________________ 4. ______________________ 
 
2.______________________ 5. ______________________ 
 
3.______________________ 6. ______________________ 
 

 

  

Interests 
 
Your interests in life will often 
determine the type of work 
you do. If you are not 
interested in cars, for 
example, you are not likely to 
want to work as an 
automotive mechanic. So it is 
important to be able to think 
about your choices in life and 
have a good understanding of 
the sorts of things you like 
doing. 
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Personal Skills/Attributes 

Employers identify personal skills/attributes as contributing significantly to a person’s 
‘employability’ and should be considered as a subset of overall employability skills.  

A list of generic attributes appears below in Table 1. Place a tick beside the 
skills/attributes that describe you. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
      
  
              Table 1: Personal skills/attributes 

 
8. Examine the main steps in the planning process and relate them to career 
planning 
 
 
 9. Class discussion 
 

Discuss this outline of the career planning process.  
  

 Attribute  Attribute  Attribute  Attribute 
 active  emotional  industrious  persistent 
 adaptable  energetic  integrity  persuasive 
 affectionate  enthusiastic  intelligent  positive 
 ambitious  extroverted  interesting  reliable 
 artistic  faithful  introverted  resourceful 
 athletic  flexible  intuitive  respectful 
 caring  focused  kind  risk-taker 
 cheerful  friendly  logical  sensitive 
 common sense  generous  loving  smart 
 confident  gentle  loyal  sociable 
 considerate  happy  methodical  talkative 
 creative  healthy  musical  thoughtful 
 curious  honesty  passionate  tolerant 
 decisive  humane  patient  trustworthy 
 determined  humorous  perfectionist  truthful 

Diagram 1: Career Planning 

Know 
Yourself

Skills, Interests 
& Values

Find Out
Explore 
different 
options 

outside of 
school

Make 
decisions
Compare    

options & set 
goals

Take action
Work towards 

your goals
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10. Reflect on who you are and the experiences you have had up to this point 
and take notes on these thoughts in preparation for creating your own career 
plan. A few websites to help you with your plan are set out below. 

www.myfuture.edu.au 
www.yourcareerguide.com.au 
http://content.mycareer.com.au/advice-research.aspx

“My Career Plan”  

_______________________________________________________________________________________ 

_______________________________________________________________________________________ 
 
_______________________________________________________________________________________ 
 
_______________________________________________________________________________________ 
 
_______________________________________________________________________________________ 
 
_______________________________________________________________________________________ 
 
_______________________________________________________________________________________ 
 

 
11. Examine the range of pathways from school to work that are shown in  
Diagram 2. 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Diagram 2: Pathways 
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Cadetships 
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University 
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Private College 
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Divide the class into 3 or 6 groups (depending on class size). Each group is to examine the 
following questions/statements and present a 3 minute talk to the class on their findings. 
A summary of each group’s research is to be handed to other class members at the end of 
the talk. 
 
     Questions/Statements 
      

 What are the minimum requirements for acceptance 
into each of these institutions? 

 What is the cost of attending each of these 
institutions? 

 What levels of qualifications are offered at these 
institutions? 

 Discuss the benefits of further education? 
 
 

  Describe each of these terms. 
 Explain the type of jobs that are offered with each of 

these training types. 
 Explain the general requirements that exist for being 

successful in getting one of these job types. 
 
 

 Describe each of these terms. 
 What would be the advantages and disadvantages of 

being unemployed? 
 What would be the advantages and disadvantages of 

participating in community service or volunteering? 
 Explain the benefits of doing Work Experience. 

 
 

 
12. Class Debate 
 

It is an advantage to complete the Higher School Certificate. 
 
  

University 
TAFE 
Private College 

Cadetships 
Apprenticeships 
Traineeships 

Unemployment 
Community 
Service 
Volunteer work 
Work Experience 
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What is the cost of attending each of these 
institutions? 

What levels of qualifications are offered at these 
institutions? 

Discuss the benefits of further education? 
 
 

 Describe each of these terms. 
Explain the type of jobs that are offered with each of 

these training types. 
Explain the general requirements that exist for being 

successful in getting one of these job types. 
 
 

Describe each of these terms. 
What would be the advantages and disadvantages of 

being unemployed? 
What would be the advantages and disadvantages of 

participating in community service or volunteering? 
Explain the benefits of doing Work Experience. 

 
 

 
12. Class Debate 
 

It is an advantage to complete the Higher School Certificate. 
 
  

University 
TAFE 
Private College 

Cadetships 
Apprenticeships 
Traineeships 

Unemployment 
Community 
Service 
Volunteer work 
Work Experience 
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13. Investigate how family and friends identified their life and career goals.  
 
 

Your control groups will be ten Year 12 students and ten older family members. You will 
need to interview or survey your subjects to achieve answers to the statement above. One 
method of conducting your investigation is set out here.  

 
Construct your interview questions in class. Make sure you have enough questions 

to enable you to reach a conclusion for how your control groups identified their life 
and career goals. 

Interview or survey your control groups. 
Write a report to present to the class. 
 

 
 
 

 

Question Bank for Year 12 students 
 

What goals do you have for the things you would like to do in your life? 
How will you achieve these goals? 
Do you think that these goals are realistic and achievable? 
Have you spoken to anyone about your career goals? If yes, who have you 

spoken to and have you taken their advice on board? 
Have you set any goals for when you leave school? If yes, what are they? 
Have you developed a career plan? If yes, what does it look like? 
If you have developed a career plan have you included ways of achieving your 

career goals? 
Do you understand the term ‘network’ and its importance? 
Have you developed a ‘network’? 

Question Bank for family members 
 

When you were younger what goals did you have for the things you wanted to 
achieve in your life? 

Did you achieve these goals and if so, how? If not, do you know why your goals 
changed? 

Do you think that these goals were realistic and achievable? 
Over the years have you spoken to anyone about your career goals? If yes, who 

have you spoken to and did you take their advice on board? 
Did you set goals for when you left school or leave it to chance? If yes, what were 

these goals? 
Did you develop a career plan while still at school or since leaving school? If yes, 

do you remember what it looked like? 
If you did develop a career plan did you include ways of achieving your career 

goals and did you achieve some or all of them? 
Do you understand the term ‘network’ and its importance? 
Have you developed a ‘network’ over the years? 
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14. Class Discussion 
 

Discuss the options that people face throughout their lives with respect to their work-life 
balance. 
 
Balancing work, home and leisure 
Your job or career will often dictate the type of social life you are able to enjoy so you 
should take this into consideration when deciding on a career. For example, if you enjoy 
socialising with friends on weekends then the hospitality industry is probably not the job 
for you because it requires working nights and weekends. Obviously, some jobs will 
require certain sacrifices like having to work overtime when you arranged to go for a long-
planned night out on the town. At the same time, work provides an ability to form strong, 
supportive friendships. 
 
Current thinking about why people are working longer hours and the general reluctance 
to take time off, or take holidays is that organisations are creating competitive working 
environments. Workers feel they must continually perform at a high standard to keep 
their jobs. They are concerned about taking time away from work and being seen as 
replaceable in their job. Working long hours and not leaving enough time to socialise or to 
spend time with your family can create stress, lead to depression and ill-health, and cause 
anger and resentment when family responsibilities are sacrificed. Balancing work with 
social life and with family responsibilities is as important as the job you do, or the career 
you are striving towards. 
 
A characteristic of work is that as an individual you ensure that you look after yourself by 
eating healthy food and getting the right amount of exercise and rest. Overwork, excessive 
drinking, smoking, drug-taking, lack of sleep, overeating or eating the wrong foods can all 
contribute to low job performance and can eventually impact on your health leading to 
serious health issues. Balancing life and work is very important in maintaining a healthy 
lifestyle, both in mind and body.  
 

 
15. Read the script above, Balancing work, home & leisure and debate the following 
statement. 

 
Working long hours is detrimental to a person’s health and well-being. 
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