


BECOMING EMPLOYABLE
As you prepare to enter the world of work, it is important that you understand the 
many factors that can impact on your ability to gain employment. Whether this is 
about applying for a part time job while you are at college or university or applying 
for full time employment, there are some questions you need to ask yourself:

• What do you know about the organisation and the job role?
• How well do you present regarding your online and physical presence and your 

attitude towards the work place?
• Do you understand some of the unique terminology used by employers? 
• Does your CV do you justice? 
• Are you prepared to meet with employers in a face to face interview?

By the end of this programme, hopefully you will have a better understanding of 

these issues and will feel better equipped to take on a potential employer! 



WHY NOW?

Why do you think it is important to 
talk about employability at this stage 

in your life?



PATHWAYS
Within every business sector there are 
numerous job roles requiring different 
skills, attributes and qualifications. 

Choosing what you want to do can be 
complicated but you should always 
choose something that suits you. 

Everyone is different therefore your 
journey into employment may not be 
the same as your siblings, parents and 
carers or your friends and that is okay!

What other pathways into employment can you think of?

Employment 
PathwaysCollege

University
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PATHWAYS INTO EMPLOYMENT 
• APPRENTICESHIPS

• VOLUNTEERING 

• UNIVERSITY

• COLLEGE

• WORK EXPERIENCE PLACEMENTS

• INTERNSHIPS

• EXTRA QUALIFICATIONS

• TRAINEESHIPS

• WORKING FOR A FAMILY OR FRIEND

Here are some of the common 
routes into employment. 

You might even need to access 
a combination of these 
opportunities to get to where 
you want to be.
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2. Outline a pathway into your chosen future career:
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________

For example, English Teacher:
1. Range of Higher qualifications including Higher 

English at grade B.
2. Work experience/volunteering working with young 

people.
3. 4 year Undergraduate degree in English literature.
4. 1 year Postgraduate degree in Education.
5. Complete 1 year as a Probationer teacher in a 

school allocated to you; meeting requirements set 
out by the General Teaching Council of Scotland.

TASKs

1. Select one job role in a business sector you would be interested in choosing as a future 
career, matching your strengths and interests.



3. Referring to your chosen career pathway, create an A4
sized poster on the next page to illustrate your chosen path. Your poster
should refer to:

1. Job title
2. Qualifications required
3. Main features of the job
4. Responsibilities
5. Skills needed
6. Hours of work

You may find the following websites 
useful;
• careerpilot.org.uk
• nationalcareersservice.direct.gov.uk
• plotr.co.uk/careers
• prospects.ac.uk
• e4s.co.uk
• myfuture.com
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ONLINE APPEARANCE 
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SHARING ONLINE 
If you have access to your social media accounts, have a quick 
look through them and note what sort of online content you 
and others share. For example, some people share:

• Job opportunities
• Pictures of their food
• Funny animal videos
• Travel photography

Do you notice any content that is shared that a potential 
employer would find inappropriate? 
Have a discussion with your group about your social media 
presence. 



ONLINE APPEARANCE
TASK 1

Assess the 2 dummy FB and Twitter profiles in the following slides by 
identifying 3 positives and 3 negatives for each. 

Circle the negative and positive aspects and write on the slides why you 
have said they are positive or negative (use two different coloured 
pens/pencils). 

Once completed, discuss your 
findings with your group; 
explaining what you think and why.



Profile 1:



Profile 1 continued:



Profile 2:



Profile 2 continued:



YOUR ONLINE PRESENCE
TASK  2

Identify 3 positive and 2
negatives relating to your 
social media accounts.

Identify 3 positive interests or 
accomplishments that you 
could post on Social Media 
individual to you.

________________________

________________________

________________________

_______________________________________________________

_______________________________________________________

_______________________________________________________

________________________

________________________



G-YOU-GLE

TASK  3

Google yourself – do you 
find any information 
about yourself?

If you do, what have you 
found? Would you mind 
an employer seeing it?



IN THE WORLD OF WORK
When you start working there is a great variety of 
things you have to learn quickly; people’s names, 
how the organisation operates, what’s expected of 
you, but one of the most important things is 
VOCABULARY used in the work place. 

Just as different subject areas in school use their 
own unique terminology, within any job sector or 
place of work they will also use their own 
terminology or jargon. In addition, there will also 
be language used that applies generically to 
employment.

Being aware of 
work place jargon 

will help you to 
display 

professionalism!

Do any of you 
have part time 

jobs? What 
‘jargon’ is used in 
your workplace?
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WORKPLACE JARGON

TASK 1:

In the context of the workplace, please define what is meant by:

1. EQUALITY 2. DIVERSITY 



IDEAL EMPLOYEE 
ACTION-ORIENTATED (SOMEONE WHO 
ACTS AND TAKE CHANCES)

INTELLIGENCE (RELATED TO THE AREA 
OF WORK)

AMBITIOUS

AUTONOMOUS (THINK FOR 
THEMSELVES, USE INITIATIVE)

LEADERSHIP

PERSONALITY

UPBEAT

CONFIDENT

SUCCESSFUL

HONEST

THOROUGH (PAYS 
ATTENTION TO DETAIL) 

MODEST

HARDWORKING           

MARKETABLE  
(REPRESENTING                                
THE BUSINESS 
PROFESSIONALLY) 

PASSIONATE 

TASK 2:

These are 15 characteristics that a number of 
successful organisations look for in their potential 
employees. 

a) Number these from 1 to 15, with number 1 
being the most important and number 15 being 
the least important. I’ve added in definitions of 
the trickier words to help you!

b) Highlight 3 of these that best describe you.
c) Discuss in your groups how you have 

demonstrated these 3 characteristics. 



JOB JARGON 

TASK 3:

Using the words and description in the following 
slides, complete this cross word puzzle below. Feel 
free to discuss your answers in your groups.







TASK 4:

Find the words below in 
the word search. 



CV AND COVER LETTERS 
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A CV (Curriculum Vitae’) is an outline of your educational 
history and relevant experiences. It is the most common 
documents prepared for job applications. 

What information do you think should go 
on a CV? 



YOU ON PAPER
Did you know that, on 

average, an employer will 
receive 140 CV’s for every 

1 job advertised? 

When employers have a vacancy, they put together a person 
specification which is a list of skills, experiences and qualities they are 
looking for in their ideal employee. 

Your CV should market you as the ideal candidate and should also be 
accompanied by a cover letter. A cover later outlines your expression of 
interest in the post, summarises your strengths and experiences and 
should make connections between your experiences, skills and the job 
being applied for. 

What skills and experiences do you think an employer would want to 
know about?



CV TOP TIPS
Your CV should:

• Be no longer than 2 sides of A4 paper and printed double 
sided.

• Not include your age
• Have an appropriate email addresses
• Outline experiences and skills relevant to the job
• Be proof read for errors – it can help to read it out loud
• Tell the truth!



WRITING YOUR CV
• Use the ‘CV guide’ booklet to help you write a CV that will secure you 

that interview.

• Not all employers will be looking for a CV but having one written out 
will help you to answer some of the questions employers put on their 
application forms.

• Remember that you can ask your DHH or Career Advisor to have a 
look at your CV for you. 


