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Introduction


This workbook has been developed so that you are able to collect and present evidence that demonstrates your knowledge and skills in relation to presenting yourself for work.

There are different sections that make up this workbook in order to make sure you are able to complete all of the tasks necessary, but you will be provided with support as you move along by your Assessor.

Further learning materials and support is available through your studying membership of the Institute of Enterprise and Entrepreneurs. If you haven’t yet received your login, please speak to your Assessor who will be happy to sort this out for you.

This unit contains three learning outcomes and will support you to be able to:

· Understand how to create a CV
· Understand and demonstrate how technology can be used for presenting yourself online
· Understand how to present yourself in person

The evidence within this workbook will be assessed by,

Assessor Name: 

and will be quality assured by,

Internal Quality Assurer Name: Copyright © 2020 SFEDI Enterprises Ltd    

All rights reserved. This book or any portion thereof may not be reproduced or used in any manner whatsoever without the express written permission of the publisher (address below).    

Approved SFEDI Awards centres and learners undertaking a SFEDI Awards qualification may photocopy this document free of charge and/or include a PDF version on its intranet where it is only done so for the purposes of the approved delivery of this qualification.    

SFEDI Enterprises Ltd t/a SFEDI Awards  
19 Victoria Rd
Darlington
DL1 5SF
www.sfedigroup.com    

Every effort has been made to ensure that the information contained in this publication is true and accurate at the time of publication. However, SFEDI Enterprises t/a SFEDI Awards strives to continually develop and improve our qualifications and, as such, there may be occasions where changes are required. SFEDI Enterprises t/a SFEDI Awards does not accept liability for any loss or damage arising from the use of the information contained within this publication.
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Your Assessor will support you to plan how best to demonstrate your knowledge and skills which may be through the completion of the activities within this workbook or may include additional tasks best suited to you.

If any additional tasks are to be completed these will be listed in the table below with target dates for which you should try your best to complete each task listed.


	Task
	Target Date
	Re-planned Target Date

	Completion of the activities included within this workbook
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



By signing below, you agree to completing the work as detailed above and working with your Assessor to achieve this by the deadlines indicated.



Learner Name: 

Signature: 

Date: 



Assessor Name: 

Signature: 

Date: 
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How To Present Yourself for Work

Throughout our lives, we need to present ourselves to different people in different circumstances. When it comes to work, there is a list of things you need to focus on, when presenting yourself. We are here to go through some of these steps and see how you can improve your presentation, when it comes to work. 

The first thing anyone should be thinking about when it comes to a new job or employment / progression opportunities is their CV. 

Your CV, or curriculum vitae, is the first thing that an employer will notice when you apply for any position. But what goes into a CV and how do you write one that stands out?

A CV, in short, is a letter that outlines your skills, employment history, achievements and an introduction to yourself. Let's break it down and see how we can make each section stand out. 

The very first thing that should be on your CV is your contact information. This includes your full name, postal address, email address, phone number and if you have any other ways to get in touch with you. 

Under your contact information, you will need to write a short introduction. This is a brief section that tells the employer what they need to know about you. It shouldn’t be more than 500 words and should be concise and clear. In this section, DO NOT waffle. This is usually where employers lose interest so, make sure your introduction is catchy and informative. Show some personality, whilst also showing you’re professional and able to be effective communicators. 

The next section of your CV will be your education history. In this section, you can list all of your schools, colleges, universities and any other education you have completed. This could be CPD work, apprenticeships, training programmes or professional qualifications you have completed. Now you may get the urge to put every subject, every course and every grade in this section. While it is good to state that you have a certain number of GCSEs at a certain grade, only list the relevant subjects and specific grades. These subjects should contribute to your future role or be relevant when explaining your skills. For example, it may not be relevant to mention your History GCSE if you are applying for a finance admin job. But make sure you mention your maths and English GCSEs here. If you have a degree, A-levels or any other further / higher education, then mention that too. It looks great on your CV. 

Next you will move on to any achievements or extra work you have done. This includes things like national or regional schemes you worked with (such as international exchange initiatives, community engagement or extracurricular activities that would support you getting the job).

Then you will want to move on to your employment experience. In this section you should outline any jobs you have had, including volunteering or paid opportunities. You should mention the dates that you worked there, the responsibilities you had and the skills that the role taught you. This section should be the main focus of your CV, but it shouldn't be too long. Note the key information and make sure you write down those important responsibilities and skills you have learned. 




Activity One


Using the boxes below, identify the different sections that should make up a CV and provide a description of the types of information that should be within them.

	Section
	

	Description
	




	Section
	

	Description
	




	Section
	

	Description
	




	Section
	

	Description
	




	Section
	

	Description
	




	Section
	

	Description
	




	Section
	

	Description
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Activity Two


Based on the sections and descriptions you have provided, generate content that is personal to you and create your CV in a format that both presents you in the best light and is appropriate for distribution to potential employers.

Include copies of any drafts and the finalised CV with this workbook for assessment by your Assessor.


	





[image: ]














Activity Three


Another way to present yourself, when it comes to work, is through your online presence. When you apply for a job, your employer may search for you online. This can include your LinkedIn profile, your social media or perhaps you have a website that you use as a blog. Let's see how each of these can be useful when applying for a job. 

LinkedIn is a great platform to have when searching for a job or a progression opportunity. LinkedIn works in a similar way to Facebook. You can post status updates, questions, search for people, interact with your connections and send messages. However, LinkedIn is a bit more focused. On LinkedIn you can add your CV, including education, employment and your skills. Your employer, friends or family can then react with those skills and give you a commendation. This means that they have seen you use these skills. So, say for example, you apply for a job in sales, and you have customer service and sales training on your skills section, and your previous employer has commended that skill, your future employer will see that you used those skills and have got back up from your previous employer. This is a really quick way for your future employers to check your skills, education and work experience without having to get too much information directly from you. 

They will also be able to see the kind of content you interact with and post. So post a few updates about your job search, post about that business idea you have or maybe just comment on the posts from the company you have applied for. This is a great way to get your name out there. 

 Another way to get your name out there is by being active on social media. Now you should be careful with this step. Sometimes being too active on social media can be a bad thing. If your social media pages are full of memes and random clips or rants then your employer may be put off by this. If your social media has some interesting content on there, then it may benefit you. So yes, social media is a useful tool to get your name out there, but it can be the hardest to manage. You never know what your future employer is looking for or put off by. 

There are many social media sites to use, and many ways to use them, but that will all come down to what you are wanting to use it for and what the purpose of it is.

A quick run through of the social media platforms you may use, and your employer may search, are: 

Facebook: 
A social media platform focused on friendships and connections. On this social media platform, you will be interacting with friends and family. You can also interact with posts from people across the globe. This social media platform is made up of text, photos and videos. You will find it all on Facebook, as one of the basic social media sites, this platform is probably one of the most popular. 

Twitter:
A social media platform that focuses on short and concise updates. You are limited to how much you can write. You can add images, GIF’s and videos. You can also interact with other people’s posts, whether you are following them or not. Head to the explore page to interact with peoples posts and see what is trending in the world. 

Instagram:
This app is lead by visuals. All posts have to include a photograph or a video. You can leave comments, likes and follow people on this app. This is used by businesses and individuals to show people what they are doing or buying. This is a great marketing tool if you have products you want to sell or tell people about them. 
TikTok:
This is an app that lets the user make short videos, mixing audio tracks, visual effects and video to create short video content. These videos are usually dances, challenges or question and answers. This platform may not be the most helpful when it comes to your future employer. 

If you just want a fully personal page that you can use to interact with your friends, then maybe turn your privacy to private. If you want your social media to affect your chances of getting the job, then be extra careful what you post, like and comment on, on social media. 

If you have your own website, this can be a great asset to your application. Particularly if you are looking at jobs within journalism, social media, communications, customer service or anything digital. Make your employer aware of your website. As long as your site is appropriate and has no sensitive content on there, it could be a great tool in your tool kit to use during your interview or application process. 


CVs are a traditional and widely used way of presenting your abilities, behaviours, knowledge and skills to potential employers but with the use of the internet employers often turn to online profiles to get an idea of who a person really is and what they are really like.

With the growth of Twitter, Facebook, Pinterest, LinkedIn and other social media platforms employers only need to put your name into a search engine and get the same, and more information, than you provide on your CV.

Using two different forms of technology, whether that be through social media or other online forums, create and provide two examples of how you present yourself appropriately online and explain what situation you might use them in.

You can either note down the web-links for where the information can be seen or include screen prints with this workbook for assessment by your Assessor.


	Weblink
	

	When might you use this profile?  
	



	Weblink
	

	When might you use this profile?  
	




Activity Four


Now we need to think about how you are going to present yourself in person. This may seem really obvious to some, and it may be quite alien to others. This is why it is important to think about it. Sometimes, if it seems obvious, we may overlook certain things. If we have never done it before, we may also overlook certain steps. So we are here to tell you all about personal presentation when it comes to in person interactions. 

The first thing people will notice about you, when you are interacting with each other, is your visual standards. Potentially the harshest way to judge someone, how you look and behave are some of the most obvious ways to judge someone's attitude, effort and standards. 

When you enter a room the first thing people may look at is how your clothes look, your personal appearance and your behaviour. 

Did you choose appropriate clothing? 

If you have turned up to your interview for the social media marketing role, and you are wearing a cropped top and short shorts, then I think you have missed the mark. Some places of employment like their staff to wear smart casual clothes, which may seem unusual for an office, but don’t take this too far. Wear clothes that are appropriate for the job and your job requirements. Don’t wear heels if your job requires you to use a ladder. Don’t wear a suit if you will be working in a chain supermarket. Find out what is appropriate to wear, you could even make a visit to the business first and check. Google can also be your best friend here and will let you see what people in that role wear. 

Did you wash and iron the clothes you are wearing for your interview? 

You’ve chosen the clothes you will wear, but are they clean and prepared? A simple thing like washing your clothes and ironing can make such a difference. If you walk in the room with dirty, wrinkled clothes, it tells the employer a couple of things. You are unorganised, you have poor time management, or you don’t really pay much attention to your appearance. Any of these three may lose you the job. 

Have you put on deodorant and brushed your teeth? 

Again, another small detail is smelling nice and clean. Making sure you are clean and ready for the interview is really important. Not only will it put you in the right mindset, but it will also be pleasant for the person who is interviewing you. It also shows you can manage your time, take pride in your appearance and you are driven to get the role. Those little details really do make the difference. 

Have you walked into the room with your arms crossed, slouched back and in a bad mood? 

If you walk into an interview with a bad attitude, lack of attention or just generally showing them you don't want to be there, you will not be very successful. It is important that when you enter the interview, you are happy, open and engaging. Even if it takes a little bit of ‘acting’ to get through the interview, it is really important to come across like you are interested in the role. 

Are you sighing when people are talking to you? 

Again if you appear disinterested in what people around you are saying, then you will instantly make a bad impression. Not only will people think you are rude, but they will also probably stop wanting to interact with you. This could lead to a lack of opportunities in the future and may mean that you develop a reputation for being unfriendly or rude.

These are just a few things that could impact the impression you have on people. As long as you are aware of how your body language, appearance and verbal communication can impact people's impression of you, you should be able to create a good one. Just make sure you are interested, interesting, interacting and invested in the social situations you find yourself in and you should create some great first impressions. 

So now you understand how to present yourself to others without seeing them face to face but what about when you get an interview or job or attend a meeting? Whatever the situation you need to make sure you present yourself appropriately through the way you dress, through verbal and non-verbal communication and even through displaying a positive attitude.  

But what do we mean by appropriate presentation? Using the following boxes, highlight some of the elements of personal presentation you should keep in mind when interacting with others.


	Element of personal presentation:
	

	What effect does it have?  
	




	Element of personal presentation:
	

	What effect does it have?  
	




	Element of personal presentation:
	

	What effect does it have?  
	




Activity Five


Now it’s time to put what you’ve learnt into practice, it’s time to present yourself appropriately within a work-related environment.  

	



As the Assessor for: 


I confirm that I have witnessed them present themselves appropriately within a work environment on at least one occasion. This includes wearing appropriate clothing, using appropriate verbal and non-verbal communication techniques and demonstrating a positive and engaging attitude and behaviours.

Assessor Name: 

Signature: 

Date: 
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Activity Mapping


Now you have completed the activities to demonstrate your knowledge and skills it is time for your Assessor to map your work against the standards listed below.

By doing this they will be making sure that the work you have provided by completing the activities meets the requirements for you to gain your certificate.

Your Assessor will provide you with feedback on how you have done and whether any more work may be required.


	Assessment Criterion – The Leaner can:
	Activity Number or Reference Number of Additional Activities:
	Assessor Signed Off (✓/✗):

	
Identify the main types of information shown in a Curriculum Vitae (CV)
	
1
	

	
Generate content to use in creating a CV that covers the type of information needed in a straightforward CV
	
2
	

	
Create a straightforward CV and present it in a suitable format
	
2
	

	
Provide two examples of using technology for presenting themselves online and when they might use them
	
3
	

	
Create the content needed to present themselves online, presenting it in a suitable format
	
3
	

	
Describe three important things to consider when presenting themselves in person
	
4
	

	
Present themselves appropriately in person in a work-related situation
	
5
	






Assessor Feedback


	



Authenticity Declarations



Learner Declaration

By signing this declaration, you agree that the evidence provided within this workbook has been produced by you and meets the requirements of being authentic, sufficient, valid and current to the standards required.



Learner Signature:

Date:



Assessor Declaration

By signing this declaration, you agree that you have assessed all of the evidence produced within this workbook and have ensured that the work is that of the learner. You are also declaring that during the learning process you have ensured that the evidence is authentic, sufficient, valid and current to the standards required.



Assessor Signature: 

Date: 



IQA Signature (if applicable): 

Date: 



Additional Evidence Forms



Use these additional forms in order to record additional evidence for the activities within this workbook where additional space is required.

Ensure that each piece of evidence entered on these forms is clearly labelled with the corresponding activity number.



	



	





	




SFEDI Enterprises Ltd t/a SFEDI Awards  
19 Victoria Rd
Darlington
DL1 5SF
www.sfedigroup.com    

customerservices@sfediawards.com
0845 224 5928
@sfediawards
2

image4.emf










image5.emf










image6.emf










image1.jpeg
PRESENTING YOURSELF
FOR WORK
ACTIVITY BOOK

10€€° CAMPUS SFEDI'GROUP





image2.emf










image3.emf










