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Instructions 
 

 Make sure the boxes at the top of this page are filled in with your name, 
candidate number, ULN (if applicable) and centre name or number. 

 Make sure you complete all parts of the task. 
 

You have up to 4 hours in total to complete this controlled task, although that time 
can be split over a number of sessions. Details of when each session started and 
ended must be recorded below:  
 

Date controlled task started: 

Date controlled task completed (no more than eight weeks later): 

Session 1 Session 2 Session 3 Session 4 Session 5 Session 6 Session 7 Session 8 

 Date 

 

Date 

 

Date 

 

Date 

 

Date 

 

Date 

 

Date 

 

Duration 

 

Duration 

 

Duration 

 

Duration 

 

Duration 

 

Duration 

 

Duration 

 

Duration 

 

Total time spent: 

 

If more than eight sessions are required, any further dates/durations should be 
recorded on a separate sheet. 
 
Produced jointly by the four Essential Skills awarding bodies: 

Agored Cymru 
City & Guilds 
Pearson 
WJEC 
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This task pack contains a scenario, a set of instructions and some 
source material. 

 

 Make sure you read through the scenario, instructions and source material 
carefully before you start. 

 You will be supervised throughout your time working on this task, although 
during that time you can use most of the equipment that would normally be 
available to you in a real-life situation (this may include accessing the internet). 

 All work submitted must be entirely your own. You are not allowed to be given 
any help with the skills that are being assessed through this controlled task. 

 Make sure you hand in all of your work at the end of each session. You are not 
allowed to take any task materials away with you, or have access to these 
between sessions. 

 Make sure you sign the declaration at the back of this pack at the end of your 
final session working on this task. 
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Task instructions: Careers Fair 
 
 

What you need to find out 

 
 

What you need to do – Part 1  

Reading 
You must be able to identify the main points and ideas in the document you have 
read. You can look up the meaning of any words you do not understand. 
 

 Read Source 1 to help you prepare for and take part in a discussion on the 
topic: ‘The advantages and disadvantages of work experience’.  

 Use this information to write an article for the college magazine to encourage 
students to go on work experience placements.  

 Show your preparation for the discussion. You could make notes or lists, use a 
flow chart or spider diagram or you could make notes on the source document 
to identify the main points and ideas. 

 
Make sure you hand in all of your work, including any notes or drafts, at the end of 
each session. 
 

Resources you should use: 
 
Source 1: Work Experience – A Beginner’s Guide 
 

  

Scenario 
You work in the student services department at a local college. Every year the college 
organises a careers fair to inform people about local job opportunities. Your manager 
has asked you to help prepare for the careers fair. 
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Speaking and listening 
Discussion (Minimum time 10 minutes for groups of 3-6 people, minimum time for 
larger groups approximately 20 minutes). 
 
Using information from Source 1, prepare to take part in a discussion on the topic: 
‘The advantages and disadvantages of work experience’  
 
Take part in the discussion. Give reasons for your opinions. 
 
During the discussion you should: 

 say what you think/feel about the subject  

 make sure you ask others in the group their opinions 

 make a note of any points made during the discussion that you feel may be 
useful in your writing task. 

 
 
 

Writing  
Write an article for the college magazine to encourage students to go on work 
experience placements.  
 
Your article should be at least 250 words in length. 
 
You must use some of the information you found in Source 1. You may include 
information that you have learned from the discussion.  
 
You must: 

 produce a plan 

 write/word process a first draft 

 check your draft makes sense 

 correct any mistakes 

 produce a final document. 
 
Your final magazine article should have correct spelling, punctuation and grammar. 
You should use complete sentences and paragraphs.  
 
Make sure you hand in all of your work, including any notes or drafts, at the end of 
each session. 
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What you need to do – Part 2  

Reading 
You must be able to identify the main points and ideas in the document you have 
read. You can look up the meaning of words you do not understand. 
 

 Read Source 2, find information to help you to write an email to your manager 
telling them about a careers fair held in your local area. 
 

 You must show your preparation for writing the email. You could make notes or 
lists, use a flow chart or spider diagram or you could make notes on the source 
document to identify the main points and ideas. 
 

Make sure you hand in all of your work, including any notes or drafts, at the end of 
each session. 
 

Resources you should use: 
 
Source 2: Visitor comments about Careers Fair 2016 
 

 
 

Writing  
Write an email to your manager in the student services department about the careers 
fair. You must explain what visitors thought was good about it and suggest what could 
be improved for the next careers fair.   
 
You must use the information from Source 2. 
 
You must: 

 produce a plan 

 write/word process a first draft 

 check your draft makes sense 

 correct any mistakes 

 produce a final document. 
 
Your final email should have correct spelling, punctuation and grammar. You should 
use full sentences and paragraphs. 
 
Make sure you hand in all of your work, including any notes or drafts, at the end of 
each session.   
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Source 1 
 
Work Experience – A Beginner’s Guide 
 
If you are looking for a job, there are many benefits of having a work experience 
placement. It can help you to get the experience you need to get a job that will pay 
you money. It may also be the first step on the career ladder. 
 

How long you spend on work experience can vary and depends on what is available. 
You could work weekends, weekdays or do shift work. 
 

A work experience placement will help you to improve personal skills such as team 
work, communication and managing your time. You can also learn new skills that will 
be useful in your future career.  
 

Work experience can show an employer that you want to work. You will gain 
experience and could get a reference to show that you would be a good employee, for 
example, that you are hardworking, honest and always on time for work.  
 

If during the work placement you find this type of work is not for you, there is always 
the chance for you to try something else another time.  
 

 
 
Most work placements can be really useful to give you an idea about working for a 
company or doing a certain type of job. But sometimes the company uses people on 
work experience to do things not related to the job, such as making tea, or gives them 
tasks that they haven’t had any training for, which can cause problems. 
 

There are though, often tasks that staff do not have time to do. Someone like you 
could complete these tasks. You might bring fresh ideas or find new ways to solve 
problems in the workplace.  
 

Remember, work experience can be the first step to a successful career!  
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Source 2 
 
Visitor comments about Careers Fair 2016 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
   

‘When I visited the careers fair I was looking for some work experience so it was 
good to see lots of local companies in one place. It gave me a chance to 
actually talk to different employers to see what opportunities were available. It’s 
a lot better than emailing my C.V. to companies and hoping to get a reply.’ 
 

Lauren 

‘There were too many people there. It took me ages to 
find companies that I might be interested in. They should 
put all the same type of companies in the same area. 
This would have made it easier to find people I want to 
talk to.’       

Alex 

‘I didn’t know what job I wanted to do so this gave me the chance to have a good 
look around. I could talk to people who have experience and get some helpful 
advice about the qualifications I need for different jobs. I was there for hours and I 
was starving, I could have done with a coffee!’ 
 

Elin 

 

 

‘Well, I guess it was useful to find out about different jobs. I know what I want to 
do and there was nobody there to help me. Maybe next year they could find a 
larger place to hold it so they can invite more employers with a wider range of job 
opportunities.’ 
 

Arwyn  

‘It was awesome! It was great to be able to talk to 
employers but not actually be in a formal interview. I 
learnt so much about work experience and what the 
different companies offer. I went home with all the 
information I needed.’      

Dafydd 
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Declarations 
The candidate and assessor declarations must be completed. 
 

Candidate name: 

 
 

Candidate declaration: 
I confirm that this is entirely my own work and it was completed during 
the supervised sessions stated on the front cover. 
 
Candidate signature         Date    
 

 
For centre staff and awarding body use only 

Assessor declaration: 
I confirm that this candidate has met the standard required for the 
controlled task. The controlled task was conducted under the specified 
conditions and completed within the working period and working time 
requirements. 
 
Assessor signature        Date    
 

Internal quality assurer (IQA) declaration: 
(if sampled) 

I have internally quality assured this work and confirm that the 
standards have been met. 
 
IQA signature          Date    
 

External quality assurer (EQA) declaration: 
(if sampled) 
I have externally quality assured this work and confirm that the 
standards have been met. 
 
EQA signature          Date    
 

 


