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Course: Preliminary (11) Work Studies Class Teacher: A. Pirwani, S. Brown  

Module: Module 2 – Preparing Job Applications Original distribution date: Term 2, Week 3 

Task type: Application and Interview 
Due Date:   Term 3, Week 2 – Monday 27th July, 
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This task is worth 40% of the total course mark 
Submission: A & B – Microsoft Teams Submission;  
C – In class 

 
 

Task Description and Instructions: 
 
In this task you will be assessed on how well you:  

• Research appropriate employment opportunities. 

• Display verbal and written communication skills. 

• Format appropriately using Microsoft Word.  

• Understand workplace requirements. 
 
Part A: Research  
Research and access 3 different Australian job search sites. 

 
Find a different job advertisement you are interested in from each site. This can be a full-time position/traineeship/ 
apprenticeship (not casual) that you would apply for a currently, or a job you would be interested in applying for at 
the end of Year 12. These must be roles that are entry level. Copy and paste each of the job details/advertisement 
into a document and note the source. Underneath each advertisement, write a brief paragraph (minimum 5 
sentences) justifying why you believe this job would be suitable for you, and how you are suitable for the role. 
 
Part B: Written Applications  
Select one of the advertisements above and submit the following documents, specifically applying for the position:  

• Cover letter – answering key criteria in the advertisement. 

• Resume. 
 
The documents must meet the following criteria:  

• Normal A4 print size. 

• Portrait layout. 

• Footer that includes:  
o First Name and Surname. 
o Page numbering. 
o Title of the Assessment Task. 

• 1.5 paragraph spacing. 

• Use sans serif fonts such as Calibri or Arial. 

• Any pictures/screen shots of job ads must be aligned with the text and have a text caption including the source details. 

 
Part C: Interview Role Play  
Students will be individually interviewed by Ms. Pirwani or Ms. Brown in a role play scenario lasting up to 10 minutes 
each. Students will be timetabled ahead of time and given at least one days’ notice. Students should prepare 
answers to the following questions which may be asked during the interview: 

• What are your strengths?  



• Can you identify a skill that you have that could work across industries?  

• Tell me about a time that you have proven yourself to be resilient.  

• Where do you see yourself in 5 years from now?  

• Why should I hire you instead of the other applicants? 
 
Students should consider their personal presentation on the day of their interviews as this will also be considered 
and feedback provided on:  

• Presentation. 

• Body language. 

• Verbal communication. 
 
Note: While there will be significant time in class spent on this task, students should expect to manage their time to 
work effectively outside of timetabled periods to finalise their task preparation. 

 

Relevant NESA Verbs: 

Apply: Use, utilise, employ in a particular situation. 

Construct: Make; build; put together items or arguments. 

Describe: Provide characteristics and features. 

Justify: Support an argument or conclusion. 

Propose: Put forward (for example a point of view, idea, argument, suggestion) for consideration or action. 

 

Resources to Support You in this Task: 

The following sites will provide information to support your research in this assessment task:  

SEEK: www.seek.com.au  

My Gateway: www.mygateway.org.au  

Indeed: www.indeed.com.au  

 

 
Outcomes assessed in this task: 
 

1  investigates a range of work environments 

2  examines different types of work and skills for employment 

3  analyses employment options and strategies for career management 

4  assesses pathways for further education, training and life planning 

5  communicates and uses technology effectively 

6  applies self-management and teamwork skills 

 

 
 

  

http://www.seek.com.au/
http://www.mygateway.org.au/
http://www.indeed.com.au/


This task has been authorised and approved by:  
 

Head Teacher of the Subject: 

 

Deputy Principal of Faculty:  
 
D.Lloyd 

 
 

Completing Assessment Honestly – All My Own Work Declaration 
 
☐ I acknowledge that my submission for this task is all my own work and that I have engaged in the 
practices of good scholarship (acknowledging sources; no plagiarism, collusion or malpractice) 
 
Student signature: _________________________ Date: _______________ 
 
 

STUDENT FEEDBACK ON ASSESSMENT TASK: 
Please provide feedback on this assessment task to your classroom teacher by ticking the appropriate 
columns. This should be submitted with your task by the due date. 
 

Area of feedback: Agree Disagree 

I understood the requirements of this task   

Enough time was allocated to complete this task   

There was appropriate support to successfully complete this task   
 

 
Other feedback: 
_________________________________________________________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________ 
  



 
Marking Criteria – SECTIONS A & B: Research and Applications 

Criteria Marks 

• Selection of three highly appropriate entry level roles from three different websites, including 
source information.  

• Insightful justifications on why student is appropriate for chosen roles for all three selected.  

• Extensive, highly detailed and well-formatted resume.  

• Sophisticated and well-formatted cover letter, answering most key criteria in the advertisement. 

17-20 
A 

• Selection of three appropriate entry level roles from three different websites, including source 
information.  

• Reflective justifications on why student is appropriate for chosen roles for all three selected.  

• Substantial, detailed and well-formatted resume.  

• Well-formatted cover letter, answering most key criteria in the advertisement. 

13-16 
B 

• Selection of three roles from three different websites, may or may not have included source 
information.  

• Satisfactory justifications on why student is appropriate for chosen roles for all three selected.  

• Satisfactorily-formatted simple resume.  

• Satisfactory cover letter, answering some key criteria in the advertisement. 

9-12 
C 

• Selection of less than three roles, may or may not have included source information.  

• Simple justifications on why student is appropriate for chosen roles for all three selected.  

• Basically formatted simple resume.  

• Basic cover letter, answering some key criteria in the advertisement. 

5-8 
D 

• Selection of less than two roles, may or may not have included source information.  

• Insufficient justifications on why student is appropriate for chosen roles.  

• Limitedly formatted simple resume.  

• Basic cover letter, no links to criteria. 

1-4 
E 

• Non-submission or non-serious attempt. 
0 
N 

 
Feedback: 

_________________________________________________________________________________________

_________________________________________________________________________________________ 

_________________________________________________________________________________________

_________________________________________________________________________________________ 

_________________________________________________________________________________________

_________________________________________________________________________________________ 

 
Mark: _____ / 20 

  



Marking Criteria – SECTION C: Interview 

Criteria Marks 

• Presentation neat and tidy, in full school uniform.  

• Insightful and confident responses to questions.  

• Polite, respectful and appropriate language used at all times.  

• Appropriate body language and greetings used for a formal interview. 

15-20 
A 

• Presentation neat and tidy, mostly in school uniform.  

• Appropriate responses to questions.  

• Polite, respectful and appropriate language used most of the time.  

• Appropriate body language and greetings used for a formal interview. 

11-14 
B 

• Presentation substandard, mostly in school uniform.  

• Attempts to respond to questions.  

• Polite, respectful and appropriate language not used the majority of the time.  

• Some Inappropriate body language and greetings used. 

6-10 
C 

• Presentation substandard.  

• Very basic response to questions, if any.  

• Polite, respectful and appropriate language not used  

• Mostly Inappropriate body language and greetings used. 

1-5 
D 

• Non-attempt or non-serious attempt. 
0 
N 

 
Feedback: 

_________________________________________________________________________________________

_________________________________________________________________________________________ 

_________________________________________________________________________________________

_________________________________________________________________________________________ 

_________________________________________________________________________________________

_________________________________________________________________________________________ 

 
Mark: _____ / 20 

 


