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	Assignment title
	The Careers Fair

	

	Assessor
	

	

	Date issued
	

	Final deadline
	

	Duration (approx)
	6 hours over 2 weeks

	

	Qualification suite covered
	BTEC Level 1/Level 2 First Award in Public Services
BTEC Level 1/Level 2 First Certificate in Public Services

BTEC Level 1/Level 2 First Extended Certificate in Public Services
BTEC Level 1/Level 2 First Diploma in Public Services

	Units covered
	Unit 3: Employment in the Public Services

	Learning aims covered
	Learning aim B: Explore employment in the public services

	

	Scenario
	You are putting on an exhibition for school/college leavers to inform them about careers available in the public services. 

You will need to produce documentation to inform the school/college leavers about the application and selection procedures used for jobs in the public service sector, what the requirements are, how to use job-searching techniques and match skills and abilities to jobs and how to apply for a job.
When doing this, you should decide what type of employment you are interested in and use job-searching techniques to find two job opportunities that would be suitable for you. You will show how to apply for a job by completing an application for one of the job opportunities you have found.

	

	Task 1
	In order to provide information about the application and selection processes in the public services, choose two contrasting services and find one job vacancy from each to investigate. Remember that contrasting means that you should choose from the range of public services, covering armed services, emergency services (blue light services), local authorities and central government.

Next, prepare a multimedia presentation for use at the careers exhibition that analyses the processes that each of the two public services you have selected use to recruit for a particular job.
Your presentation should: 

· compare the application and selection processes of the two contrasting public services
· describe all stages in the application and selection process for each service
· investigate why the services use different stages, what they test and how this links to the jobs you are analysing.

	Evidence you must produce for this task
	· Multimedia presentation with accompanying notes, including a list of the sources of information used to research public service employment

	

	Criteria covered by this task:

	To achieve the criteria you must show that you are able to:
	Unit
	Criterion reference

	Describe the application and selection process for two public service jobs from contrasting public services.
	3
	2B.P3

	Compare the application and selection process for two public service jobs, from contrasting public services.
	3
	2B.M3

	Analyse the application and selection process for two public service jobs, from contrasting public services.
	3
	2B.D2

	

	Task 2
	To demonstrate how to match skills and abilities to jobs, you need to prepare a pack for use by the people attending the careers exhibition. You will need to use the job opportunities you investigated in Task 1 to complete this task.
Your pack should contain:
· a completed skills audit

· a report that evaluates the results of the skills audit showing the strengths and areas for development that have been highlighted and matches the results to the two selected jobs used in Task 1 

· a recommendation of which of the two jobs is most suitable for you, based on the evaluation of the skills audit.

	Evidence you must produce for this task
	· An information pack that demonstrates how to evaluate skills and how you have matched yourself up to the two jobs investigated in Task 1.
· The pack must have:

· a competed skills audit

· an evaluation of the results

· a recommendation of the most suitable job for you with justification.

	Criteria covered by this task:

	To achieve the criteria you must show that you are able to:
	Unit
	Criterion reference

	Use job-searching techniques to find two suitable job opportunities in the public service sector from researched sources of information.
	3
	2B.P4

	Compare the suitability for self of two selected job opportunities in public services, identifying areas for improvement of own skills.
	3
	2B.M4

	Evaluate the suitability of self for two selected job opportunities in public services, recommending the most suitable option.
	3
	2B.D3

	

	Task 3
	You will now need to complete a job application to use as an example at the careers exhibition. Your application should be for the job that you decided was most suitable for you in Task 2. 

Your application should be well organised and professional, fully meeting the requirements of the selected vacancy. You must complete an application form, a covering letter and any other documentation that is needed for the application. The application form must be completed in full and your covering letter must be organised in a manner that is easy to read and informs prospective employers, using appropriate detail, how you meet the requirements of the job.

	Evidence you must produce for this task
	A completed application pack, including a covering letter, completed application form, and any other relevant recruitment documentation.
The pack must:
· be well structured

· be fit for purpose

· meet the requirements of the job.

	Criteria covered by this task:

	To achieve the criteria you must show that you are able to:
	Unit
	Criterion reference

	Produce a structured written application for a selected vacancy using appropriate language and tone.
	3
	2B.P5

	Produce a structured and detailed written application, using appropriate language and tone, which meets the requirements of a suitable vacancy.
	3
	2B.M5

	Produce a well-organised presentation of a written application, which is fit for purpose and fully meets the requirements of the selected vacancy.
	3
	2B.D4

	

	Sources of information
	Textbooks

Gray, D. (2014) BTEC First Public Services: Student Book, Harlow: Pearson Education, ISBN 978 1 44691 081 8. 

Websites

Ambulance Service Team careers: www.nhscareers.nhs.uk/explore-by-career/ambulance-service-team
The British Army: www.army.mod.uk

The Fire Service: www.fireservice.co.uk

Her Majesty’s Revenue & Customs: www.hmrc.gov.uk

Maritime & Coastguard Agency: www.gov.uk/government/organisations/
maritime-and-coastguard-agency
National Careers Service: https://nationalcareersservice.direct.gov.uk
The Prison Service careers: www.gov.uk/government/organisations/hm-prison-service/about/recruitment
Public services recruitment agency: www.jobsgopublic.com

Public sector jobs at Reed recruitment agency: www.reed.co.uk/public
Note to assessors

We are committed to ensuring that teachers/tutors and learners have a choice of resources to support their teaching and study.

We would encourage them to use relevant resources for your local area such as local employers, newspapers and council websites.

Resources from various publishers are available to support delivery and training for all Pearson and BTEC qualifications so that learners and teachers/tutors can select those that best suit their needs.

Above are some examples of textbooks and websites. Further useful resources may be found at www.edexcel.com/resources.

	

	If you have not achieved the Level 2 criteria, your work will be assessed to determine if the following Level 1 criteria have been met. 

	To achieve the criteria you must show that you are able to:
	Unit
	Criterion reference

	Identify the application and selection process for a public service job.
	3
	1B.3

	Use job-searching techniques to find two suitable job opportunities in the public service sector from given sources of information, with support.
	3
	1B.4

	Complete a written application for a selected vacancy using appropriate language and tone, with guidance.
	3
	1B.5
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