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AIM(S)
· To help the student develop the skills required to enter employment within their chosen field.


LEARNING OUTCOMES
Upon the successful completion of this module, the student should be able to:
· create a covering letter, CV, LinkedIn profile;
· demonstrate a working knowledge of factors that can promote success in the workplace.


INDICATIVE CONTENT
· CV writing.
· Letter writing.
· LinkedIn.
· Interview skills.
· Time management.
· Networking.
· Building rapport and working relationships.
· Diversity and Respect.
· Interpersonal skills.
· Recruitment.


Study Time Allocation
The study time for the module is divided as follows:
	Activity type
	Hours
	Percentage

	Scheduled learning
	48
	24%

	Independent learning
	152
	76%

	Placement learning
	0
	0

	TOTAL
	200
	100%




ASSESSMENT

Assessment Component
(Tick one)
	☐	Written exam
	☒	Coursework
	☐	Practical



	Mode of assessment
	Volume
	Weighting

	 Portfolio
	4 elements (equivalent to 3000 words)
	100%




Assessment Summary
	Activity type
	Percentage

	Written exam
	0

	Coursework
	100%

	Practical
	0

	TOTAL
	100%




INDICATIVE READING LIST
	Module Code
	BMLW4008

	Module Title
	Preparing for Employment

	Classification
	Reading List entry
	Electronic*

	Essential
	Trought, F. (2017) Brilliant employability skills: how to stand out from the crowd in the graduate job market (Second edition). New York: Pearson Education.
	☒


	Essential
	Holmes, K. (2017) What employers want : the employability skills handbook. Second edition. Richmond: Trotman.
	☒

	Further
	Wilson, L. (2016), Soft Skills in the Workplace (Second Edition). Saint Paul: JIST Career Solutions.
	☒

	Further
	Heck, J. A. (2012) Workplace Communication Skills. Jist Career Solutions available at https://video-alexanderstreet-com.ezproxy.uwtsd.ac.uk/watch/workplace-communication-skills?utm_campaign=Video&utm_medium=MARC&utm_source=aspresolver 
	☒

	Further
	Mullins, L. J. and McLean, J. E. (2019) Organisational Behaviour in the Workplace (12th edition). Harlow: Pearson Education Limited.
	☐



