	Careers Wales Online

Let’s Use It! 
Key Stage 4


Careers Wales Online – What’s that?

It’s a great website, packed full with advice, tips and fun games to help you plan your future and present yourself brilliantly.

· Are you totally clueless about your career and learning choices?

· Have you got some career ideas but don’t know what to do next?

· Want to update your CV or learn how to impress at an interview?

· Want to apply to college but need help with what courses are available?

· Going on work experience and want to make the most of it?

If you can say YES to any of these questions then you will love CWO!

So what is it exactly?

CWO is an interactive site where you can:

· Create and update your own personal documents such as CVs, letters of application, personal statements and action plans

· Use quick, fun quizzes to find out who you really are

· Use databases to check what courses and jobs are available across the whole of Wales

· Find information about hundreds of occupations

· Get inspiration from local heroes – other young people you have been really successful in Wales

· Get help with making real decisions

· Understand what your main options are after Year 11 and after college or Sixth Form

· You can even set up your own Website!!!

Who is CWO for?

Anyone can use CWO. You will use it during key Stage 4 but then you can carry on using it even when you start your first job. In fact the older you are and the more experience you have, the better you will be able to use CWO.

You can use CWO 

· on your own at home, in the public library or at school or college 

· with your whole tutorial group or class with a tutor guiding you through certain parts of the site

· as often as you like!

But remember!

Anyone can use CWO but you need to remember that what you get out of it is only as good as what you put in! 

· CWO will not give you all the answers. You still have to do all the hard thinking and you still have to make your own decisions. Everything in CWO will help you do this.

· You may have a copy of the Progress File book called ‘Moving On’. This will really help you with the work you do with CWO. It is worth looking through this before you use CWO, if you haven’t already with your tutor.

· You need to keep a record of what you do in CWO. There’s no point in spending ages completing a personal statement or quiz and then lose it. Obviously you must SAVE regularly and to do that, first of all you have to register and log on each time! 

· You can use CWO as many times as you like. Each time you can change your previous work so that everything you keep is fresh and up to date. This will save you lots of time in the future when you come to apply for courses or jobs.

· You can use your college or school IT password and user name so it is easier to remember

How do I get started?

CWO has lots of great features and you could easily get bogged down or end up just messing about without really achieving anything!  Here’s some tips on how to start and what to use!

	So here’s the address!!! _______________________




	To start using Careers Wales Online




Why not try one the ideas below!

	Do you want to…?
	Trying using ….
	To find this quickly go to ….

Home page, then click on:

· Are you still at school?
At the ‘Young People/At School  page

	Get help with your choices after you leave school or college?
	For Year 10/11

· ‘Choices at 16’

· ‘Dos and Don’ts’

· ‘Help’
	· These are in the left hand column

	Write a letter of application for a course or job


	· Read the ‘Letters of Application’ tutorial 

· ‘Letters of Application’ – this helps you write your own
	· Click on Progress File

· Choose Tutorials and Guides, 

· Use ‘My Documents’ to find ‘the ‘Letters of Application’ template

	Produce a really great looking CV


	· Read the CVs tutorial

· Use ‘Create a CV’
	· Click on Progress File

· Choose Tutorials and Guides

· Use ‘My Documents’ to find ‘Create a CV’.

	Get ideas to put in your personal statement
	· Try the Self Assessment quizzes and save the results
	· Click on ‘Tools’

· Choose ‘Self Assessment quizzes’

· Choose which ever you want

	Produce a Personal Statement


	Either

· ‘Who am I’ which helps you write about your skills, achievements, interests etc

Or

· ‘Personal Statements’

And

· The tutorial about personal statements
	· Click on Progress File

· Choose ‘Who am I’

· Click on Progress File

· Choose ‘My Documents’

· Then chose ‘Personal Statements’

· Choose Tutorials and Guides

	Find out which skills and qualifications might be useful for certain jobs
	· ‘Career Ideas’ – a database of job information and a chance to see some jobs that might suit you
	· Click on ‘Resources’
· Choose ‘Career Ideas’

	Know how to get the best out of a careers interview


	· The ‘Careers Interview game’
	· Click on Tools

· Click on Interview Games

· Choose ‘Careers Advice’

	Prepare an action plan

(e.g. for work experience, for what to do after you have left college or school)
	· ‘Action planning’
	· Click on Progress File

· Choose ‘My Progress’

· Choose ‘Action planning’

· Choose the type of action planning you want to do

	Give the best possible impression in a job or course interview
	· The ‘Job Interview Game’
	· Click on Tools

· Click on Interview Games

· Choose ‘Job Interview’

	Be really well prepared for work experience


	· The ‘Work Experience Game’
	· Click on Tools

· Click on Interview Games

· Choose ‘Work Experience’

	Decide between 2 or more choices of what to do after college or school 
	· ‘Decision Making Game’

(ask your tutor to help and to show you an example)
	· Click on Progress File

· Then log in

· Click on My Progress

· Click on Decision Making

	Just browse for ideas and inspiration!
	· ‘Profiles’ – these give you some real stories of successful people in Wales –you could be like them

(You can use the recording sheet on the next page)

· ‘Features’ – updated information e.g. about applying to University


	· Click on the profiles you are interested in

· Click on the features you want to read about


And finally!

Using CWO is not the whole story! Don’t forget also:

· To keep a folder, file or portfolio of all your written documents as well as keeping an e-copy

· Your documents are only useful if you keep them updated!

· CWO remembers when you last updated your documents and will remind you to keep them current

· Don’t just keep your documents to yourself – show them to others – e-mail them or show paper copies, especially your CV and personal statement

· Just because you have tried a game or quiz once doesn’t mean there’s no point in doing it again. 6 months later you may give completely different answers. Have another go.

· You can support what you learn through CWO with the Progress File booklet ‘Moving On’ you may have been given. If you are not sure about this, ask your tutor.

· Careers Wales can give you a lot more help than what you have seen on CWO. This is just the tip of the iceberg! Visit your local Careers Wales centre or phone ahead and make an appointment.

· There are lots of careers related websites – some great, some OK and some useless! Use the recommended sites as listed in CWO or ask your tutor, Careers Co-ordinator or Careers Adviser for suggestions
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