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Why?
This course shows you how to
go about applying for jobs
and gives you the opportunity
to display your full potential
to get the job that you want.
Once you have the skills , you
will be able to update your CV
and apply for numerous jobs

What?
 Job searches
 Application forms
(paper and
electronic)
 CV’s and cover
letters

How?
You will be involved
in group discussions
and activities. You
will complete
individual tasks
tailored towards
your job goals.

Duration: 6 Sessions

Why?
Practice, practice, practice!
You will feel more prepared
and confident if you take the
opportunity to plan and
prepare for interview. This
course not only allows you to
do that in comfortable and
friendly surroundings, it also
gives you valuable feedback on
how you could improve and
secure your ideal job.

What?
 Prepare for
interview
 Research
company/job
 Plan and
prepare
questions

How?
 Research tasks
 Group
discussions
 Mock interview

Duration: 6 Sessions

Why?
 Find suitable jobs and rule
out unsuitable jobs for
you.
 Develop knowledge of
jobs (this could be useful
for interviews).
 Develop confidence in
working with others and
presenting ideas.

What?
 Using Career Horizons
website to identify
suitable jobs.
 Research careers.
 Explore different
communication skills and
techniques.
 Communicate job goals to
an audience

How?
You will be involved in
group activities,
discussion, internet
searches, individual
project work and
observations.

Duration: 5 Sessions

Why?
 Boosts self esteem
 Encourages healthy
lifestyle choices
 Assesses where you
are now and where
you want to go.

What?
 Look at strategies to develop
confidence and self esteem
 How to keep well mentally and
physically
 Discuss beliefs and values that
are important to yourself and
others.
 Talk through decision making
processes and what impacts
upon them.

How?
Classes will involve
group activities and
discussions as well as
individual time/tasks
to reflect on your
personal situation.

Duration: 6 Sessions

Why?
 Develops practical
administrative skills
 Improve your
communication skills
 Increase your
opportunity to find
work in an office
environment

Duration: 7 Sessions

What?
 Understand the role of an
office administrator
 Improve your skills at dealing
with phone calls, word
processing and filing
 Look at different forms of
effective communication in
the workplace

How?
Classes will involve
group activities and
discussions as well
as individual tasks to
demonstrate and
develop
administration skills

Why?
 This course is ideal if you
have limited or no IT
skills.
 Develop confidence to
use the computer to
achieve your employment
goals.
 If you haven’t got an
email account already, we
can help set one up for
you.

What?






Learn to …….
Turn on the computer
Use a mouse and
keyboard
Word process, save
and print documents.
Set up/use email
Computer security

How?

Duration: 7 Sessions

Individual tasks, group
activities/discussions,
demonstrations,
observations, videos
and completing work
booklets.

Why?
 Improve your job
prospects in a role
involving food
preparation e.g.
restaurants, coffee
shops or hotel

What?
 Develop your practical
cooking skills
 Increase your knowledge
of handling food safely
 Learn how to maintain,
handle and clean knives

How?
 Tasks
 Group Discussion
 Cooking
Demonstrations

Duration: 5 Sessions

Why?
Improve your job
prospects in a
wide range of jobs
that involve
dealing with
customers.

What?
 Develop and enhance
your skills within
Customer Service
 Become an effective
communicator within
the workplace

How?
 Presentation
 Scenarios
 Group activities
 Case Studies

Duration: 5 Sessions

What?

Why?
 Be Equipped with IT
skills
 Increase your
employment
opportunities

> Improve your
understanding of computers

> Learn how to use email
and the internet safely
and productively

How?




Duration: 12 Sessions

Demonstrations
Tasks
Group discussions
and activities

Why?

What?

Social media and social
networking is extremely
popular at the moment.
It is important to keep
up with current trends .
It is also vital to help you
find work .

An introduction to the
use of social media
 Positive and negative
aspects of its use
 Minimising risks
 How social media is
used by different
people/groups

How?






Duration: 3 Sessions

Group discussions
Role play
Demonstrations
Research tasks
Apply new skills

Why?
Many jobs now require
social media skills to
assist with marketing –
keeping existing
customers and finding
new ones.
The course has a
particular focus on selfemployment.

What?
 Explore opportunities to
use social media within
business
 Learn how to make use
of networks to engage
with individuals,
groups and customers

How?





Duration: 3 Sessions

Group
discussions
Scenarios
Practical
application

Why?
There are many job
opportunities in retail at
present. This course will
help your employment
prospects in this
industry
.

What?





Teamwork
Health & Safety
Customer Service
Retail selling
Process
 Security and loss
prevention

How?





Duration:12 Sessions

Group
discussions and
activities.
Role play
YouTube clips
Research

Why?

What?

This course is great for
developing your thinking skills
and problem solving abilities.
Employers love to know that
you can think ‘outside the
box’. It will show you have an
interest to explore and learn.
It is also an opportunity to
have fun and meet some new
people.

Come along and try out
your creative skills!
These workshops are
designed
for you to try out lots of
different art activities.
Painting
Stenciling
Collage
Printmaking
Ceramics

How?

Duration: 1 session

 Explore
 Be curious
 Use your
imagination
 Watch
demonstrations
 Practical tasks

What?
Why?
 Improve your
budgeting skills
 Identify ideas where
you can cut costs
 Make the most of
your money.

 Explain money
management
 Determine what you spend
your money on.
 Work out your monthly
budget
 Identify ways in which to
minimise your costs.
 Discover the benefits of
saving regularly.
 Where to turn to for help
regarding your debts.

How?
 Group
discussions
 monthly budgets
 YouTube clips

Duration: 1 session

Why?
 First Aid is an
essential skill for
many jobs
 The course increases
your confidence to
deal with an injury in
the workplace, at
home or in public

What?
 How to perform CPR
 How to put a casualty into
the recovery position.
 Assist a casualty who is
choking
 Manage a casualty who is
bleeding
 Deal with minor injuries
such as cuts, grazes, burns
and bruises.

How?
Classes will involve
group discussions and
practical
demonstrations to
improve your skills.

Duration: 1 session

Why?

What?

This course is
essential for many
jobs involving food
preparation e.g.
childcare, retail,
catering or hospitality.
It will give you an
advantage over other
applicants

 Rules of food
safety.
 Awareness of food
hygiene.
 Food safety
hazards.

How?
 Presentations
 Group activities
 Multiple choice
questions

Duration: 1 session

Why?
 The card is
essential to get
work on a site
 It reduces the
likelihood of
accidents

What?
 Health & Safety
Legislation
 Personal Protective
Equipment
 Safe use of vehicles and
hand held tools
 Accident Reporting

How?
 Undergo health &
safety training and
skills assessment
 Receive a photographic
ID Card

Duration: 1 Full Day

Why?
 A great opportunity to
learn some tasty recipes
in a fun and relaxed
environment
 Learn more about the
effect of food on health
and well being

What?
 Introduce various home
style cooking recipes
 Cooking meals on a budget
and when you are short of
time
 Introduce different cooking
methods

How?
 Hands on, practical
experience of preparing
and cooking food
 Question and answer
sessions
 Discussions

Duration: 1 session

