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Approaching Employers Tip Sheet

I’ve noticed a few of you are very nervous on the phone so thought this might help.  Remember that when you ring/approach someone for the first time they don’t know anything about you, probably don’t know what VCAL is etc, so you need to fill them in…

Make sure you have gone through the process of preparing and updating your Resume so you can hand it or email it to the employer if needed.

Don’t forget to smile/sound cheerful!! – this is really important.

Hi my name’s…………………………………

I’m completing my year ….. at Notre Dame College.  I’m studying VCAL (which is applied learning) and this year I’m studying ……………………………………………. & I’m really interested in pursuing a career in……………………………..................

Is there someone I could speak to about the possibility of doing some work placement with you?   (If you get put through to a different person repeat all of the above.)
 
Make sure you have your contact details ready – 
phone number …………………...........& email address……………………………………… for if someone needs to get back to you.

Write down some of your outside of school interests and any previous work experience so that if they ask you about this you don’t have to think about it on the spot:
……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………..

If they say yes thank them for the opportunity and organise a time to get your paperwork completed.  If they say ‘no’ don’t worry, just thank them for their time.  We all have to get used to knock backs in the world of work and it’s good practice for the next employer!
PTO

Questions they may ask:

When is it?
We can do work placement on block release from school eg 1-2 weeks full time or 1 day per week at any time during the school year – Feb-November.
NB: Work Placement can occur during the term school holiday breaks, but not over the Christmas break.

Do we have to pay you?
Payment – minimum $5 day (unless not for profit organisation – no payment)

What about insurance?
Insurance – covered by schools insurance – we have a Structured Work Placement Form that all parties must complete prior to placement.

If they want some information from the school they can contact Mrs Emily Guthrie on 5822 8400 or Emily.guthrie@notredame.edu.au

Hope this helps,

Mrs Guthrie
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