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2 Tick this box when you have filled in this part.

Parts
1 and 2 About you and

your future

What do you like doing in your spare time? (For example, listening to music,
cooking, sport, going out, shopping or reading.)

Your name:

Your date of birth:

Who do you live with?

Name of your school:

Date you will leave school:

What do you like doing at school?

What are you good at doing? (For example, organising things, working on your
own or getting on with others.)

What you need to think about

What are you good at in school?

This will be useful when you are planning your CV.  See pages 10 and 11.



3Tick this box when you have filled in this part.

Part
3Talking to someone

who can help you

At school:

What would you talk to them about?

Your friends:

What would you talk to them about?

Your Connexions Personal Adviser:

If you need to talk to someone about your future, who could you speak to?

At home:

What would you talk to them about?

What would you talk to them about?
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Part
4 Your checklist

for Year 11

Autumn term (September to December)

The table below lists activities you may do in Year 11.
Tick the box in the ‘done’ column when you have done the activity.
Add more activities in the space provided if you think of any.

Activity

See your Connexions Personal Adviser

Visit your school’s Connexions Information Centre

Go to college open days

Visit your school’s sixth form

Check out local training organisations

Done

DoneActivity

See your Connexions Personal Adviser

Fill in application forms for college, an apprenticeship or a job

Check your progress file is up to date

Prepare for interviews (for college, training or jobs)

Spring term (January to March)

Tick this box when you have filled in this part.
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Your checklist
for Year 11

Activity

Visit your local Connexions Centre

Done

After you leave school

Tick this box when you have filled in this part.

Activity

See your Connexions Personal Adviser

Talk to your Connexions Personal Adviser if you need help with
transport. (See page 7 for more information.)
Check with your Connexions Personal Adviser if you qualify for an
Education Maintenance Allowance.  If you do, apply now.

Summer term (April to July)

Done
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Preparing
your CV

Work experience

Achievements

Your interests

Personal information

References

Use this space to show the employer what you enjoy doing in your spare time.

This section is for any extra information you want to give.  If you have a driving
licence or you can speak another language, you should say so here.

References, tell an employer about you.  People who know you may provide a
reference for you.  An employer will usually ask you for two references.  You could
ask your teacher or an employer, but not your friends or family.  People who
provide references are called ‘referees’.

Company name : Date you started:
Date you finished:

Job:

Employment history
If you have had a job before, you can fill in this section.  If you have had more than
one job, list them in reverse order, starting with your most recent or current job
Company name : Date you started work:

Date you left the company:
Your job:

½

½

½

½

½

½

½

½

½

½

½

½

Write down any work experience you have had that is relevant to the job you are
applying for.  You can also include any voluntary work you have done.

Ask your Connexions
Personal Adviser to

show you some
examples of CVs.

Tick this box when you have filled in this part.
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Filling in
application forms

Don’t forget, the way you fill in a form does make a difference.  Some employers
might not invite you for an interview if your form isn’t filled in properly or it is
messy.

Other ways of telling employers about you are by writing letters and making
phone calls.  If you do either of these, remember the following.

½ Be careful - prepare and practise what you want to say.
½ Be clear - make sure that what you say is not confusing.
½ Be confident - be positive about what you say about yourself or what you

ask.

Some employers and colleges will
ask you to fill in an application
form.

Application forms are really
important. They tell the employer
or college a lot about you. 

It’s always a good idea to
practise filling in the form
before you do it for real.  If you
can, photocopy the form to
practise on.

Tick this box when you have read this part.

1 Always read the whole form before you start.  There may be instructions
(for example, ‘use black ink’ or ‘do not write outside the boxes provided’)
that you’ll have to follow.  You’ll also need to check each section on the
form to make sure that you understand what they want to know.

2 Once you’ve practised and checked that all your details and spellings are
correct, fill in the form. 

3 Photocopy the form before you send it.
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Interviews

Think about what other questions you might be asked and list them below.

What questions would you like to ask?

At an interview, you’ll also get the chance to ask some questions.
You should write them down in case you forget them.

If you want to go to college or start work, you’re likely to have an interview.
This gives the employer or college the chance to find out about you.  It also gives
you the chance to find out if the job or the college course is right for you.

It is really important that you prepare for your interview.

Find out as much as you can about the employer and the job, or the college and
course. 

Be ready for the questions you could be asked.  For example, you could be asked
the following.
½ Why have you applied for this job or course?
½ What do you like to do in your spare time?

Tick this box when you have filled in this part.
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Planning with your
Connexions Personal Adviser

What do you need to do to prepare for this?

What help do you need from your Connexions Personal Adviser?

Name of your Connexions Personal Adviser:

What would you like to do when you leave school?

Part
7

Tick this box when you have filled in this part.
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Planning with your
Connexions Personal Adviser

What you need to do When you should
do it by

Done

What your Connexions Personal Adviser needs to
do

When they should
do it by

Done

Tick this box when you have filled in this part.

In the tables below, list what you and your Connexions Personal Adviser need to
do and when you or they should do it by.
Tick the box in the ‘done’ column when it has been done.
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Where you can
get help and information

You can get help and information from the following.

½ The Connexions Information Centre in your school

½ Your local Connexions Centre (see the next page)

½ The Connexions website at www.connexions-southcentral.org

List any other places you can go for help and information.

Part
8

Tick this box when you have filled in this part.


