
Work Experience
How to make the most of your 

week-long placement



https://www.youtube.com/watch?v=s57QGsu9vyI

https://www.youtube.com/watch?v=s57QGsu9vyI


Present yourself 
positively

Be polite, well-mannered and well 
turned out.

Be passionate, enthusiastic and 
interested.

Be confident Shake hands with colleagues when you 
first meet them and make good eye 
contact. 

Have a ‘can do’ approach.

Be helpful Ask what you can do to help and when 
you have done that, ask what more 
you can do.

Be helpful and useful without having 
to be told what to do every 5 
minutes.

Be capable Do the tasks you are given to the best 
of your ability, no matter how small or 
tedious the task is.

If you don’t know, ask.

Pay attention Listen to what people are telling you. Write things down if you need to.

Be polite Treat everyone you meet with respect. Don’t be a clock watcher!



So what does ‘presentable’ mean?

Usual school rules apply… no ripped jeans, no crop 
tops, no offensive logos/wording on clothes, natural 
make-up, limited jewellery.

• Smart trousers, shirt with a collar… smart skirt 
with top or dress (not too short or low cut). Aim 
for ‘business casual’ clothing as a minimum.

• Don’t wear jeans on your first day unless you have 
asked your employer in advance.

• Footwear – sensible shoes/boots for the job you are 
doing.

Some employers have made specific requests –
READ YOUR AGREEMENT SHEET.

IF YOUR ARE NOT SURE, ASK!



What to do if…

You are ill Ring your employer and school and let them know. 

You know you are going to be late Ring the employer and let them know. 

You are unexpectedly late Ring if you can and apologise when your arrive and 

give a reason. 

You do not understand something Ask your supervisor or line manager. 

You don’t enjoy something Persevere! No one enjoys work all day, every day… 

learning how to deal with the not so nice bits is a 
important skill. Be resilient and stick with it.

You have a serious difficulty Speak calmly to your supervisor and/or Mr Dibble (in 

school) about your concerns



Your Work Placement Booklet
• Somewhere to record what you do, what you learn and how 

you feel about your work experience week

• Ideas of things you can ask your employer about their 
organisation.

• Health and Safety at Work advice and what you need to know.

• Diary to record each day’s tasks and reflect on what went well 
and what you can do better.

• Opportunity to self-assess your own employability skills.

• Saying thank you.



Smiling can help you relax and de-stress.



Appearance is not just about the clothes 
you are wearing, it is about how you present 

yourself as a person and smiling is an 
important part of that.

Smiling = Likable, confident, conscientious 
and stable.

Traits that most employers want 
to see in their employees.



Most employer’s won’t want you to use 
your phone during work hours…. 
Some have expressly forbidden it.

Put your phone on silent or turn it off.

If you absolutely MUST – ask first.

DO NOT post anything online about your 
work placement. It is not worth the risk.

If you absolutely MUST – ask first.

If your employer says no, don’t ignore them, 
do as they ask.

A word about using phones 
and social media….


