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the OCR Employability Skills qualifications...Resource Menu

An Excel based 
tracking document 
to help the teacher 
monitor their learners’ 
progress throughout 
the qualification both individually and as a cohort.

Progress 
Tracker
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EMPLOYABILITY SKILLS - LEvEL 1

DELIvERY GUIDE
UNIT 11 - PREPARING fOR AND 
LEARNING fROM INTERvIEwS

LEarNINg oUTComE 3 - bE abLE To prEparE QUESTIoNS 
aNd aNSwErS for a SpECIfIC job INTErVIEw

Learning outcome
The learner will:

assessment Criteria
The learner can:

3 Be able to prepare 
questions and answers 
for a specific job 
interview

3.1 Identify questions an individual may be asked at a job interview, to include: 
• open questions 
• closed questions

3.2 Prepare answers to interview questions an individual may be asked, to include: 
• short answers 
• extended answers

3.3 Prepare questions to ask an interviewer at a job interview, to include: 
• about the job 
• about the organisation

3.4 Describe the importance of preparing questions and answers for an interview

Suggested content Suggested activities Suggested timings
Links to 
assessment 
Criteria

1 Question and Answer

Learners could be given example and relevant job 
adverts that they could apply for.  Using the job adverts 
they could write sample questions that they think an 
interviewer would ask an applicant, as well as the answers 
that they could personally give.  This would give the 
learners the opportunity to think about the skills and 
attributes that they possess. Then learners could progress 
in to a role play situation by answering the set questions 
to gain confidence with open and closed questioning

1 hour 3.1 and 3.2

2 Preparation

The learners could be encourage to prepare questions 
they would ask at an interview and not be discouraged 
to do so. Examples could include the history of the 
company, number of employees and stability.

45 minutes 3.3

3 Why prepare?

Learners need to understand the importance of why 
planning takes place and the effect before an interview. 
The learners could complete a spiderdiagram of ideas 
to include answers such as: shows interest, increases 
confidence etc. 

30 minutes 3.4

Each guide contains a range 
of lesson ideas with associated 
activities that teachers can use 
with their learners.  The guide is 
structured by learning outcome 
so the teacher can see how 

each activity helps them cover the specification.

Delivery 
Guide

Skills guides are not specific to 
a particular qualification, but 
cover topics that could support 
a range of qualifications, for 
example Communication, 
Legislation or Research Skills. 
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By explicitly teaching students 
about plagiarism and giving them 

the tools to recognise and reference 
their reading, students are able to 

understand the value of intellectual 
property and where their learning 
and academic study rests within it.  

Some institutions like to have a bibliography 

as well as a reference page.  A bibliography is 

a list of all the texts or resources you may have 

referred to, however briefly, during the course 

of your study.  

You may have read some or all of a text, but 

not found it relevant or useful to refer to, but 

you can still include it in your bibliography, 

to show your wider reading.  Record your 

bibliography in alphabetical order by the 

author’s surname on its own page at the 

very end of your assignment, and after your 

referencing page.

It is very important for teachers to be aware 

of the requirements of individual awarding 

bodies.  Please see the specifications 

for specific qualifications.  Find out if 

your school or college has a plagiarism 

policy and make yourself aware of its 

recommendations.  If your school or college 

has referencing guidelines, follow these and 

encourage your students to be consistent 

in their use across all their subjects.

In the technological world we live in, 

information and the ideas of others are 

even more easily discovered through 

the world wide web, a stimulating and 

liberating resource when used correctly.  

This can lead to effective wider reading 

and a more critical approach, but there is 

a danger that students can copy and take 

ideas from texts without acknowledging 

them, along with using unreliable sources.  

Controlled assessment has gone some 

way to tackling this problem, but clearly 

teachers need to be ever-vigilant.  

Bibliography Appendix 1: Teacher Guidance

Skills Guide

Virtual job interview asks the user typical interview questions, offers a range of responses 
and awards points according to the answer given; interesting and informative.

Virtual Job Interview

Supports: OCR Employability Skills 
  Unit 11 – Planning for and learning from a job interview

Cost:  Free

Format: Website

http://career-advice.monster.co.uk/job-interview/job-interview-questions/virtual-job-interview/article.aspx

Entertaining and helpful website where user can listen to a range of questions posed by 
famous interviewers and get feedback on responses.

Supports: OCR Employability Skills 
  Unit 11 – Planning for and learning from a job interview

Cost:  Free

Format: Website

http://www.jobsite.co.uk/bemyinterviewer/interviewers/Duncan-Bannatyne.php

Interview Questioning

Short PowerPoint 
presentations 
introducing each unit.  
Each will look at the 
skills and knowledge 
that the learner will 

gain from the unit and give some content (like real life examples or 
questions) to introduce the learner to the unit’s content.

Arrangements for your interview

Sam telephones his local cinema 
in response to an advert he has 

seen in the job-centre for a 
part-time cinema sales assistant.

Unit 
Introduction 

Presentations

Task sheets with accompanying 
teacher instructions.  Each 
offers the teacher a creative 
way of encouraging their 
learners to engage with 
the topic, with individual 

and group exercises, research activities and the 
opportunity to develop English and maths skills.

Unit 6 – Understanding health and safety in the 
workplace

Health and safety

Instructions and answers for teachers 
These instructions should accompany the OCR resource ‘Health and safety’ activity which 
supports OCR Certificates in Employability Skills Unit 6, Understanding health and safety in the 
workplace

Associated Files: 
Job interviews activity

Expected Duration:
Task 1 – 20 minutes
Task 2 – 30 minutes
Task 3 – 20 minutes

This activity offers an 
opportunity for English 
skills development.

This activity offers an 
opportunity for maths 
skills development.

Lesson 
Element

August 2014

Further information:

Similar to Skills Guides, but 
aimed at Entry Level learners.  
Current titles are:  Finding 
Out, Talk About, What’s 
Different?

Talk about
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Communicating will involve at least two 

people – the sender and the receiver. The 

information the person or people receive 

may need them to do something, so it will be 

important that they understand. 

Do you know the game of  ‘Chinese 

Whispers’  or have you watched 

the TV show Copycats,  where you 

whisper some information into 

someone’s ear and they then whisper 

it to the next person, until you reach the 

end of the line. The message is often not 

the same at the end of the game as it 

was at the beginning. Not everyone 

listened carefully and then the 

message changed as it was passed on 

to the next person.  Communicating 

well is important in life.

There are three main ways that people 

communicate: Speaking (verbal), not 

speaking (non-verbal) and written.

What is communication?
Communication is about getting information from one person to 
another person so that they understand the message.  

Everyday you will speak to someone, for 

example:

•	 Saying ‘goodbye’ to the people you live 

with.

•	 Getting on a bus and saying where you 

want to travel to.

•	 Answering your telephone.

•	 Having a conversation with a friend  

face-to-face.

•	 Buying an item in a shop.

•	 Giving a presentation at school or college.  

These are some of the different ways in which 

you will speak and pass on a message.  

Speaking – verbal

 

You will speak differently to your friends compared to you family or  

teachers. Why is this? 

Often, we change the way that we speak to our friends by the tone of our voices or 

the language that we use.  Think about when you speak to a baby or a young child - 

What do you change?  We often will change what we say and how we say it and with 

a baby, we will make sounds to try to make them smile.

You will probably speak differently to someone at work.  Why is this?

At work you will want to create a good impression of yourself, especially if you are 

going to a job interview.  You will need to think about the language that you use 

and even if nervous, try to remain calm. It can be hard to do but will help with your 

communication skills.
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Examples

Entry Skills 
Guide

Ideas to show how 
units from OCR 
qualifications can 
help develop the 
skills and knowledge 
learners need 

to achieve their employment goals.  Careers showcased are:  Web 
Designer, Care Home Manager and Managing Own Business.

Managing Own Business

You’ll need good observation skills
Keeping an eye on the business market you are in is essential.  You’ll need to know what your competitors are doing, 
what products or services they are offering - or you could loose your market share.  You’ll also need to ensure that your 
employees are happy and doing a good job for you, so meeting with your staff on a regular basis is also very important.

Cambridge Progression English

Other qualifications
Level 1/2  R028 OCR Level 1/2 Cambridge National in Health and Social Care 
  Understanding the development and protection of young children in an  
  early years setting

Entry 1 Unit 05 Listen and respond to simple phrases Listen and respond
Entry 2 Unit 06 Read for purpose and meaning in  Reading 
  straightforward texts 
Entry 3 Unit 11 Read for purpose and meaning in  Reading 
  straightforward continuous texts 
Entry 3 Unit 12 Understand meaning in compound sentences Understanding sentences

Entry 3 Unit 17 Listen and respond to specific information Listen and respond
Level 1 Unit 18 Read for purpose and meaning in texts on a  Reading 
  variety of topics 
Level 1 Unit 24 Listen to actively respond in dialogue Listen and respond
Level 2 Unit 25 Read for implied purpose and meaning Reading
Level 2 Unit 31 Listen to respond  in a constructive manner Listen and respondCareer Maps

An Excel based tool 
to help the teacher
ensure that their 
learners achieve the
required number of 
credits for their

chosen qualification and meet the mandatory requirements. Teachers 
also have the option to  generate a personal print-out for learner 
portfolios or other records.

Qualification 
Calculator

www.ocr.org.uk/qualifications/by-type/cambridge-employability/

www.cpdhub.ocr.org.uk/

ResourcesFeedback@ocr.org.uk                  

To see examples of these resources for OCR Employability Skills, go to:

To see the CPD Hub, go to: 

We’d like to hear your views about these resources, email to: 

An e-resource that provides 
teachers with links to a range 
of teaching and learning 
websites and materials, 
including videos, data sets 
and other online content to 

support the teacher with the delivery of their subject.

EMPLOYABILITY

EMPLOYABILITY SKILLS
10345, 10346, 10347, 10348, 10349, 10350

COMMAND VERBS

A guide to the command 
verb meanings and examples 
used in the Employability Skills 
qualifications which you may 
find useful to share with your 
learners.

Command 
Verbs

Oxford Cambridge and RSA

 

 

 

 

EMPLOYABILITY SKILLS 
(10345–10350) 
 

SKILLS AND ATTRIBUTES – TUTOR SUPPORT SHEET 
 

Learners must be able to distinguish between a skill and an attribute in a number of 

Employability units. The difference can often be shown by applying the simple rule of 'I can 

...' for a skill and 'I am ...' for an attribute.  
 

Here are some examples: 

SKILLS                                
I can ... 

ATTRIBUTES 
I am ... 

Read and write Reliable 

Listen Honest 

Word process/use a computer  Patient 

Drive A good team player 

Use lifting equipment correctly (FLT, hoist 

etc) 

Organised 

 

Provide customer service Trustworthy 

Problem-solve Caring 

Handle money Confident 

Multi-task Assertive 

Communicate verbally Approachable  

Show leadership skills Positive  

Manage my time effectively Polite  

Delegate to others  
 

This list is not exhaustive. Other examples of skills and attributes could be used. 
 

A skill described as an attribute and vice versa will not be accepted as it is important that 

learners understand the difference. 

 

 

 OCR Resources: the small print 
OCR’s resources are provided to support the teaching of OCR specifications, but in no way constitute an endorsed teaching method that is required by the Board, and the decision to 

use them lies with the individual teacher.   Whilst every effort is made to ensure the accuracy of the content, OCR cannot be held responsible for any errors or omissions within these 

resources.  

© OCR 2013 - This resource may be freely copied and distributed, as long as the OCR logo and this message remain intact and OCR is acknowledged as the originator of this work. 

To give us feedback on, or ideas about the OCR resources you have used, email resourcesfeedback@ocr.org.uk 

Guidance on the types of 
Skills and Attributes, Sectors, 
Workplace Values and 
Financial Services that could 
be used.

Tutor 
Support 
Sheets

EMPLOYABILITY SKILLS

GLOSSARY
JULY 2014

A guide to words and their 
meanings frequently used 
throughout the Employability 
Skills qualifications to aid 
leaner’s understanding. 

Glossary

http://www.ocr.org.uk/qualifications/by-type/cambridge-employability/
http://www.cpdhub.ocr.org.uk/
mailto:ResourcesFeedback%40ocr.org.uk?subject=


A quick guide to explain when and how the 
OCR Employability Skills Resources could be used.

Classroom Tools
(CT)

• Unit Introduction 
Presentations

• Lesson Elements
• Skills Guides
• Entry Skills Guides
• Command Verbs
• Glossary

CPD

Advice and Guidance on 
Specification/Qualification 
including:
• face to face events 
• online training available 

from Professional 
development site 
(whenever needed) 

Excel tool to ensure the correct units are 
selected for the learners, including any 
barred combinations.

Start 
with the 
QC (AT)

Show the learners the Unit Introduction Presentation.  This will ‘set the scene’ for the learner and let them know what to 
expect.  These presentations could also be used at Open or Parents’ Events.

Lesson Elements are identified to a specific unit and offer activities which help the learners to understand various concepts or 
build on their existing knowledge.  Lesson Elements are in two parts: Teacher instructions/answers and Learner Task sheet.  Most 
Lesson Elements are pdf and printable, some are on-screen interactive as well.

Skills Guides can help review/refresh skills in a variety of topic areas.  See any OCR Employability Skills web page to see any Skills Guide pdf portfolio.

Entry Skills Guides, ideal for entry level learners to improve their skills, are also available from any OCR Employability Skills web page.

The Command Verbs and Glossary resources may be shared with your learners to aid their understanding of the terminology used in the 
Employability Skills qualifications.

In the 
classroom 

(CT)

Excel tool to record learners’ names and 
ensure the correct units are selected for 
the learners, ready to start recording their 
progress.

Set up the 
Progress 

Tracker (AT)

Update the 
Progress 

Tracker (AT)

Use the Delivery Guide to plan lessons.  Delivery 
Guides are structured by Learning Outcome and 
give suggested timings for a range of activities.  

Refer to the Tutor Support Sheets for examples of 
Financial Services, Sectors, Workplace Values and

Skills and Attributes, which you can use with your learners.

Examples of various documents are provided in Sample 
Documents such as interview letters, debit card, invoices etc.

Use the Resources Links to check out some other resources which 
teachers might find useful.

Skills Guides can help review/refresh skills in a variety of topic 
areas.  See any OCR Employability Skills web page to see any Skills 
Guide pdf portfolio.

Plan 
delivery 

(TST)

CPD

Admin Tools (AT) 
• Qualification 

calculator (QC)
• Progress Tracker

August 2014 Oxford Cambridge and RSA

Record the teacher’s grade per Learning Outcome as the 
learners progress through their units.  Overall grade is 
automatically calculated.  OCR Moderators must confirm 
the learners’ grade following moderation for units which are 
moderated.

Example wage slip

Details

EMPLOYEE  JASWINDER KAUR SINGH
NI GH 31 44 90 D

TAX PERIOD 2014
PAY DATE 25/05/14 
TAX CODE 522L

GROSS WAGES T/D 2500.00
TAX PAID T/D 398.84

Deductions

PENSION  73.82
INCOME TAX  149.42
NATIONAL INSURANCE 87.67
OTHER DEDUCTIONS 0
TOTAL  310.91

Payment

HRS O/T 0
OTHER 0
BONUS 0
SSP/SMP 0
BASIC 1250.00
GROSS 1250.00
DEDUCTIONS 310.91

TAX CREDITS 0
NET PAY 939.09  BACS

A folder containing examples of various 
documents to support the teaching and 
learning of this qualification.  Includes for 
example; bus timetable, CV, bank statement, 
receipts, wage slip and utility bill.

Sample 
documents

Example bank statement

Your Bank
Your

STATEMENT
Account name JASWINDER KAUR SINGH
Account number 1659312408
Branch 38 Harry Street, Kings Head, Coventry

Summary for 20 May – 21 Jun 2014
Start balance £ 9.19
Total in £ 1212.91
Total out  £ 96.25
End balance £ 1125.85
Overdraft limit £500.00
Credit interest rate 14.9% PA

753 H131 VNB 27 854 11934

MR J K SINGH
301 HAWKINS ROAD
KINGS HEAD
COVENTRY
CV2 2PL

Sort Code 40 24 32

Transactions
Date Description Details Money out  Money in Balance

20 May Start balance     9.19

25 May Salary BACS   1012.91 1022.10

5 Jun Deposit at Your Bank Cash  200.00 1222.10

7 Jun Cashpoint 3 - East Road Withdrawal 50.00  1172.10

7 Jun Payment to Veronica’s Debit Card purchase 19.98  1152.12

9 Jun Payment to Tesco Debit Card purchase 10.27  1141.85

14 Jun Payment to BHS Debit Card purchase 16.00  1125.85

21 Jun End balance    1125.85

Your Bank plc
P.O. Box No. 99
London

Progress House 
S o l u t i o n s

Home

http://www.phs.co.uk

P r o g r e s s  H o u s e  S o l u t i o n s ,  P r o g r e s s  H o u s e ,   G r e e n f i e l d s  B u s i n e s s  P a r k ,  C o v e n t r y  C V 4  0 X X

This is an interactive pdf which is intended to mimic the website of a 
small warehousing company. This pdf is solely intended as a teaching 
aid for Employability Skills. Progress House Solutions and all names and 
contact details contained in this pdf are fictitious.

If any buttons become unresponsive simply click off the page to reset.

Close X

You would like to 
get a job at a local 
company.

1 2Example scenario 

Your friend tells you 
that Progress House 
Solutions has vacancies 
in the local paper.

3
Research: You look in the paper 
and find the vacancy your friend 
mentioned and after looking 
on the company website you 
update your CV and decide to 
apply online.

4
You’ve been invited to an 
interview. You now need to 
organise yourself to attend.

Progress House S o l u t i o n s Progress HouseWestwood Business ParkCoventry
CV4 8JQ

Tel:  024 7647 0033Fax:  024 7646 8080Email: info@phs.co.ukDear Jaswinder

RE: Administration Assistant
I am very pleased to confirm you have been short listed for the above role.

Your interview confirmation details are outlined below:Date: 29th October 2009
Time: 9.30am

Interviewer(s): Dev Kumar
The interview process should last approximately one hour and will consist of: 

• Interview
• Test (no preparation necessary)• Site tour

On the day of the interview we will need to verify your qualifications and also your eligibility to work 

in the UK. Please remember to bring the following documents with you to allow us to do this:

•  Proof of eligibility to work in the UK•  Original qualification certificates (highest level academic and/or professional qualifications) as 

outlined on your CV
Please confirm your attendance by contacting me by email - dev.kumar@pss.co.uk, or alternatively 

by calling me on 024 7647 0033 extension 5150. Please also let me know if you have any special 

requirements that you would like us to take into account on the day.
If you have any other questions please do not hesitate to contact me, otherwise we will look 

forward to seeing you on 29th October 2009.Kind Regards

Managing Director

Dev Kumar

www.phs.co.uk

5
What do I do next?

6 You need to decide how to 
get there on time. Is the 
company close enough to 
walk or will you need to drive 
or use public transport?

7You decide to get the bus 
to your interview. Use the 
timetable to find out which 
bus time would get you to  
the interview.

8
What should 
I wear?

9 From your research: Think 
about what the company 
image is and how perhaps you 
could dress to demonstrate 
this at an interview.

10 You attend the interview 
and are informed the next 
day that you have been 
successful – well done!

Teaching Support Tools 
(TST) 

• Delivery Guide
• Resources Links
• Skills Guides
• Entry Skills Guides
• Tutor Support Sheets
• Sample documents


