
 

 

Communicating information to employers 
 

Unit 12 – Present personal information to 
employers 
 

Instructions and answers for teachers  
 

These instructions should accompany the OCR Lesson Element 'Communicating 

information to employers', which supports OCR Awards and Certificates in Employability 

Skills Unit 12 – Present personal information to employers. 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Associated materials 
Lesson Element – Communicating information to employers  
 
Expected duration 
Task 1 - 30 minutes 
Task 2 - 30 minutes 
Task 3 - 45 minutes 
 



 

 

Task 1 Using the telephone 
 
The teacher could observe learners making and receiving telephone calls and review the 

information they were able to pass on and receive. 

 

Telephone call 1  
 
The telephone call the learner makes should include the key information:  

 

• name  

• address  

• date of birth   

• job applied for. 

 

They may also provide additional information. 

 

Telephone call 2 
 
The teacher may make the simulated telephone call to the learner. 

 

The learner needs to record the key information: 

 

• date of interview 

• time of interview 

• location of interview. 

 

They may also record additional information. 

 

 

 

 

 

 

 

 



 

 

Task 2 Preparing answers 
 
The teacher could ask learners to share their experience of interviews and the questions they were 

asked. 

 

The teacher could then set the learners the task of finding examples of how the questions can be 

answered.  

 

The following website has examples of the questions with ideas on how to respond to them: 

http://jobsearch.about.com/od/interviewquestionsanswers/a/interviewquest.htm 

 

Eg: 

 

Question:  What is your greatest strength? 

 

Answer:  I am a skilled salesman with over five years of experience. I have exceeded 

my sales goals every quarter and I've earned a bonus each year since I 

started with my current employer. 

 

Learners could be directed to the website (teachers can print these resources if internet access is 

not available) to research for ideas, or learners can use their own experience.  

 

Following their research the teacher could observe the learners answering their chosen question 

and give feedback on their strengths and areas for improvement. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://jobsearch.about.com/od/interviewquestionsanswers/a/interviewquest.htm


 

 

Task 3 Planning for interview 
 
The learners should be encouraged to plan for an interview in detail. Showing up to a job interview 

without preparation is like showing up for an exam without studying. 

 

The types of things they may need to find out about are:  

 

• the planned route, bus times etc. 

• what they will wear, how formal does the interview attire need to be? 

There are several websites that give ideas on how to plan for an interview. Below is one example: 

 

http://video.about.com/jobsearch/Preparing-for-a-Job-Interview.htm 

 

Review the plan with the learners and give feedback on anything they have omitted or that needs 

more detail. 

 

 

 

 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

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 2015 - 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. 
OCR is aware that third party material has been used within these resources, but it has not been possible to acquire permission for use of this material. 
 
Please get in touch if you want to discuss the accessibility of resources we offer to support delivery of our qualifications: resources.feedback@ocr.org.uk 

We’d like to know your view on the resources we produce.  By clicking on the ‘Like’ or ‘Dislike’ 
button you can help us to ensure that our resources work for you.  When the email template pops 
up please add additional comments if you wish and then just click ‘Send’.  Thank you. 

If you do not currently offer this OCR qualification but would like to do so, please complete the 
Expression of Interest Form which can be found here: www.ocr.org.uk/expression-of-interest 
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