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	Title
	Demonstrate knowledge of job search skills

	Level
	2
	Credits
	3


	Purpose
	People credited with this unit standard are able to: identify and describe potential job opportunities; demonstrate skills for locating suitable vacancies; demonstrate knowledge of a job search process; and describe the preparation for an initial meeting with a prospective employer.


	Classification
	Core Generic > Work and Study Skills


	Available grade
	Achieved


Explanatory notes

An assessment resource to support this unit standard can be found on the NZQA website at: http://www.nzqa.govt.nz/for-providers/resources/index.html.

Outcomes and evidence requirements

Outcome 1

Identify and describe potential job opportunities.

Range
two job opportunities consistent with own work preferences and/or skill set.

Evidence requirements

1.1
Job opportunities are identified and described in terms of their alignment with work preferences.

Range
work preferences may include but are not limited to – nature of the work, part-time, full-time, voluntary, paid, inside, outside, academic, manual, technical;
evidence of three work preferences is required for each job opportunity.

1.2
The match of each job opportunity to own personal qualities is described in terms of needs and constraints.

Range
needs and constraints may include but are not limited to – skills, experience, qualifications, resources, money, hours of work, transportation, personal circumstances;
evidence of three is required for each job opportunity.

Outcome 2

Demonstrate skills for locating suitable vacancies.

Evidence requirements

2.1
Suitable vacancies are located using different sources.

Range
may include but are not limited to – personal contacts, Yellow Pages, cold-calling without prior notification (telephone and/or face-to-face), speculative letters, the internet, employment agency, print media;
evidence of three different sources is required.

2.2
Advertised vacancies are identified that match each identified potential job opportunity.

Outcome 3

Demonstrate knowledge of a job search process.

Evidence requirements

3.1
Suitability of vacancies and job opportunities selected are compared to own needs and preferences.

Range
may include but is not limited to – financial needs, hours of work, transportation requirements, personal circumstances, compatibility with long-term career goals;
evidence of four comparisons is required.

3.2
The description includes steps in a job search process.

Range
includes but is not limited to – objectives, contact lists, log of positions and/or vacancies applied for and/or investigated, actions planned (including follow-up), actions completed.

Outcome 4

Describe the preparation for an initial meeting with a prospective employer.

Evidence requirements

4.1
Preparation necessary for an initial meeting with a prospective employer is described in relation to the identified vacancy.

Range
preparation includes but is not limited to consideration of – readiness to respond promptly to job opportunities, access to telephone and/or transportation, clothing and personal presentation, knowledge of job requirements and employer expectations, current curriculum vitae, questions in preparation for interview.
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This AMAP can be accessed at http://www.nzqa.govt.nz/framework/search/index.do.

Please note
Providers must be granted consent to assess against standards (accredited) by NZQA, or an inter-institutional body with delegated authority for quality assurance, before they can report credits from assessment against unit standards or deliver courses of study leading to that assessment.

Industry Training Organisations must be granted consent to assess against standards by NZQA before they can register credits from assessment against unit standards.

Providers and Industry Training Organisations, which have been granted consent and which are assessing against unit standards must engage with the moderation system that applies to those standards.

Consent requirements and an outline of the moderation system that applies to this standard are outlined in the Accreditation and Moderation Action Plan (AMAP).  The AMAP also includes useful information about special requirements for organisations wishing to develop education and training programmes, such as minimum qualifications for tutors and assessors, and special resource requirements.

Comments on this unit standard

Please contact NZQA National Qualifications Services nqs@nzqa.govt.nz if you wish to suggest changes to the content of this unit standard.
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