Work Experience Handbook


The Report

Use the information from your daily diary/weekly report to write your main report.  You should start your main report no later than Week 4 of your Work Experience because you will have to hand it in the second day after you return to the college.  DO NOT work on the report during the working day.  This MUST be done in your own time.

The following pages provide details on how you should organize your report.  The evaluation of the report will be based on how fully you have provided all the information requested.  In addition, the following guidelines should be noted:

· Any appendices included should have relevance to the main report.  Reference should be made to each item in the appendices in the main report.  Appendices with no obvious relevance to the report will be disregarded.

· Do not copy sections of text from company brochures/literature.  You must use your own words.  Where it is obvious that text has been directly copied, the student may receive a downgrade.

· Include all the relevant information under each section.  If something is not applicable, please state this and give brief information as to why it is not applicable.

· Include a cover page, contents page and ensure a pages numbered.

· Keep a copy of your full report (soft copy and hard copy).  

Report content

Cover page

1. Report Title





2. Organization Name



3. Student Name




4. Student ID #




5. Student Section/Program


6. College Mentor




7.   Date

Table of Contents

Main section  

Use each underlined part below to make a heading.  Each heading is divided into sections.  

1. Employer Information

1.1  Give the name and location of the company.

1.2  Is it the head office or a branch?

1.3  Describe the organization / structure of the company/number of employees.

1.4  How many departments are there in the company?

1.5  What service/product does the company provide?

1.6 Write the name(s) of the departments you worked in and the number of employees in each department you worked in.
2  Work Details
2.1  Describe the work you did in each department.

2.2  What skills did you use for the job?
  

2.3  Who did you report to?  Give the name of the supervisor and job title

2.4  What kind of on-the-job training did you have, if any?

2.5  What languages did you use in the workplace and for what type of tasks?

e.g. oral communication, report/letter writing etc.

     2.6  What equipment did you use at work?

     2.7  What computer programs did you use?

3.  Interpersonal and Communication Skills

     3.1  Did you have any problems in the workplace with colleagues or customers?

     3.2  If so, how did you deal with them?

     3.3  What did you like about your work?

     3.4  What did you dislike about your work?

4. Observations and Recommendations

4.1 What things did your company do that helped you during your Work Experience?

4.2 What things could the company have done to make your Work Experience better?

4.3 What things at work did you do well?

4.4 What things at work do you wish you could do better?

4.5 Which skills that you learned in the College were most helpful to you at work?

4.6 What additional skills could be taught at College to help you at work?

4.7 Is there something else the College could do to help you be better prepared for your   

     Work Experience?

4.8 What were the main things you learned from your Work Experience?

4.9 What can you do to improve yourself as an employee?

5.  Conclusion

5.1 Would you recommend this organization for students for Work Experience in the future?  Give reasons for your answer.

5.2 Would you like to work in this organization or a similar type of organization 

after you graduate?  Give reasons for your answer.

5.3 How has your Work Experience affected/changed your future career goals?                    

      5.4 What are your future career goals?

6.   Appendices

6.1  Include evidence of your work.

6.2 Include documents such as organization charts, company information.

6.2   All appendices should be related to the main report.  Each item in the appendices should be mentioned in the main report.
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WORK EXPERIENCE REPORT

Employer Information 

This section should be approximately one page in length (or less) and contain the following information:

· Company name and location 

· Head office or branch?

· Organization/structure of company/number of employees

· Number of departments in company

· Services or products the company provides

· Names of departments you worked in, and the number of employees in each of those departments

Work Details

This area should be approximately one to two pages in length and contain the following information:

· Description of the work you did

· Skills you used

· Your supervisor (name and job title)

· Any training you received at work (Who trained you in what work?)

· Language(s) you used  (What did you use each language for?)

· Equipment you used

· Computer programs you used

Interpersonal and Communication Skills

This section should be approximately one page in length (or less) and contain the following information:

· Problems you had with colleagues or customers (How did you deal with them?)  DON’T say you did not have any problems!!!!

· What you liked about your work

· What you didn’t like about your work
Observations and Recommendations

This section should be approximately one or two pages in length and contain the following information:

· How your company helped you during the Work Experience and what they could have done to make your Work Experience better

· Things you did well at work and things you wish you could do better – and – how can you improve yourself so you can do them better

· Skills you learned at college that were useful at work and what additional skills the College could teach that would have helped you at work 

· Anything else the College can do to prepare you better for Work Experience

· What you learned during the Work Experience – skills, about yourself, about people, etc.

Conclusion 

This section should be approximately one-half page in length and contain the following information:

· Is this company a good place for students to do Work Experience? Why?

· Would you like to work in this (or a similar) organization after graduation? Why?
· How has Work Experience changed your career goals?  What are your career goals?
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