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Introduction 
Skills for Work Book 3: What Work? is the third in a series that has been designed to 
provide teachers with an up-to-date, practical resource to help them teach young people who are 
making the transition from school either into a training setting or directly into the workforce. 
In Book 1, students learnt about the general living skills which are essential in being able to 
manage independently in an adult work environment. Students developed skills in personal 
organisation, health care, household management, money management and clothing and 
personal presentation. In Book 2, students learnt about the employability skills which relate to 
workplaces and working. In Book 3, students apply their skills and knowledge to specific 
vocational areas, and learn about the literacy, language and workplace skills which are needed in 
a range of jobs. 

What is in Book 3? 
This book contains literacy and language activities, related to seven key vocational areas, which 
can be completed individually or as a part of a whole-group activity. The vocational areas that 
are included in the book are: 

• Childcare 
• Sport and recreation 
• Automotive 
• Manufacturing 
• Building 
• Hospitality 
• Retail 

These areas have been selected because they are popular with many young people leaving 
school and looking to progress into the workforce, and also because they all contain jobs that 
can be accessed through a traineeship, apprenticeship, VET in Schools program or directly 
through entry level positions. Each unit of work contains a range of learning activities which 
focus on the particular literacy and language requirements of that industry. 

Each unit includes: 

• a list of common industry words 
• an outline of some of the jobs that are available 
• sample job advertisements and questions 
• photocopiable worksheets and information related to the industry 
• an industry-specific crossword or wordfind 

The types of activities and worksheets vary from one unit to another, according to the needs of 
that industry. This recognises that students who are moving into particular fields of 
employment will need to have specific skills and personal qualities related to that field. By the 
time they are getting ready to join the workforce or complete further training, many young 
people already have a good idea of where their strengths, weaknesses and interests lie. They are 
interested in learning about things which are relevant to where they are headed, and in which 
they can see meaning and relevance. 
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This book is not designed to be used to teach the skills needed to work within a particular 
industry. It does not teach technical skills and knowledge, and it should not be used to teach 
hands-on skills. Practical, hands-on skills should always be taught by a qualified trainer or 
teacher with up-to-date knowledge of their industry. What students who use this book will have 
gained is an understanding of some of the literacy and language skills that are needed in an 
industry which is of interest to them, so they will be in a better position to ‘speak the language’ 
of a workplace. 

Having an understanding of some of the words and phrases that are used in a particular 
industry can be a useful way of helping a young person to gain confidence when presenting for 
an interview or starting an apprenticeship or traineeship. It is also a useful strategy for keeping 
young people engaged with their English learning at a time when they may have started to 
become uninterested or alienated by work which has become increasingly complex and abstract. 
If they are able to learn in a way that is relevant and useful for a career they already have in 
mind, they may stay interested in learning for a little longer, and be able to extend their skills a 
bit further than they otherwise would. For some students, an English program focused heavily 
on essays, texts, poetry or spoken presentations can fail to meet their needs and interests. 
Providing a program which includes workplace literacy and language skills can make the 
difference between students who are turned off learning and those who are eager to continue to 
develop their skills. 

Who might find this book useful? 
• Students within mainstream English classes, particularly those who are interested in 

learning about the world of work 
• Students who have worked through the activities in Books 1 and 2 
• Students completing VCAL or other similar programs as an alternative to Year 11 or 

12 / VCE / HSC 
• Students completing VET in schools programs, particularly in one of the areas 

included in this book 
• Students in TAFE settings who are completing a general education program with a 

communications or literacy component 
• Students who are enrolled in alternative educational settings 

How do I use the book? 
As this is a teacher resource book, you should feel free to use this book in the way that works 
best for yourself and your students. If you are teaching a literacy, communications or general 
education subject, you may find that you can use some of the worksheets and activities to teach 
specific learning outcomes within your particular subject area. If you are teaching a mainstream 
English class, you may find the activities are useful for working with a particular group of 
students who have specific needs related to learning about workplaces. If you are working as a 
Special Education teacher, you may be able to use the activities as an alternative to areas of a 
program which are not appropriate for the students in your program. However you choose to 
use it, please feel free to adapt the activities to suit your own purposes and the needs of your 
students. 
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Common words used in the 

childcare industry 
 

baby walkway 

child doorway 

toddler entrance 

infant exit 

carer stroller 

guardian pram 

parent bouncer 

hazard cot 

safety portable cot 

accessible cloth nappy 

inaccessible disposable nappy 

danger hygiene 

management health 

first aid occupational health and safety 

recommended age 

dose weight 

dosage food preparation area 

policy poisons 

procedure disinfectant 

flowchart secure 

identification quality assurance 

supervision confidentiality 

equipment accreditation 

resources Australian Standards 

family day care centre-based care 

Unit 1 Childcare: Activity sheet 1 
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Childcare jobs – what’s available?  

Babysitter  

A babysitter is usually unqualified and works on an informal basis providing care for 
babies or children often in family homes. Typically a babysitter works for people he or 
she already knows, such as friends or relatives. 

Nanny 

A nanny works for a family providing care in the home for babies and young children, 
and may also take responsibility for other household tasks such as cleaning, cooking 
or ironing. 

Childcare worker (centre-based care) 

A childcare worker may work with babies, toddlers or young children within a childcare 
centre. Their duties might include feeding, changing nappies, planning and carrying 
out programs, cleaning areas, and supervising children. Childcare workers vary in the 
level of training they have completed and the amount of responsibility they are 
expected to take on. At the lower levels, they would work with supervision and 
support, whilst at the higher levels they would be responsible for supervising other 
staff and overseeing the day to day running of a room within the centre. 

Childcare worker (family day care) 

A family day care worker is someone who cares for a small number of children within 
their own home. They are generally registered with the local council as family day 
carers. 

Field officer 

A field officer visits kindergartens and childcare settings providing support and training 
for staff who are working with children who have disabilities or other special needs. 

Out-of-school-hours coordinators / workers 

Out of school hours coordinators and workers provide care before or after school 
hours, and sometimes over school holiday periods. They generally care for school 
aged children in a school setting before classes start for the day or after school has 
finished. They may provide informal games and activities or serve a meal or snack for 
the children. 

Unit 1 Childcare: Activity sheet 2 
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Childcare job advertisements  

 

Unit 1 Childcare: Activity sheet 3 

Childcare Worker Level 3 
Seeking an experienced and 
qualified childcare worker for 
our 2–3 year old room. Part 
time 25 hrs per week. Above-
award rates for the right 
person. Phone Nell after 9am. 

Out of school hours coordinator (20 hrs / week – school terms) 
Want the flexibility of working outside school hours? Skilled in 
working with young children? Join our fun team providing after-
school activities for primary children. 
St Barnstables Central Primary School, Upper Hunter Valley. 

Childcare Team Leaders 
Got what it takes to lead a team of under 3’s and 
staff as well? Got a qualification at Level 3 or 
Diploma level? We need you! 
Vacancies for immediate start in our action packed 
toddler rooms (1 f/time, 2 p/time positions). Ability 
to speak Vietnamese an advantage. 
Phone Roger on 0499 500 607. 

Field Officer (Child Care) 
To work across centres within the 
municipality supporting children with 
special needs. 
Mandatory qualification – Diploma of 
Children’s Services. Must be 
experienced in children’s services or 
disability services. 
Apply online at www.findwork.com.au 

Childcare Level 2 
Part time shift – 6.30 am 
start Mon – Thurs. 
Toddler room assistant. 
Ongoing training 
provided to all staff. Join 
our dynamic, hard-
working team! 

Childcare Worker Level 1 or 2 
required for Bathurst Childcare Centre. 
Full time with experience. Work in 
babies’ room and toddler’s room. Fax 
resume to Jo Winstable (Centre 
Director) on 3 212 7600. 
See website for pos. description. 

Use with Activity 
sheet 4 
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Job advertisement questions 

Read through the job advertisements for the childcare industry  on Activity sheet 3 
and then answer these questions. 

1. How do you apply for the Field Officer position? 

______________________________________________________________ 

2. How many hours would you work if you got the Childcare Worker Level 3 
position? 

______________________________________________________________ 

3. Which school needs an out of school hours co-ordinator? 

______________________________________________________________ 

4. What qualifications do you need for the Childcare Team Leader positions? 

______________________________________________________________ 

5. What time would you start if you got the Childcare Level 2 position? 

______________________________________________________________ 

6. What skill would be an advantage to have if you wanted to work in the Childcare 
Team Leader positions? 

______________________________________________________________ 

7. How many positions in total are available in the advertisement for Childcare Team 
Leaders? 

______________________________________________________________ 

8. What sort of work would you be doing if you got a job at Bathurst Childcare 
Centre? 

______________________________________________________________ 

9. Approximately how many hours per week would you be working at Bathurst 
Childcare Centre? 

______________________________________________________________ 

10.  What qualification is required for the Field Officer position? 

______________________________________________________________ 

11. Who do you speak to about the Childcare Worker Level 3 position? 

______________________________________________________________ 

 

 

Unit 1 Childcare: Activity sheet 4 Use with Activity 
sheet 3 
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Sample position description –  

childcare industry 
 
 
Position title: Qualified Childcare Worker Level 3 

________________________________________________________________ 

Reports to: Coordinator 

Supervisory responsibilities: Unqualified childcare staff 

Internal liaisons: Coordinator, other childcare staff. 

External liaisons: parents, caregivers, specialist staff. 

________________________________________________________________ 

Key responsibilities and tasks: 

• To operate in accordance with the Children’s Services Regulations (1998) and 
centre policies and procedures. 

• To plan and provide a program that is developmentally appropriate and takes into 
consideration the physical, social, emotional, cultural and individual needs of all 
children within the centre. 

• To liaise with external agencies and specialists as required. 

• To assess and monitor the progress of children within the program, and report 
observations in accordance with centre procedures. 

• To assist in the provision of work experience opportunities for students. 

• To ensure safe lifting procedures are followed. 

• To keep parents and caregivers informed via formal and informal communication 
channels. 

• To maintain an attractive, friendly and welcoming environment for children and 
families. 

• To participate in staff meetings and professional development training. 

• To provide resources and advice on childcare issues and concerns raised by 
parents and caregivers. 

• To ensure that a healthy and safe environment is provided for children and staff 
within the centre, in accordance with the level of responsibility of this position. 

Unit 1 Childcare: Activity sheet 5 
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Sample position description – childcare industry  

 

Qualifications and experience: 

• Qualifications appropriate for recognition as a Childcare worker Level 3. 

• Prior experience in childcare / early childhood field. 

• A satisfactory police records check which demonstrates suitability for employment 
within the industry. 

• A current First Aid certificate that complies with the Children’s Services Act 
(1996). 

• Demonstrated ability to provide active, adequate and efficient care of young 
children. 

________________________________________________________________ 

Judgement and decision-making skills: 

• Ability to respond appropriately in an emergency situation 

• Ability to assess and recommend actions required to ensure safety of children and 
staff within the centre 

• To be able to adapt a program to suit the needs of individual children 

• To assess the health status and wellbeing of children (within the limits of the 
position and qualifications held) and to act appropriately in contacting parents or 
caregivers as needed. 

________________________________________________________________ 

Management skills: 

• To work unsupervised and to direct the work of other staff members 

• To work as part of a team 

• To report and liaise with the coordinator to ensure the smooth operation of the 
centre. 

________________________________________________________________ 

Employment details 

This position is full time and ongoing, subject to a probationary period of three 
months. 

Salary will be in accordance with the qualifications and experience of the successful 
applicant. 

Unit 1 Childcare: Activity sheet 5 (cont) 
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Safety checklist  

Write a list of five safety problems for each of these areas of the house, and then write 
a solution for each one. 

 

Unit 1 Childcare: Activity sheet 6 

Safety problem Solution 
1.  

2.  

3.  

4.  

5.  

Safety problem Solution 
1.  

2.  

3.  

4.  

5.  

Safety problem Solution 
1.  

2.  

3.  

4.  

5.  

Safety problem Solution 
1.  

2.  

3.  

4.  

5.  

Kitchen 

Bathroom 

Outdoor play area 

Bedroom SAM
PLE
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Games and activities 

What games or activities can you think of that use the equipment 
in this list? Write a description of how you could use each one as 
part of a safe game or activity with a young child. 
 

• Cushions 

• Cardboard boxes 

• Coloured paper 

• Glitter 

• Cellophane 

• Sand 

• Water 

• Assorted plastic containers 

• A bucket full of dry leaves 

• Chalk 

• Recycled paper 

• Milk cartons 

• Shells 

• Cotton wool balls 

• Dry pasta shells or tubes 

Unit 1 Childcare: Activity sheet 7 
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