
 
 

 

Thank you for purchasing our Get Ready for Work 
book. 

 

Here are your Templates and 
Tables 

 
 
 
 
 
 
  



 
 

  

 

Figure 1 Attributes Wheel – blank (Gatsby 1, 4) 

  



 
 

 

Figure3 Table of Employer wants and needs (Gatsby 1, 4, 5) 

Figure 4 Personal Star Chart – blank (Gatsby 1, 4) 

  



 
 

Perceived gap Action step to bridge the gap 

Example – pitching and 

presenting 

Consider the points in this book 

or enrol on a short course on 

pitching skills 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 6, Table of Perceived gaps and resulting actions (Gatsby 1, 4)  



 
 

Topic Support from: 

Communications National Careers Service - Provides information, 
advice and guidance to help you make 
decisions on learning, training and work.  
https://nationalcareersservice.direct.gov.uk/ 

Interpersonal skills 

 

National Careers Service 

CV writing 

 

CV Library - Postcode-selectable open vacancies 

and writing tips  https://www.cv-library.co.uk/ 

Job searching 

 

Job Search - Provides job search directory - 

https://www.gov.uk/jobsearch 

Pitching National Careers Service  

Interview skills Career Cake Many resources and video 

tutorials on job searching 

https://www.careercake.com/ 
Figure 7, Table of Courses and support networks 

Area My unique offering 

Knowledge  

 

 

 

Skills  

 

 

 

Attributes/talents  

 

 

 

 

Table 8 My unique attributes (unique selling points) (Gatsby 1, 4) 



 
 

 

Confidence Attribute What does it mean for you and your 

job search? 

Self-appreciation 
(Having pride and confidence in 

yourself; having a feeling that you 

are behaving with honour and 

dignity) 

 

 

Self-esteem 
(approval or appreciation of 

yourself) 

 

 

Self-acknowledgement 
(satisfaction or happiness with 

yourself) 

 

 

Self-ability (understanding who 

you really are and being a master 

of yourself – being good at 

something) 

 

 

Self-accountability (being 

honest with yourself, and 

answerable and responsible for 

what you say and do) 

 

 

Self-resolve (being self-assured 

and confident without being 

aggressive) 

 

 

Self-belief  
(the confident way that you feel 

about your skills, abilities, 

appearance and behaviour) 

 

 

Figure 10 My confidence attributes (Gatsby 1, 3, 4) 

 

 



 
 

Resilience 

Attribute 

What does it mean for you and your job search? 

Curiosity  

 

Communication  

 

Control  

 

Change 

acceptance 

 

 

Clarity of focus  

 

Confidence  

 

Creativity  

 

Connectedness  

 

Figure 12 My resilience attributes (Gatsby 1, 3, 4) 

 



 
 

My negative attitudinal 

traits are: 

 

 

 

 

My positive attitudinal 

traits could be: 

 

 

 

 

Figure 14 Table –My positive and negative Attitudinal Traits (Gatsby 

1, 3, 4) 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

Attitudinal 
item 

Context My current status 

Confidence 
and resilience 

How you will stand up to 
the early pressures of a 
new workplace 
 

 

Desire to 
succeed 

How engaged you will be 
in the workplace and 
how hungry you are for 
success 

 

Etiquette and 
Ethics 

Manners maketh the 
man – how will you 
apply the required 
standards of behaviour 
towards others 

 

Expectation 
Management 
and Protocols 

Do not expect to be CEO 
within your first week 
but have realistic 
expectations that you 
can enjoy 

 

Mentorship/ 
Guidance 

How open will you be to 
receiving support and 
guidance in the 
workplace 
 

 

Hygiene, 
Values 

Fundamental rules of 
hygiene (body odour etc) 
and core values 
(showing respect) go a 
long way towards 
employee engagement 

 

People Skills How you mix with 
different people and 
how to communicate 
clearly with others 
 

 

 

Figure16 – My current status regarding attitudes to the workplace 

(Gatsby 2) 



 
 

Pros (for, advantages) score Cons (against, 
disadvantages) 

score 

Better comfort 4 Cost outlay will mean 
making sacrifices 

5 

Lower fuel costs 4 Higher insurance 4 

Lower servicing costs 3 Time and hassle to choose 
and buy it 

2 

Better for family use 3 Disposal or sale of old car 2 

Improved reliability 5 Big decisions like this scare 
and upset me 

3 

I’ll be a load off my mind 2   

TOTAL Pros 21 TOTAL Cons 16 

 

Figure 19 Pro Con table for car purchase (Gatsby 1, 4) 

 

Pro (for, advantages) 
 

Score Con (against, 
disadvantages) 

Score 

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

Total  Total  

 

Figure 20 Blank Pro Con table for career search decision (Gatsby 1, 4)  



 
 

 

SMART Job Goal 

Specific  
 
 
 
 

Measurable  
 
 
 
 

Achievable  
 
 
 
 

Realistic  
 
 
 
 

Time Framed  
 
 
 
 

 

Figure 22 Table of Your current SMART goals (Gatsby 1, 4) 

 

  



 
 

Section My Key Words 

What is my 
format and 
why? 

 
 
 
 

Personal 
Details 
content 

 
 
 
 

Personal 
Profile 
content 

 
 
 
 

Employment 
history and 
work 
experience 

 

Education 
and Training 

 
 
 

Interests and 
Achievements 

 
 
 

Additional 
Information 

 
 
 

References  
 
 

Others .... 2 pages A4 on white, concise, easy to read, tailored 
for the job ... 
 

 

Figure 25 CV Checklist (Gatsby 1, 3, 4) 

 



 
 

A Covering Letter checklist is shown for your use in Figure 27 

Section My Key Words 

Sell your Strengths – 
what are they? 

 

Make it Personal  
 

Explain the Gaps  
 

Explain your Disability  
 

Speak and understand 
their language 

 

Check and Check again  
 

Keep it brief  
 

Keep the format 
consistent 

 

Grab the reader’s 
attention 

 

Address your letter to 
a specific person 

 

Explain why you’re 
writing 

 

Be enthusiastic, show 
motivation 

 

The middle paragraphs 
– sell your relevant 
skills 

 

Sell your achievements  
 

Describe what you can 
do for them 

 

Others ... 1 page A4 on white, easy to read, tailored for the 
job, use a computer .... 

 

Figure 27 Covering letter Checklist (Gatsby 1, 4) 



 
 

Typical question  My answer  

Why did you apply for this job?   

What attracted you to this 

company?  

 

What do you know about our 

company?  

 

What do you think our company 

is aiming to achieve?  

 

What do you know about our 

products and services?  

 

Tell me about yourself?   

What are your hobbies and 

interests?  

 

What are your greatest strengths 

/ weaknesses?  

 

What can you do for us that other 

candidates can’t?  

 

Why should we hire you?   

Why do you think you are right 

for this job?  

 

How would you describe your 

work style?  

 

Give evidence of where you 

worked well in a team  

 

If you were an animal, what 

animal would you be and why? 

 

Figure 29 Interview questions from the panel (Gatsby 1, 4) 



 
 

 

My typical question  Their estimated answer  

Which of my skills do you 

see as most important for 

the challenges that come 

with the position?  

 

Will the company be able 

to help me develop?  

 

Can you tell me a little 

about the team I’ll be 

working with?  

 

What constitutes success 

with this position and 

company?  

 

Do you see any gaps in 

my skills or qualifications 

that I need to fill?  

 

Do you think I would be 

right for this job?  

 

Any others .............   

 

Figure 30 Interview questions for the panel (Gatsby 1, 4) 

  



 
 

 

Skills and competencies for competency-based interviews 

Adaptability 
Compliance 
Communication 
Conflict  
   management 
Creativity and 
   innovation 
Decisiveness 

  Delegation 
  External 
  Awareness 
  Flexibility 
  Independence 
  Influencing 
  Integrity 
  Leadership 

Leveraging diversity 
Organisational awareness 
Resilience and tenacity 
Risk-taking 
Sensitivity to others 
Team work 

 

Figure 31 Skills and competencies for competency-based interviews 

(Gatsby 1, 2, 4) 

       Positive indicators         Negative indicators 

   Demonstrates a positive 
   approach towards the problem 
   Considers the wider need of the 
   situation 
    Recognises their own limitations 
    Is able to compromise 
    Is willing to seek help when 
    necessary 
    Uses effective strategies to deal 
    with pressure/stress 

    Perceives challenges as 
    problems 
    Attempts unsuccessfully to deal 
    with the situation alone     
    Used inappropriate strategies to 
    deal with pressure/stress 

 

Figure 32 Positive and Negative indicators (Gatsby 1, 4) 

 

 

 

 



 
 

Mk Grade Reason 

0 No evidence No evidence reported 

1 Poor 
Little evidence of positive indicators 
Mostly negative indicators, many decisive 

2 Areas for concern 
Limited number of positive indicators 
Many negative indicators, one or more 
decisive 

3 Satisfactory 
Satisfactory display of positive indicators 
Some negative indicators but none decisive 

4 Good to excellent Strong display of positive indicators 

 

Figure 33 Marking schedule example for Positive and Negative 

indicators (Gatsby 1, 4) 

 

 

 

 

 

 

S Situation Briefly set the scene 

T Task Describe what was required 

A Activity What did you do and why? 

R Result What was the outcome? 

 

Figure 34 The STAR Method (Gatsby 1, 4) 

 

 

 

 

 

 

 

 

 



 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 37 AIDA pitch preparation table (Gatsby 1, 4) 

  



 
 

 

 

Figure 41 Interaction checklist (Gatsby 1, 4) 



 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 43 Who is in your network? (Gatsby 1, 4) 

 



 
 

1 Urgent and Important 

 

 

 

 

 

 

2 Not Urgent and Important 

3 Urgent & Not Important 

 

 

 

 

 

 

4 Not Urgent & Not Important 

 

 

Figure 49 My time in quadrants (Gatsby 1, 4) 

 

  



 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 50 Daily time recording sheet (Gatsby 1, 4)  



 
 

 

Benchmark Description 

 

1. A stable 

careers 

programme 

Every school and college should have an embedded 

programme of career education and guidance that is 

known and understood by pupils, parents, teachers 

and employers. 

2. Learning 

from career 

and labour 

market 

information 

 

Every pupil, and their parents, should have access to 

good-quality information about future study options 

and labour market opportunities. They will need the 

support of an informed adviser to make best use of 

available information. 

3. Addressing 

the needs of 

each pupil 

Pupils have different career guidance needs at 

different stages. Opportunities for advice and 

support need to be tailored to the needs of each 

pupil. A school’s careers programme should embed 

equality and diversity considerations throughout. 

4. Linking 

curriculum 

learning to 

careers 

All teachers should link curriculum learning with 

careers. For example, STEM subject teachers should 

highlight the relevance of STEM subjects for a wide 

range of future career paths. 

5. Encounters 

with 

employers 

and 

employees 

Every pupil should have multiple opportunities to 

learn from employers about work, employment and 

the skills that are valued in the workplace. This can 

be through a range of enrichment activities 

including visiting speakers, mentoring and 

enterprise schemes. 



 
 

6. Experiences 

of workplaces 

Every pupil should have first-hand experiences of 

the workplace through work visits, work shadowing 

and/or work experience to help their exploration of 

career opportunities, and expand their networks. 

7. Encounters  

with further 

and higher 

education 

All pupils should understand the full range of 

learning opportunities that are available to them. 

This includes both academic and vocational routes 

and learning in schools, colleges, universities and in 

the workplace. 

8. Personal 

guidance 

Every pupil should have opportunities for guidance 

interviews with a careers adviser, who could be 

internal (a member of school staff) or external, 

provided they are trained to an appropriate level. 

These should be available whenever significant 

study or career choices are being made. They should 

be expected for all pupils but should be timed to 

meet their individual needs. 

 

Figure 52 Gatsby Benchmark Descriptions 

 

 

 

 

 

 



 
 

Gatsby 

benchmark 

Benchmark 

Overview 

Actions you could take 

5 Encounters with 

employers and 

employees – 

encouraging you to 

have face to face 

interactions with 

the above 

Invite employers or employees to 

engage in any job club or other 

forum you might belong to. 

Ask apprentices, ex pupils from 

school and friends in work if they 

would like to share their stories 

of the workplace. 

Take advantage of Careers Week 

events by hosting a table and 

meeting employers. 

6 Experiences of 

Workplaces – 

arranging 

workplace visits, 

work shadowing 

and/or work 

experience 

Organise a ‘walking tour’ of local 

businesses.  This takes courage 

but many employers would be 

open to showing you their 

workplace. 

Create a careers research booklet 

to keep your employer visit notes 

in.  This is good for reference but 

also demonstrates your diligence 

to other employers. 

7 Encounters with 

Further and Higher 

Education – 

ensuring that you 

get to understand 

the full range of 

learning 

Make a visit to your local colleges 

and universities and develop 

relationships with the people 

there who can help you with 

your careers decisions. 

Make yourself aware of the 



 
 

opportunities 

available to you 

programmes on offer as you can 

then share this interest with 

future employers.  Many 

companies support a dual on-

the-job and off-the-job training 

where you work in the place of 

employment but also attend 

college/university on a regular 

basis.  In this way you can learn 

about the chosen area of study 

and apply the principles in your 

new workplace to the benefit of 

you, your employer and their 

customers. 

8 Personal Guidance 

– seek out new 

opportunities for 

guidance 

interviews with a 

career advisor 

(please see also the 

links in the ‘Useful 

References and 

Added Value’ table 

in the following 

section 

Contact your local careers advice 

bureau; invite your 

parents/guardian along if 

appropriate. 

Talk to friends and associates 

who have received careers 

advice and find out best practice. 

 

Additional Gatsby Benchmark Actions 

 

 



 
 

 

Organisati
on 

Activity Contact 

National 
Careers 
Service 
 

Provides information, advice 
and guidance to help you 
make decisions on learning, 
training and work. 

https://nationalcareers
service.direct.gov.uk/ 
 

Job Search Provides job search directory https://www.gov.uk/jo
bsearch 

CV Library Postcode-selectable open 
vacancies 

https://www.cv-
library.co.uk/ 

Careers 
online 

The website of C&K Careers https://ckcareersonline.
org.uk/ 

Career 
Cake 

Many resources and video 
tutorials on job searching 

https://www.careercak
e.com/ 

Equality 
Advisory 
Service 

For support with the 
Equalities Act 2010, 
workplace etiquette etc 

https://www.equalitya
dvisoryservice.com/ 

The 
Careers 
and 
Enterprise 
Company 

Gatsby Benchmarks https://www.careersan
denterprise.co.uk/scho
ols-
colleges/understand-
gatsby-benchmarks 
 

 

Figure 53 Useful references (Gatsby 3) 

 

 

 

Good luck with your job search and if you need 

support please contact the author. 


