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NTRODUCTION

The competency Entering the Workforce is part of the program of study for a DVS (diploma
of vocational studies) in Secretarial Studies. The program is divided into 25 competencies
representing a total of 1485 hours of training.
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One credit corresponds to 15 hours of training.
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The competency Entering the Workforce is one of the 25 competencies covered in the
Secretarial Studies vocational program. The educational aims of the program are to
maintain and promote the quality of English, improve the quality of customer service,
develop learners’ desire to improve their knowledge of technological tools, and develop
their sense of autonomy and initiative.

This learning guide is designed to help you through each step on the way to entering
the workforce, providing you with a procedure to follow and tips to ensure you find the
practicum position that is right for you. As a result, you will be better prepared to take
on your responsibilities and meet the requirements of the workplace. Throughout your
practicum, this guide provides you with tools and techniques to record information and
then to share your experience by writing a report.

In this course, the competency you are expected to acquire is Entering the Workforce.*

To be successful, you must:

+ look for a practicum position

« prepare for spending time in the workplace

« communicate with the work team

+ observe and perform activities in the workplace

In accordance with the Ministry’s program, this competency is divided into three distinct
phases.

PHASE 1: INFORMATION PHASE

+ Learning about the terms and conditions of the practicum

« Setting expectations and needs with respect to the practicum

« Identifying organizations that can answer these expectations and needs
« Writing a réesumé and a letter of introduction

« Taking steps to obtain a practicum position

PHASE 2: PARTICIPATION PHASE

+ Performing or helping with work tasks related to the practicum

« Communicating with co-workers and practicum supervisors

+ Complying with instructions pertaining to the practicum and with the rules and poli-
cies of the workplace

+ Writing a journal recording observations about the work environment and the tasks
performed

PHASE 3: SYNTHESIS PHASE

. Stating your perception of:
- aspects of the occupation that correspond to the training process and those that
donot
- the influence of the practicum experience on your choice of future employment in
terms of aptitudes and areas of interest

1. Gouvernement du Québec. Ministére de I'Education et de I'Enseignement supérieur. Secretarial Studies Program (DVS 5857), 2016, p. 87.
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You must have completed all the competencies in the Secretarial Studies program before
beginning the competency Entering the Workforce. Check the list on page V.

WORK SITUATIONS

This guide consists of three situations that will not only lead you to acquire new knowledge but
teach you to apply it with ease and use it skillfully. Each situation follows the same structure.
First, you read about the work context and the assignment you must carry out.

Next, you embark on a series of engaging and motivating tasks. You will be guided step by step
through each task. The ideas, techniques, rules and concepts will be explained in detail and
supported with multiple exercises to ensure that you acquire this new learning. All the answers
to the exercises are in the answer key, at the end of the guide.

EVALUATION OF LEARNING

At the end of this competency, you will not be required to take a supervised examination.
Instead, you will be evaluated based on your participation in the different phases of your prac-
ticum. Throughout this competency, you will be required to submit scored activities to your
assigned teacher or tutor, which will be used to evaluate your learning.

Therefore, learners who have actively participated in the activities and carried out the practi-
cum and various activities according to the prescribed criteria will receive a Pass grade on their
transcript.

REQUIRED MATERIALS

The materials for this course include the following:

+ thelearning guide and answer key

« the appendices to the learning guide (documents related to the practicum application),
available on portailsofad.com

+ the practicum journal, also available on portailsofad.com

+ the workplace supervisor’s guide

+ two scored activities

Assigned teachers can also download their guides from portailsofad.com.

RECOMMENDATIONS FOR SUCCESS

We recommend that you do all the exercises in the learning guide as well as the scored activ-
ities provided. Carefully compare your answers with the answer key and, if necessary, review
content to make sure you fully understand it before going on to the next task.

If you have questions, do not hesitate to ask your teacher or tutor for explanations.

The course is estimated to take approximately 90 hours to complete, including the practicum
itself.

Introduction
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OVERVIEW OF THE LEARNING GUIDE
Opening Pages

The title page presents
the number and title of
the work situation.

The Your Assignment
section summarizes
and lists the tasks you
will perform during
the work situation.

The situation begins with a
description of the context

in which you will complete
different tasks to acquire the
target competency.

The total length of all
the situation tasks
includes the scored
activity, if applicable.

FINdiNg «

o

aking on a practicum position in a
T o o ameiia'se

not organized and do not have the
right tools. A good starting point is to find
out what information and materials you
will need to achieve your goal, which is to
leverage the knowledge and skills you have
acquired during your secretarial training
to successfully enter the workforce. With
this guide accompanying you through each
step, you can ensure that your practicum
is an unforgettable and enriching profes-
sional experience

o have a successful practicum, you must
be prepared. This first situation will make
you aware of the importance of the roles and
responsibilities of everyone involved: you,
your assigned teacher and your workplace
supervisor. You will get to know yourself bet-
ter, write a letter of introduction and update

- ENTERING THE WORKFORCE

Practicum Pesétien

your résumé. You will also seek to establish
the competency elements that employers are
looking for in order to put them into practice

during your practicum.

During your practicum, you will keep a
Journal recording the tasks you perform each

day as well as any other relevant information.

When your practicum is over, you will be
required to submit a report about your experi-
ences to your assigned teacher. You will no
doubt be hoping for a positive assessment of
your performance from both your assigned
teacher and the host organization. You should
also follow up your experience appropriately
(for example, by writing a thank-you letter to

the host organization).

P I ———

Throughout this situation, you will learn about

the terms and conditions of your practicum and
consider the importance of this experience within
the context of your training. Take the time to
define your needs and expectations in order to find
an organization that matches your ambitions.

Your assignment consists of the following:

-

. learning about the terms and conditions of the
practicum

d

carrying out a self-assessment and defining your
needs and expectations

w

.. taking steps to find a practicum position

€ Fincing o procticum positon -
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COMPETENCY

ENTERING
THE WORKFORCE

A LEARNING GUIDE FROM

THE COLLECTION

With the Heods@p learning guides, students Jemem&

acquire competency through authentic work

situations so that they are ready to deal with the JZ“M/

demands and needs of the labour market.

The learning guide Entering the Workforce is
fully compliant with the vocational program in
secretarial studies (DVS 5857) in the training sector of
administration,commerce and computer technology.

As students perform the assigned tasks, they acquire

elements of the competency Entering the Workforce:

« searching for a practicum

«  preparing themselves for spending time in the
workplace

« communicating with the work team

« observing and performing activities in the
workplace

The learning guide Entering the Workforce consists of three work situations:
G Finding a Practicum Position
a Preparing for Your Practicum
g Making Your Practicum a Success

Discoverournew Heodsmg series:stimulating learning resources for contextualized
training that promotes success both at school and in the workplace.

The learning guide and the answer key (PDF), as well as
complementary digital resources, are available online at

portailsofad.com. ISBN 978-2-89798-154-9

97782897"981549

Printed in Quebec 4626-01
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