
How to find Work Experience 

Work Experience from Monday 26th June to Friday 30th June 2023  

Deadline for Unifrog online forms to be returned Monday 17th April 2023  

Finding your own placement is a vital part of the process. It means you have more choice & control over where 

you go. It’s fine if you don’t have any ideas about what you would like to do for your Work Experience. 

There are people that can help you at every stage: Your Tutor, Miss Jarman, your family and friends, the leader 

of any clubs you attend  

How to decide on a work placement- If you already know what kind of job you want   

You may be lucky enough to already know what career you are interested in. The best thing to do is to look for 

a work placement in the same sector or industry as your chosen career. 

Here are some examples: 

• If you want to be a chef, you could try a placement in a restaurant, café, a farm shop or a shop. 

• If you are interested in law, you could research a local law court or companies that deal with legal 

paperwork, such as estate agents, insurance companies or even charities. 

If you DO NOT know what kind of job you want to do yet 

Do not panic, many students have no idea.  There are many career websites that may help give you some ideas 

about different jobs and industries, try  www.prospects.ac.uk  or www.nationalcareers.service.gov.uk 

Or you could think about what subjects you are interested in. Here are some examples of how different 

subjects can help with different jobs: 

• English- newspapers, magazines, publishing, journalism, writing, libraries. 

• Maths- accountancy, banking, engineering, computer programming. 

• Geography- National Trust, green charities, council town planning, farming. 

• Science- vets, pharmacies, hospitals, laboratory work. 

If you are really stuck for ideas-If you really cannot think of an area of work, then ask yourself these questions: 

• What am I good at? 

• What are my interests & hobbies? 

• What jobs have I seen other people do that I think look interesting? 

• Or you could go for something completely different, or for a job you know little about. 

Now you have some ideas, write your thoughts down and: 

• Make a list of the top 10 placements you would like; 

• Imagine the kinds of things you might do on your placement; 

•  Try to be realistic in the type of placement you look for; 

• Remember you will not be given a lot of responsibility; 

Start your search - Remember there will be lots of students within your school and from your local area 

searching for their own placements so use this guide to help you find companies and organisations you can 

ask for a work placement: 

http://www.prospects.ac.uk/


1. If someone in your family works somewhere interesting, you can ask them if they could contact their 

Human Resources department on your behalf. 

2. Ask neighbours and family friends if their work place would consider you for a placement. 

3. If you already have an organisation in mind, then do a web search for their contact details. 

4. Find employers in your local area by looking on www.yell.com or www.thomsonlocal.com. Just type 

in your postcode and the type of company you are looking. 

5. Use Google maps by typing in your area then searching locally for businesses using the “Nearby” 

Icon, make a list of those that interest you. 

6. Think of the companies that you pass by on your way to school or when you are out at the weekend.  

Some companies are above a shop frontage so look out for signage and adverts. 

Get in touch -Once you have a list of companies, the next step is to contact them. 

If the company is small and in the local area, you could drop in to speak to them or make a phone call. 

• Larger companies may require an email, a letter or a CV. You will need to ring the company or look on 

their website to find out who organises work experience. Once you have the contact details 

 (name, email address and telephone number) you need to introduce yourself and ask if they offer 

work experience placements. 

 

Make the call -Lots of people young, and old, find it scary to call an employer. The more you do it, the easier 

it will become. Here are some tips to help:  

• Think about what you want to say before you call. 

• Write your work experience dates down on paper and keep it in front of you. 

• Have a pen and paper ready to take down any names or details. 

• Take a deep breath and relax before dialling the number. 

• Always be polite and speak clearly. 

• Start by introducing yourself- give your name, say what school you are from and explain that you are 

looking for work experience. 

• Be ready to explain why you are interested in a placement with the company. 

• Say what interests you about the company or the kind of work they do. 

• Do not be discouraged if they say no- it’s nothing personal. 

• Keep trying other employers; do not give up. 

 

Send a CV or a letter  

If an employer asks you to send a CV or letter or email always say yes, then find someone to help you create 

one. If you have never had to write a CV or a letter before, then there are lots of templates online. Double 

check your spelling mistakes before you hit the send button.  

Some important logistics:  

• Students need to agree the placement with the employer first, and then students will get the ball 
rolling by adding the placement to their Unifrog account (they’ll find the Placements tool on their 
Unifrog homepage).  

• The Unifrog system will then email the employer, the parent / guardian, and the school, to collect the 
necessary information and permissions. For the process to work, it’s essential that students add the 
initial information about the placement accurately. 

 

 

http://www.yell.com/
http://www.thomsonlocal.com/


 

 

Finding out more: 

Unifrog have created a some  work placement guides,  is the best one to start with (it includes a short 

animation of how the whole process works). 

• Next we recommend looking at because it includes advice on how to find a placement. 

• All students will have a Unifrog Work Experience session during tutor time.  
 

Next steps: 

• Please read the placement guides on Unifrog, and then start contacting possible hosts for the 
placement 

• The deadline for all placements to be confirmed by an employer is Monday 17th April 2023  
 

Once you have found a work experience placement 

 Make sure the employer has filled in the Work Experience Referral form correctly. 

 Deadline for Unifrog online forms to be returned Monday 17th April 2023 

Do you still need help? 

 Miss Jarman will be available at the following times and places:  

Monday – Thursday – Student reception or come to the work experience drop in sessions – Monday In L5 after 

school from 3pm -Good luck! 

https://www.unifrog.org/placement/parent-guides/how-to-use-the-placements-tool
https://www.unifrog.org/placement/parent-guides/a-guide-to-placements-work-experience

