


  MOBILE 
Module 3: Work Placement 

 

Learner 
training 

programme 
 

 

 

 

 

Module 3: Work Placement 

part : introduction 

  

Introduction to the Module 

Module Description: This module is designed to prepare learners specifically for their work placement 
abroad. It is important to note that this module has been created under the assumption that learners 
already know what their placement will be. This is important, as it will allow the learners to better 
understand the expectations from their workplace mentor, as well as what tasks they will be performing 
abroad. This module has been divided into three parts: 

Part 1: Work Placement Preparation 

Part 2: Work Placement During & Post Mobility 

Part 3: Business and Employability Skills (Pre-Mobility) 

Each part relates to key areas of knowledge that will help the learner to feel more comfortable about the 
new working environment.  

Method of delivery: This module consists of both group work and individual research. It is best if the 
group work is moderated by a teacher, preferably one who has past experience in accompanying 
learners abroad or who has been involved in mobility preparation previously.  

Learning Outcomes: Each module also links to specific learning outcomes, taken from the Learner 
Competence Card. This is meant to offer structure and context to the activities, and can be used to help 
the facilitator of this preparation to ensure the learners achieve the aims of the module. 
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Module 3: Work Placement 
Business and Employability Skills Activity 

  

Activity 

Work in groups to discuss the below scenarios, imagining yourself in the position of the characters 

and how you would react/deal with/solve the problems listed.  

 

A) Team-work 

1. Individually, list 3 key qualities that are necessary for good team work. In your group, discuss 

why you feel these qualities are necessary and as a group decide on the 3 most important qualities.  

 

B) First Impressions/Professional Appearance 

1. Consider the impact and importance of first impressions in a new job. List 5 things that you think 

are most important to make a good first impression to your new manager/team) 

2. In an international mobility, you are considered an ‘ambassador’ from your home country. List 3 

additional characteristics that are important in a first impression when you are working in a different 

county. 

3. Discuss the above in your group.  

C) Conflict Resolution 

Imagine that you are at the work placement for the first time and you step into the staff room. In the 

room there are a table, chairs and a sofa. You decide to take the sofa and after a while a man steps 

into the room. He looks irritated at you but doesn’t say anything.  This happens several times during 

the week. You can feel that something definitely is wrong.  

What you don’t know is that he has worked for many years without changing his place in the staff 

room and you are now taking his place.  

What can you do to solve the problem? 
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D) Communication at Work 

Communication can be spoken, verbal or none verbal and is a way to transfer information from one 

person to another. We not only talk with words, but with our whole body. Our non- verbal 

communication is as significant as our communication with words. The sending and receiving of body 

language signals happens on conscious and unconscious levels. 

Certain body language is the same for all people concerning feelings regardless of countries and 

cultures.  

1. What facial expressions are the same for all people. (Happiness, sadness, fear, disgust, surprise 

and anger) Make a list of expressions that are the same for all people. 

2. Body language differs in different countries. What differences do you know about? List 5 

differences between your home country and the visiting country. 

3. Can you insult people unconsciously with gestures?  Give examples of gesture that mean different 

things in different countries.  

4. Every profession develops its own jargon/ specialised language to enable its members to 

communicate effectively with one another. Some occupations use tools you need to know the name 

of. A carpenter uses a spirit-level when they measure levels.  

What words/ specialised language do you need to know for your future work placement? 

List 10 specialised words in your one language needed at the work placement and find out what 

it’s called in the other country.   
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E) Workplace Qualities (Self-discipline; positive attitude; respect ; punctuality) 

1. What qualities do you think an employer considers to be the most important for an employee and 

why? List 10 qualities. (Do this before looking at point 2 below) 

2. Below are 17 workplace qualities that are important in all work situations. In your groups discuss 

how you might demonstrate these qualities in your international work placement, particularly where 

language might be a barrier.  

a) Say hello to people 

b) Take time to make some small talk 

c) Always use ‘please’ and ‘thank you’. 

d) Praise and/or congratulate others on their achievements.  

e) At work be polite and helpful  

f) Use appropriatel anguage 

g) Learn to listen attentively 

h) Respect other people's time. 

i) Be assertive 

j) Avoid gossip. 

k) Apologise for your mistakes. 

l) Avoid jargon and vocabulary that may be difficult for others to understand  

m) Dress appropriately for the situation 

n) Use humour carefully. 

o) Practise good personal hygiene. 

p) Be punctual 

q) Always practise good table manners 
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Module 3: Work Placement 
Introduction Letter Template 

 

 

What is an introduction letter? 

Before the work placement you need to write an introduction letter. The purpose of the letter is to give 

information about who you are and what you can contribute to the company in your role.  

 
Ideas and advice   

 Add a personal touch to the letter; it will give your letter originality. 

 An introduction letter should be short: one page maximum 

 Use spell check provided by Word (first select British English as the language for the 
document)  

 
 
 
1. Start the introduction letter by telling who you are. Let people get to know you and your 

interests.  
 

Example 

My name is …………… and I´m …………… years old. I live in …………… which is………………….  

As a person I am …………………………………. 

In this type of work, I think it´s important that people are…………………………….. 

In my spare time I like to ……………………………………………… 

I am interested in ………………………………………………………… 

My goals in life are ………………………………………………………. 
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2. Write about your studies at school 
Write about your relevant previous study for the work placement. Write what you have learned from 
your courses. Perhaps you have learned other things from school that would be useful at the work 
placement.  
Example 

I am studying ………………….. at…………………………………. with a focus on ……………………… 

During my education, I´ve had some practical training. My work placement has been at ……...   At my work 

placement my main responsibilities (tasks) were ………………………………………  

What I especially liked at work was ………………………. because …………………. 

 

3. Write why you are motivated and how you can contribute 
Don’t worry if you don’t have experience in the specific field; you are intelligent and have good skills which will 

help you learn quickly!!! 

 

4. End the letter, and thank the person and make him/her want to contact you.  
Example 

Thank you for your consideration, and I look forward to hearing from you.  

 

Kind regards, 

Your name  

OR 

 

Yours sincerely, 

Your name  

 

OR 

 

Yours faithfully, 

Your name  
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If you like, you can use some of the words below or maybe it will inspire you to find 

other/new words. 

 

Pick your choices 

I am interested in: 

In my spare time I like to: 

 

Animals  Fashion 
 

Kart racing 

 

Ping pong/table 

tennis 

Cars   Travel 
 

Watching movies Skateboarding 

Swimming People 
 

Playing cards 

 

Photography 

 

Dancing Drawing 
 

Singing/ 
composing music 

Painting 

 

Party Food / cooking 
 

Graffiti art Swimming 

 

Reading Shopping 
 

Ice skating Golfing 

Computers Scuba diving River rafting Computer games 

Bungee jumping 
 

Internet browsing 
 

Blogging Comic books 

Dancing/ 
choreography 
 

Bird watching 

 

Playing board games  Traveling 

 

Creative writing Racing Fishing 

 

Creating software 

 

Collecting stamps 
 

Exercising  
 

Hunting Boating 

Video games Gymnastics Skiing Kayaking 
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Surfing Bowling 

 

Jewellery-making Social networking 

Model building Interior 
decoration 
 

Trekking Building computers 
and robots  

Beauty   
 

Reading Sculpting Camping 

 

Pick your choices 

I am 

Positive Outgoing 
 

Happy Interested 

Dependable Observant Optimistic Confident 

 
Helpful Trusting Reliable Fearless 
 

Adventurous 

 

Meticulous 

 

Encouraging 

 

Persistent 

 
Independent Discreet 

 

Goal Focused Goodlistened 

Enthusiastic Adaptive Analytical Mind 

 

Visionary 

Articulate Collaborative 

 

Humorous 

 

Balanced 

Responsible Hard Working 

 

Productive Friendly 

Self-Sacrificing 

 

Trustworthy 

 

Relationship-Oriented Decisive 

Creative Sincere Emotionally 
Competent 

Committed 

 
Courageous Detail-Oriented Prepared Organised 
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Module 3: Work Placement 
Get to Know your Employer Activity 

  

 

Directions: 

Make a presentation of your work placement abroad. You can present this to your peers who will also 

be going abroad, as they may be going to different companies.  

 

Example of information in the leaflet/brochure could be: 

 Where is the company/work placement located? 

 Who is the owner of the company?  

 When was the company established? 

 What is the objective of the business? 

 Who are the target customers? 

 Describe the quality and environmental policy at the work placement. 

 Give a list of the staff hierarchy and different job positions at the work placement. 

 What are the working hours and break times? 

 What are the rules regarding taking holiday leave and absences? 

 Describe the ethical rules at the work placement.  

 Is there a dress code? If so, what are staff required to wear? And are there any restrictions (eg. 

Earrings). 
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Module 3: Work Placement 
INTRODUCTION LETTER GUIDELINES – Workplace Supervisor 

  

 

In order to ensure a successful mobility experience for learners, it is important that the workplace 

supervisor, the learners and the accompanying teacher are acquainted before departure.  

It is therefore advisable that as the workplace supervisor, you write a personalised letter to the 

accompanying teacher/trainer and learners. It is recommended to include the following: 

1. Personal information – specialist background 

2. Information about the workplace  

3. English or foreign language skills of yourself and other staff  

4. Expectations of learners (including, but not limited to, a description of work tasks; personal 

appearance (eg. Clothing requirements); any preparation work that would be helpful for the 

learner to complete prior to arrival)  

5. Contact information (email and mobile phone) 
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Part 1 Comments:  

 

 

Module 3: Work Placement 

Part 1: Work Placement: Preparation 

Unit Subject/Topic Resources/Activity Done 

3-1-1 

 

Understanding Employer 
Expectations and Request 
Information from Mentor 
 

1. Student Motivation Letter to Mentor 
 
2. Mentor Letter 
2a. Discuss difference in work 
expectation cross-culturally with 
teacher/peer group 

 
 

3-1-2 

 

Get to know your employer 
 
 

1. Research company online and in the 
press (eg. staff hierarchy, location, 
photos, size, traditions, holidays, events) 
 
2. ‘Get to know your employer’ 
worksheet 

 
 
 

3-1-3 

 

Foreign Language & 
Communication Skills 

1. Create a list of vocationally specific 
terms and translate them into the host 
country language (Student Logbook) 
 
2. Create a list of types of non-verbal 
communication that is specific to this 
country 

 

3-1-4 Understand local job market 1. Research other companies in the field 
to better understand the local market 

 

Learning Outcomes: 

1. Prepare for learning in the workplace 
2. Meet the standards set by the organisation 
3. Apply and transfer knowledge 

4. Be aware of cross-cultural language 
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Part 2 Comments:  

 

Part 2: Work Placement: During & Post Mobility  
 

Unit Subject/Topic Resources Done 

2.1 Health & Safety  Student Logbook (pgs. 22-24) 
 

 
 

2.2 

 

Equal Opportunities  
 
 

Student Logbook (pg. 25) 
 

 
 
 

2.3 

 

Agree detailed/set timetable 
with WP Mentor 

Student Logbook (pgs. 26-27)  

2.4 Initial reactions/impressions 1. Student Logbook (pgs. 28-29) 

 

2. Discuss with peers on mobility  

 

2.5 WP Self-Evaluation (1st& 2nd 
week evaluation) 

Student Logbook (pgs. 30-31)  

2.6 ‘Thank You’ letter to Mentor Student Logbook (pg. 36)  

Learning Outcomes: 

1. Express thoughts, feelings, facts, and opinions in writing 
2. Express thoughts, feelings, facts, and opinions verbally 

3. Be reliable and diligent 
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Part 3 Comments:  

 

 

Part 3: Business & Employability Skills (Pre-Mobility) 

Unit Subject/Topic Resources Done 

3-1  

 

Team-work 
 

Business & Employability Skills 
Resource (A) 

 
 

3-2 First 
impressions/Professional 
Appearance 
 

Business & Employability Skills 
Resource (B) 

 
 
 

3-3  

 

Conflict resolution Business & Employability Skills 
Resource (C) 

 

3-4 Communication at work Business & Employability Skills 
Resource (D) 

 

3-5  Qualities necessary in the 
workplace: self-discipline, 
positive attitude, respect, 
punctuality  

Business & Employability Skills 
Resource (E) 

 

Learning Outcomes: 

1. Interact successfully with group members and individuals  
2. Recognise the importance of co-operation when working in groups 
3. Be able to handle conflict and be willing to compromise 
4. Understand the roles and responsibilities of working in a group 
5. Identify problemsand find solutions 

 


