










































Term 3:  

2. My Progress 

 Page number My mark 

 

1. World of work  

➢ Career categories  

➢ The role of work 

 /12 

 

2. History of money 

➢ Know the difference between: abilities, 

interests and potential. 

➢ Identify own abilities, interest and 

potential.  

➢ Explain the role of money in this 

context. 

 

 /25 

 

/15 

3. Constitutional rights of/and health, 

social and environmental 

responsibilities 

➢ Application of laws and policies to 

protect the environmental health 

 

➢ CASE STUDY: Natural justice 

workshop. 

 

➢ Poster: ways to protect the 

environment. 

 
 

  

 

/12 

/7 

/10 

4. World of work (needs and wants) 
➢ Know the difference between needs 

and wants. 
➢ Explore the list of basic needs of 

individuals and families  
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In this term we will focus on four topics:  

1) World of work 

2) History of money  

3) Constitutional rights of/and health, social and environmental responsibilities 

4) Needs and wants 
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World of work: (career categories and the role of work) 

 
Introduction                                                                         

 

• There are so many different types of work and career choices available 

therefore it might help to divide them into different categories. 

• The different categories of work will appeal to different people and each 

category will require a different skill set. 

• It is important to note that most people are suited to more than one type of 

career category.  

 

1) There are six types of career categories: 

1. Investigative careers 

2. Enterprising careers  

3. Realistic careers 

4. Artistic careers 

5. Conventional careers 

6. Social careers 

1.1 Investigative careers:  
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• People interested in how things work and why. 

• Example: doctor and electrician. 

• A doctor is interested in why people are sick or an electrician is interested in 

how to fix electrical fault.  

• These people like to work out problems, gather information to make decisions 

and like to find solutions.  

1.2 Enterprising careers  

• People who are energetic, creative, innovative, goal-orientated and 

comfortable taking risks.  

• Example entrepreneurs: These people like to start their own business or sales 

representatives. 

• They enjoy doing new things, look for opportunities, are optimistic think 

strategically and take initiative. They can manage challenging situations.  

 

1.3 Realistic careers  

• People who are straightforward and practical.  

• Like to work with their hands or machines. 

• Example: florist, furniture maker or computer technician. 
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• Comfortable workings by themselves, enjoy practical work, are systematic 

and are good at fixing or making things. 

1.4 Artistic careers:  

• People who are creative and imaginative. 

• Interested in creative subjects when in school. 

• Example: architecture, photography and journalism. 

• These people express themselves well and are passionate about everything 

they do. 

• Explore new interesting ideas and concepts. 

 

1.5 Conventional careers:  

• Interest people who like order, predictability and routine. 

• They like detailed work for example: accountants, computer programmers and 

lab technicians. 

• These people are organised, neat and efficient. 
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1.6 Social careers:  

• Like to work with other people or in teams. 

• Help others for example: school psychologist, nurse or teacher. 

• Good team players, good at sharing. 

• Have a genuine interest in understanding and helping people.  

Activity: 

1. How many career types are there? 

______________________________________________________________(1) 

2. List the different career types. 

 

 

1) _____________________________________________________________

_ 

2) _____________________________________________________________

_ 

3) _____________________________________________________________

_ 

4) _____________________________________________________________

_ 
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5) _____________________________________________________________

_ 

6) ___________________________________________________________(6) 

 

3. Write a short paragraph explaining which career type you fall under, and why you 

think so. 

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

_________________________________________________________________(5) 

[12] 
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Theme:  Choose a career and apply for a job  Listening and speaking 
 
Date:  _____________________  Heading:  _______________________________ 
 

How to choose a career . . . . it starts with you! 
 
Living in the twenty-first century means that there are many more 
careers to choose from than there were in the past.  When choosing a 
career, a person needs to have certain information and skills to help 
them make good career choices. 
 
What will you need to succeed? 
 
Firstly, you need to have self-knowledge.  Unless you know who you 
are, you cannot plan who you could become.  You need to know your 
values and beliefs, interest, abilities and skills, as well as aspects of 
your personality and how you relate to other people. 
 
You also need to have certain self-skills, such as planning, setting 
goals, making decisions and taking action.  To do the things you want 
to do you will also need to know a bit about the career opportunities 
that are available. 
 
It is also important to have career skills, such as choosing subjects 
and/ or courses, learning skills, writing a CV, applying for a position 
and interview skills to enable you to enter the world of work and which 
can be used in the marketplace. 
 
What’s your story? 
 
Your life story, made up of a number of positive and negative 
experiences, is a rich source of information about you. 
 
Some of the patterns may identify from your life story are: 

• I enjoy working with other people 

• I am good at solving problems 

• I like to get my own way 
 



2. 

• I don’t like conflict with other people, etc. 
 
What are your values and beliefs? 
 
All of us have basic values and beliefs – about the world, ourselves 
and other people.  Our values and beliefs could be described as our 
most important personal qualities.  What values would be most 
important for your career choice? 
 
What are your natural talents? 
 
A talent can be descried as a person’s natural ability to learn certain 
skills.  If you can identify what it is that you do most easily, then you 
can use this knowledge to help you choose a particular career field. 
 
What are your interests? 
 
Along with knowledge of your values and beliefs and talents, you will 
also need to have knowledge of your interests, they will also influence 
your career direction. 
 
How are your interests related to your skills? 
 
Our ability to learn and become good at certain skills often influences 
our choice of career.  Similarly, we often choose careers in fields which 
we are interested.  Often, we become more easily skilled in things we 
find interesting. 
 
What’s your personality? 
 
Even though we all are alike because we are all human beings we 
each have our own unique personality.  When considering our career 
choices we should think about how our personality type will suit the 
career we are thinking of entering  

 
 
Answer these questions after reading and discussing the above article. 
 
1.  This article tells readers how to _____________________ _____ ______________. 
 
      3 words.                                                                                                                (3) 
 
 
 
 



3. 
 
2.  What type of people does the article aim to inform? 
 
______________________________________________________________________ 
 
__________________________________________________________________ (2) 
 
3.  In paragraph 1 the writer suggests that living in South Africa in the twenty-first  
 
     century is an advantage to those wanting to make a career choice.  What is the    
 
     reason for this? 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
___________________________________________________________________ (3) 
 
4.  According to the article in order to be able to choose the right career you need to  
 
     have self- ______________________ and self- _______________________.   Refer  
 
     to paragraph 2 and 3 and complete the words.                                                         (2)  
 
5.  List three self-skills that people need to put what they know about themselves into  
 
     action. 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
___________________________________________________________________ (3) 
 
6.  Choose any 3 career skills mentioned in the article. 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
___________________________________________________________________ (3) 
 
 
 



4. 
 
7.  What according to the article, is the definition of “natural talent”? 
 
______________________________________________________________________ 
 
___________________________________________________________________ (2) 
 
8.  “Often, we become easily skilled in things we find interesting.”  Do you agree or  
 
      disagree with this statement.  Give a reason for your answer. 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________ (3)  [21] 
 
 
 
 
 
 
 
 
 
 
Reading and viewing 
 
Date:  ______________________  Heading:  ________________________________ 
 
Explain a graph 
 
Bar graphs 
Format:  Bar graphs consist of horizontal and vertical bars that represent statistical 
information or figures. 
Purpose:  Bar graphs make it easy to compare things that are measured.  Graphs give 
us information in a picture, not words. 
 
The graph below tells us how important each aspect of ourselves is when we choose a 
career. 
 
There are eight aspects that you need to think about.  Read what they are on the 
horizontal axis. 
 
 



5. 

 
 

Study the above graph then answer the questions 
 
1. Which aspect of choosing a career is the most important?  __________________ (1) 
 
2.  Which aspect of choosing a career is the least important?  __________________ (1) 
 
3.  What percentage is given for natural talent?  _____________________________ (1) 
 
4.  Which aspect is worth 45%?  _________________________________________ (1) 
 
Transfer information 
 
Now that you have discussed the information in the graph, transfer the information into 
a table.  Use the table supplied for you. 
 
1.  In column 1 fill in the aspects of choosing a career in the order of importance from  
     most to least important.                                                                                          (8) 
 



6. 
2.  In column 2 fill in the percentage measuring the importance of each aspect shown in  
     the bar graph.                                                                                                          (8) 
 
3.  In column 3 fill in what YOU THINK should be the percentage measuring the level of        
     importance of each aspect of choosing a career. 

 
 

Aspect Level of importance on 
graph (%) 

My level of importance 
(%) 

Example:  Self 
knowledge 

100 % 50 % 

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

(16)  [20] 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



7. 
Language 
 
Date:  ________________________   Heading:  _____________________________ 
 
Pronouns 
 
Examples:  My sister Sheens serves spicy food when we visit her, because she knows    
we love it.  (personal pronouns) 
She cooks it herself. (reflexive pronoun)  The special serving dishes are hers.  
(possessive pronoun) 
                   

Use a pronoun instead of a noun to avoid repetition or if you do not know the exact 
name of a person, creature or thing. 
 
Personal pronouns 
 

• Use personal pronouns instead of the name, or if you do not want to be 
specific. 
Example:  Max made the invitations and he sent them out.  (Do not repeat 
Max) 
 

• Personal pronouns reflect the number (singular or plural) and gender (male or 
female) of the nouns they replace. 
Example:  My cousin Martha likes cooking.  She cooks very day. 
                  Martha’s children help.  They chop the vegetables. 
 

Personal pronouns 1st person 2nd 
person  

3rd person 

Subject Singular I you he  she  it 

Plural we you  they 

Object Singular me you him  her  it 

Plural us you  them 

 
Reflexive pronouns 
 

• Reflexive pronouns refer back to the subject in the same clause (they refer 
to the same thing or person). 

 

• Reflexive pronouns reflect the person (1st, 2nd or 3rd), number (singular or 
plural) and gender (masculine, feminine or neuter) of the subject. 
 

• Reflexive pronouns mostly end in –self or –selves. 
Example:  My uncle likes to himself koeksisters. 
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Reflexive 
pronouns 

1st person 2nd person 3rd person 

Singular myself yourself  himself (male) herself 
(female) itself 
(neuter) 

Plural ourselves yourselves themselves 
 

 
Possessive pronouns 
 
Possessive pronouns show who something belongs to. 
Example:  My aunt’s house is bigger than ours. 
 

Possessive pronouns 1st person 2nd person 3rd person 

Singular mine yours his  hers  its 
 

Plural ours yours theirs 
 

 
Complete the following worksheet. 
 
A.  Replace the underlined words with the appropriate pronouns in the box.  
Use capital letters when necessary. 
 

he                    she                    it                       they 

 
 
1.  The man went shopping and bought some books.  _________________ were  
 
      history books. 
 
2.  My sister is studying at the library because my sister __________ has an exam  
 
     tomorrow. 
 
3.  Jack lives in a city, but Jack ____________ likes to go camping every summer. 
 
4.  I put cookies on the table, but now the cookies ____________ aren’t there. 
 
5.  The cat looked at me and then the cat ___________ started to meow. 
 
6.  Mrs. Simpson works at a hospital.  Mrs. Simpson __________ is a doctor. 
 



7.  We saw the movie bit the movie __________ wasn’t very good. 
 
8.  I like the weather in Durban.  The weather _________ is often warm and sunny in  
 
    Durban. 
 
9.  I gave the report to Mr. Jones and Mr. Jones _______ read it. 
 
10.  Where are the magazines?  Are the magazines ________ in the living room? 
 

9. 
 

11.  I made some coffee.  The coffee _________ is in the kitchen. 
 
12.  My grandmother is retired and my grandmother _____ lives in Gugulethu.  (12) 
 
B.  Complete each sentence by filling in the correct pronoun from the box. 
 

It            me                 mine         myself            you           yours        
they       them              we     us       our           ours     yourself 

 
1.  Where are my mother’s car keys?  I put _________ on the chair in the lounge. 
 
2.  Would you like tickets for your sister and __________________ to go to the  
 
      Bafana Bafana match on Saturday afternoon?  How much will ______ cost? 
 
3.  I am not sure that we understand the last few pages of this book, Grandfather.   
 
      Could _________ possibly go through ____ again with Jakes and _______?   
 
       _________ are totally lost.  It would help _________ so much with _______  
 
       preparation for the class expedition. 
 
4.  That book is not _________.  It is __________.                                             (11) 
 
C.  Answer the following questions.  Start with a personal pronoun. (I, he, she,   
 
      it, you, we, they) 
 
1.  Where is your sister, Thembe?   
 
___________________________________________________________________ 
 
________________________________________________________________ (1) 



 
2.  What do you think of my mother’s cooking? 
 
___________________________________________________________________ 
 
________________________________________________________________ (1) 
 
 
 
 

10. 
 
3.  Where are Aunt Liza’s glasses? 
 
___________________________________________________________________ 
 
________________________________________________________________ (1) 
 
4.  When are you going to see your cousins again? 
 
___________________________________________________________________ 
 
________________________________________________________________ (1) 
 
D.  Fill in the blanks in the following paragraph.  Use the correct possessive  
 
      pronoun in each case. 
 
Her brothers brought Carien a family painting that her grandfather had painted when  
 
he was still alive.  It was ___________ but they wanted her to have it.  Her  
 
grandmother, who also had one, said Carien could also have ________ because she  
 
did not have space for it anymore.  Carien’s cousin Frank was very disappointed,  
 
because he hoped it would be _______ one day.  “I have always thought it would be  
 
_______ one day.” he said as he longingly touched _________ frame.                  (5) 
 
E.  Use a possessive pronoun to replace the bold printed words. 
 
1.  Can your dog do any tricks?  My aunt’s dog can roll over.  My dog ___________  
 
      can ride side-saddle. 
 



2.  Her grandfather’s cat catches snakes.  Her cat ___________ eats cucumbers  
 
      and green beans. 
 
3.  Two of Ridah’s cousins also have new tablets.  His cousin’s tablets __________  
 
      are the blue ones. 
 
 
 

11. 
 
4.  Aunt Rebone has an old stinkwood table.  The top of the stinkwood table _____  
 
      shines beautifully.                                                                                               (4) 
 
F.  Correct any errors in the following paragraph.  Rewrite the paragraph. 
 
On behalf of meself and my wife, I would like to thank everyone for coming here  
 
today to hear ours good news.  Yesterday mines manager gave my son, Duma, and  
 
meself tickets for the big game.  He was not able to go hisself.  Duma and me are  
 
going to drive ourself to Soweto tomorrow.  My others children will get there by  
 
theirself and try to buy tickets at the stadium.  For once I will be able to get meself a  
 
good seat.                                                                                                        (10) [46] 
 
___________________________________________________________________ 
 
___________________________________________________________________ 
 
___________________________________________________________________ 
 
___________________________________________________________________ 
 
___________________________________________________________________ 
 
___________________________________________________________________ 
 
___________________________________________________________________ 
 
___________________________________________________________________ 
 



___________________________________________________________________ 
 
___________________________________________________________________ 
 
___________________________________________________________________ 
 
___________________________________________________________________ 
 
___________________________________________________________________ 
 

12. 
 
___________________________________________________________________ 
 
___________________________________________________________________ 
 
___________________________________________________________________ 
 
___________________________________________________________________ 
 
___________________________________________________________________ 
 
___________________________________________________________________ 
 
___________________________________________________________________ 
 
___________________________________________________________________ 
 
___________________________________________________________________ 
 

 
 
 
 
 
 
 
 
‘ 
 
 
 
 

 
 
 



 
 
 
 
 
 
 
 
 
 

12. 
 

Date:  ______________________  Heading:  _______________________________ 
 
Writing 
 

Describing what job you would like 
 

I think that I would like to be an archaeologist because knowing 

how people used to live fascinates me.  I love learning about 

history and ancient societies so this job would probably be very 

good for me.  I also like to travel and an archaeologist goes to 

many places like Egypt, Mexico, China, etc. to do his work.  The 

only bad thing about this is that I would spend long periods of time 

away from my family and friends but despite this: I still think that 

it would be worth is.  To be an archaeologist, you need to go to 

University to study about people, ancient history and cultures.  I 

believe that you have to have very good marks since it is such a 

difficult and laborious job with a lot of guess work, you have to 

use your imagination to understand how things have worked back in 

those times. 

 

Describe Matthew’s ideal job, complete the following 

paragraph  
 
Job: a photographer       why:  it’s fun and interesting to tell stories with pictures 
Don’t need a university, only classes or college.  Have to practice a lot. 



 
The perfect job for me, would probably be taking ________________ for a popular  
 
magazine or a big ____________________ like “The Sunday Times”.  Being a  
 
__________________ , is a very _______________ and _________________ job  
 
because you get to ____________________ stories with your ________________.   
 
You see something you like and you just take a ________________ of it so others can  

13. 
see what you see. 
 
I don’t think it’s very hard to _______________ photographer but you would _________  
 
to go to special __________ in school or college to learn how to use a camera properly  
 
and then _________________ a lot so you can get a good ____________ that people  
 
will ____________________.                                                                                    (14) 
 
 
 
 
 
 
 
 
 
 
Date:  _________________  Heading:  ________________________________ 
 

Write about a job you like using words from the box 

below. 
 

Be a nurse/policeman/fireman/mechanic/fitter and turner/ 
 
ECD assistant/boiler maker/carpenter/welder/hairdresser/waiter/ 
 
shop assistant/truck driver/diesel mechanic/nail technician 
 
You have to be imaginative/meticulous/a quick 
thinker/creative/inventive/patient/a good listener/smart. 
 



It’s interesting/exciting/wonderful/demanding/stressful/creative/hard/ 
 
difficult/intense/dangerous. 
 
You don’t/do need a university/college/grade 12 qualification.  You need a 
special license/permit.  
 
You have to go to . . . . . .  
 
Discover new things/places/cultures. 

14. 
Help people/animals/children. 
 
Travel/visit.               Invent              Make a difference 
  

 
 

I would like to be a __________________________ because 
 

______________________________________________________________ 

 

______________________________________________________________ 

 

______________________________________________________________ 

 

______________________________________________________________ 

 

______________________________________________________________ 

 

______________________________________________________________ 

 

______________________________________________________________ 

 

______________________________________________________________ 

 

______________________________________________________________ 

 

______________________________________________________________ 

 

______________________________________________________________ 

 



______________________________________________________________ 

 

______________________________________________________________ 

 

______________________________________________________________ 

 

______________________________________________________________ 

 

15. 

 

______________________________________________________________ 

 

______________________________________________________________ 

 

______________________________________________________________ 

 

______________________________________________________________ 

 

______________________________________________________________ 

 

______________________________________________________________ 

 

__________________________________________________________ (30) 

 

 
 1 2 3 4 5 6 7 8 9 10 

Language           

Sentence structure           

Theme           

30 

 
 
 
 
 
 
 
 
 
 
 



Date:  ______________________  Heading:  _________________________________ 
 
Read the following report then answer the questions set on it.  The following 
article is from the website of a large accounting firm called Ernst and Young.  The 
article reveals some interesting information about South Africa’s top 
entrepreneurs. 
 
 

16. 

Education more important than wealth in starting a 
business 

 
Johannesburg, 31 March 2004: A research study has found that some of 
SA’s most successful businessmen grew up in poor households. 
Education is more important than wealth in starting a business, and has 
helped people from poor to modest backgrounds to establish some of SA’s 
most successful companies. 
This is just one of the conclusions drawn from a research study, ‘High-level 
entrepreneurship in South Africa’, commissioned by Ernst & Young and 
Merchant Bank.  The research conducted by the Centre for Innovation and 
Entrepreneurship, part of the University of Cape Town’s Graduate School 
of Business. 
The findings are based on interviews with 27 highly successful, high-level, 
South African entrepreneurs.  They were all finalists in the South African 
leg of the World Entrepreneur Awards, which started in South Africa in 
1997. 
The finalists had an average age of 49 and a high level of education.  The 
companies they ran employed an average of 2 000 people and had an 
average annual turnover of R2 billion. 
Education was a strong factor among the 27 finalists; 20 of them had 
university degrees and 2 had tertiary diplomas. 
Wealth, on the other hand, was not a common factor. 
Many of the finalists had grown up poor of had faced some sort of struggle 
early in their lives.  Only one came from a moneyed background: he felt 
that the ready access he had to finance and the lower pressure placed on 
him to succeed had been advantageous in establishing his own firm. 
Ten of the finalists said they had grown up in poor households or started 
out with very little, and that this had instilled in them a personal drive and 
determination to succeed. 



Many of the finalists, even those who had not had to fight against financial 
constraints while growing up, mentioned a struggle of some sort early on in 
their lives.  To some degree, they equated this struggle – whether to gain 
acceptance as successful businessmen or earn money to survive – with a 
determination to succeed. 
Yet despite this initial lack of wealth among many of the finalists, money 
came at the bottom of the list of their success criteria.  Virtually all of the  
 

17. 

finalists (99%) said they would regard themselves if they made a significant 
difference in the world rather than if they made more money. 
Other areas covered in the research study include the motivation for the 
finalists starting their business and the challenges they face running it.   
 
Answer the following questions 
 
1.  What does the report say, what is more important than wealth in starting a business? 
 
___________________________________________________________________ (1) 
 
2.  When was this report published? 
 
___________________________________________________________________ (1) 
 
3.  By whom was the research conducted? 
 
______________________________________________________________________ 
 
___________________________________________________________________ (1) 
 
4.  How many entrepreneurs were interviewed for this report? 
 
___________________________________________________________________ (1) 
 
5.  In which competition were they finalists? 
 
___________________________________________________________________ (1) 
 
6.  What was the average people employed by these entrepreneurs?  What was their  
 
    annual turnover? 
 
___________________________________________________________________ (2) 
 



7.  What did ten of the finalists say about their households? 
 
______________________________________________________________________ 
 
___________________________________________________________________ (2) 
 
8.  What had these situations instilled in them? 
 
___________________________________________________________________ (1) 
 

18. 
 
9.  Name two of the struggles that some finalists had on their journey to success. 
 
______________________________________________________________________ 
 
___________________________________________________________________ (2) 
 
10.  What did virtually all of the finalists say when will they regard themselves as  
 
       successful? 
 
______________________________________________________________________ 
 
_______________________________________________________________ (2) [14] 
 
 
 
 
 
 
 
 
 
 
Date:  ____________________  Heading:  __________________________________ 
 
Writing:  Curriculum vitae (CV) 
 
The curriculum vitae (CV for short) is a brief written summary of an individual’s 
education and qualifications, work experience, accomplishments, skills and interests, 
usually for the purpose of finding a job.  It has a specific format. 
 
 
 
 



 
 
 
 
 
 
 
 
 
 

19. 
Features of a good CV 
 
The table below lists important information that needs to be included in a CV. 
 

Personal information Surnames, forenames, date of birth, ID number, nationality, 
address, language ability, marital status, health, driver’s 
license, contact details 

Education and 
qualifications 

• School: name and years, highest grade passed, 
subjects and certification, achievements (sporting, 
cultural, leadership, any other). 

• Tertiary education: name(s) of institutions, 
qualifications, achievements 

Career history Name(s) of institutions, positions held with responsibilities, 
achievements, clients. 

Skills Key information: technology (computer) skills, people and 
managerial, mechanical, tec. 

Interests Hobbies, activities, sports, cultural, etc. 

References Names and positions of key persons and contact numbers.  
It cannot be a family member. 

 
Guidelines for writing a CV 
 
The following are some guidelines on how to write and submit your CV. 
 

➢ A CV is a marketing tool.  It sells a product – you. 
➢ A good CV doesn’t raise questions of confuse the employer. 
➢ You may use point and tabular form. 
➢ Choose people who know you well to act as referees. 
➢ Be sure to edit your CV to eliminate spelling and grammatical errors.  Error-filled 

CVs do not receive serious consideration from employers. 
 
 
 
 
 



 
 
 
 
 
 
 
Example of a CV 
 
An example of a CV is shown on the next page. 

20. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 

21. 
 

Date:  ____________________  Heading: ___________________________________ 
 
Complete your own CV.  If you do it diligently, and after it has been assessed by your 
teacher you can take it home, type it and use it to apply for part time work. 
 
Personal Details 
 
Surname:  _____________________________________________________ 
 
First Name:  ___________________________________________________ 
 
Date of birth:  __________________________________________________ 
 
ID number:  ___________________________________________________ 
 
Nationality:  __________________________________________________ 
 
Gender:  ___________________________________________________ 
 
Marital status:  ______________________________________________ 
 
Home Language:  ____________________________________________ 
 
Other languages:  _________________________________________________  
 
                             (mention whether you can speak, read and write it)     
 
Driver’s license:  ___________________________________________________ 
 
Physical address:  _______________________________________________ 
 
                              _______________________________________________ 
 
Postal address:  ___________________________________________________ 



 
                           ___________________________________________________ 
 
Contact details:  _____________________________________________________ 
 
Education and qualifications: 
 
Secondary:  ________________________________________________________ 
 
Highest Grade Passed:  ______________________________________ 

22. 
Subjects:  ___________________________________________________________ 
 
___________________________________________________________________ 
 
___________________________________________________________________ 
 
___________________________________________________________________ 
 
___________________________________________________________________ 
[remember subjects are proper nouns, it must be spelled with a capital letter] 
 
Achievements:  _______________________________________________________ 
 
____________________________________________________________________ 
 
Employment details 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
Skills 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
Interests 
 
______________________________________________________________________ 
 



______________________________________________________________________ 
 
______________________________________________________________________ 
 
 
 
 
 
 
 

23. 
References 
 
__________________________________         _______________________________ 
 
__________________________________         _______________________________ 
 
__________________________________         _______________________________ 

[30] 
 

 
 
 
 
 
 
 
 
 
Date:  ________________________  Heading:  _______________________________ 
 
Reading and viewing 
 
Study the advertisement on the next page.  Answer the questions set on it. 
 
1.  Who is the target group of this advertisement? 
 
___________________________________________________________________ (3) 
 
2.  Who is a provider of Career Guidance services? 
 
___________________________________________________________________ (1) 
 
3.  Name three things that they advise learners, students and employees on. 
 
______________________________________________________________________ 



 
___________________________________________________________________ (3) 
 
4.  What do Paton Careers help you with? 
 
______________________________________________________________________ 
 
___________________________________________________________________ (2) 
 
 

24. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 

25. 
5.  By whom are the workshops facilitated and assessed? 
 
______________________________________________________________________ 
 
___________________________________________________________________ (2) 
 
6.  Name 4 services that Paton Careers Services supply. 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
___________________________________________________________________ (4) 
 
7.  When will these workshops be presented? 
 
___________________________________________________________________ (1) 
 
8.  Who and in which ways can you contact them for further information? 
 
______________________________________________________________________ 
 
___________________________________________________________________ (3) 
 
9.  Where will you get a complete list of the courses offered? 
 
___________________________________________________________________ (1) 
 
10.  Give the slogan of Paton Careers. 
 
_______________________________________________________________ (2) [22] 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 

My progress 
 

 My mark Total 

 

Listening and speaking:  How to choose 

a career           pg. 4 

 21 

Reading and viewing:  Explain a graph                     

pg. 6   

 20 

Language: Pronouns                           

pg. 11 

 46 

Writing: Describe Matthew’s job                                        

pg. 13 

 14 

Writing: Write about a job you like 

pg. 15  

 30 

Reading and viewing:  Read a report                     

pg. 18 

 14 

Writing: A CV                     pg. 23  30 

Reading and viewing: Study an 

advertisement  

 22 



pg. 25 

 

 

 

 

 

 

































Office Administration    Skill level 4 

Work ethic is a valuable attribute that employers look for in every industry. 

Showing the values associated with a good work ethic can increase your 

employability and help you position yourself for better job opportunities. 

Employees with excellent work ethic often receive for special projects and 

opportunities because they’re reliable, dedicated and disciplined. This list will 

help you identify ways that you can highlight your work ethic in any job. 

What is work ethic? 

Work ethic is an attitude of determination and dedication toward one’s job. 
Those with a strong work ethic place a high value on their professional success. 
They exhibit moral principles that make them outstanding employees in any 
position. If you have a strong work ethic, you believe in the importance of your 
job and typically feel that hard work is essential to maintaining a strong 
character. 

Examples of work ethic skills 

Employees with a strong work ethic exhibit a particular set of values and 
behaviours. These characteristics make them stand out as highly coveted team 
members and praise-worthy employees. 

• Reliability 
• Dedication      
• Discipline 
• Productivity 
• Cooperation 
• Integrity 
• Responsibility 
• Professionalism 
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Reliability 

Employees with a strong work ethic are very reliable. You can expect these individuals to be 

on time for shifts and meetings. They meet their deadlines and offer quality work. A reliable 

coworker makes an excellent teammate because they contribute fairly to projects. 

Dedication 

Part of a good work ethic is commitment and dedication to the job. They know how to focus 

on the tasks without being distracted. These employees usually work until they finish their 

duties. They stay with one company for long periods of time. 

Discipline 

Discipline is an essential part of showing a good work ethic. Highly disciplined employees 

show determination and commitment to the job. They strive to meet or exceed 

expectations and seek opportunities to learn new skills and improve their performance. 

Productivity 

A strong work ethic translates to outstanding productivity. Productive employees often 

have a higher output than their counterparts. They complete projects early and do more 

than the minimum requirements. 

Cooperation 

A good work ethic is something that employees often spread to those around them by 

cooperating willingly on projects. They show good teamwork and readily assist others when 

needed. 

Integrity 

Professional integrity means holding oneself to high moral principles. Those with a strong 

work ethic also have outstanding integrity. They’re honest, polite and fair to others. 

Responsibility 

Demonstrating strong work ethic requires a keen sense of responsibility. Those who are 

ethical and responsible hold themselves accountable for their actions. They will accept the 

blame for errors they’ve contributed to and proactively work to fix these issues. 



Professionalism 

Employees with a good work ethic almost always maintain their professionalism. They 

exhibit a professional attitude clear in the way they dress, speak and carry themselves. 

They’re respectful, focused, organized and neat. 

 

 

 

How to improve work ethic skills 

You can exhibit notable work ethic skills by acting professionally and 
dedicating yourself to the job. Try these tips to demonstrate your work ethic: 

1. Act as an ambassador of the company. Maintain a positive attitude 
toward the company in both professional and personal interactions. Seek 
ways to further the business even if they’re outside the scope of your job. 
For example, a finance professional may pass a potential lead along to a 
sales representative. 

2. Prioritize your professional responsibilities. Maintain good attendance, 
return promptly from lunch and arrive for meetings early. Strive to make 
personal appointments that don’t interfere with your work schedule and 
only take personal calls on your cell phone when you’re at lunch. 

3. Seek professional development. Independently seek ways to improve 
your work performance, such as taking night classes, attending weekend 
seminars or reading industry publications. 

4. Review your work. Submit thorough work that you have double checked 
for quality and consistency. Manage your time properly so you can deliver 
projects early and give each task the time and attention it requires. 

5. Show respect to others. Speak politely to and about others in the 
workplace. Keep your interactions professional to show your respect for 
others. 
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Kantoorbestuur    Skill level 4 

Werksetiek is 'n waardevolle eienskap wat werkgewers in enige bedryf soek. 
Om die waardes te wys wat met 'n goeie werksetiek geassosieer word, kan jou 
indiensneming verhoog en jou help met  beter werksgeleenthede. Werknemers 
met uitstekende werksetiek ontvang dikwels spesiale projekte en geleenthede 
omdat hulle betroubaar, toegewyd en gedissiplineerd is. Hierdie lys sal jou help 
om jou werksetiek te verbeter in enige werksomstandighede. 

Wat is werksetiek? 

Werksetiek is 'n ingesteldheid van vasberadenheid en toewyding tot 'n mens se 
werk. Diegene met 'n sterk werksetiek plaas hoë waarde op hul professionele 
sukses. Hulle toon morele beginsels wat hulle uitstekende werknemers in enige 
posisie maak. As jy 'n sterk werksetiek het, glo jy in die belangrikheid van jou 
werk en voel dat harde werk noodsaaklik is om 'n sterk karakter te handhaaf. 

Voorbeelde van werksetiek-vaardighede 

Werknemers met 'n sterk werksetiek het 'n bepaalde stel waardes en gedrag. 
Hierdie eienskappe laat hulle uitstaan as hoogs gesogte spanlede en lof-
waardige werknemers. 

• Betroubaarheid       
• Toewyding 
• Dissipline 
• Produktiwiteit 
• Samewerking 
• Integriteit 
• Verantwoordelikheid 
• Professionaliteit  
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Betroubaarheid 

Werknemers met 'n sterk werksetiek is baie betroubaar. Jy kan verwag dat hierdie individue 
op tyd is vir skofte en vergaderings. Hulle ontmoet hul spertye en bied kwaliteit werk. 'n 
Betroubare werker maak 'n uitstekende spanmaat omdat hul ‘n goeie deel bydra. 

Toewyding 

Deel van 'n goeie werksetiek is toewyding aan die werk. Hulle weet hoe om te fokus op die 
take sonder om afgelei te word. Hierdie werknemers werk gewoonlik totdat hulle hul pligte 
voltooi het. Hulle werk gewoonlik vir een maatskappy vir lang periodes van tyd. 

Dissipline 

Dissipline is 'n noodsaaklik om goeie werksetiek te toon. Hoogs gedissiplineerde werknemers 
toon vasberadenheid en toewyding aan die werk. Hulle streef daarna om verwagtinge te 
ontmoet of selfs te oortref en soek geleenthede om nuwe vaardighede te leer om hul 
werksprestasie te verbeter. 

Produktiwiteit 

'n Sterk werksetiek toon uitstaande produktiwiteit. Produktiewe werknemers het dikwels 'n 
hoër uitset as hul medewerkers. Hulle voltooi projekte vroeg en doen meer as die minimum 
vereistes. 

Samewerking 

'n Goeie werksetiek is iets wat werknemers dikwels na diegene rondom hulle versprei deur 
gewilliglik op projekte te werk. Hulle wys goeie spanwerk en help gewillig waar iemand hulp 
benodig. 

Integriteit 

Professionele integriteit beteken om jouself tot hoë morele beginsels te hou. Diegene met 'n 
sterk werksetiek het ook uitstaande integriteit. Hulle is eerlik, vriendelik en regverdig teenoor 
ander. 

Verantwoordelikheid 

Om sterk werksetiek te toon vereis daar 'n ywerige gevoel van verantwoordelikheid. Diegene 
wat eties en verantwoordelik is, hou hulself aanspreeklik vir hul optrede. Hulle sal die blaam 
aanvaar vir foute wat hulle gemaak het en proaktief werk om hierdie kwessies reg te stel. 



Professionaliteit 

Werknemers met 'n goeie werksetiek behou byna altyd hul professionaliteit. Hulle toon 'n 
professionele beeld in die manier waarop hulle aantrek, praat en hulself oordra aan ander. 
Hulle is respekvol, gefokus, georganiseer en netjies.  

 

  

 

Hoe om werksetiek vaardighede te verbeter 

Jy kan waardige werksetiek vaardighede uitstal deur professioneel op te tree en 
jouself aan die werk toe te wy. Probeer hierdie wenke om jou werksetiek te 
demonstreer: 

1. Tree op as ambassadeur van die maatskappy. Handhaaf 'n positiewe houding 
teenoor die maatskappy in beide professionele en persoonlike interaksies. Soek 
maniere om die besigheid te bevorder, selfs al is hulle buite die omvang van jou 
werk. Byvoorbeeld, iemand in ‘n finansiële beroep kan 'n wenk of saak aan ‘n 
verkoopsverteenwoordiger oorhandig.  
2. Prioritiseer jou professionele verantwoordelikhede. Handhaaf goeie 
bywoning, keer gou terug van middagete af en daag vroeg op vir vergaderings. 
Streef daarna om persoonlike afsprake te maak wat nie met jou werkskedule 
inmeng nie en net persoonlike oproepe op jou selfoon te neem wanneer jy op 
middagete is. 
3. Soek professionele ontwikkeling. Soek onafhanklik maniere om jou werk 
prestasie te verbeter, soos die neem van nagklasse, die bywoning van naweek 
seminare of lees bedryfspublikasies. 
4. Hersien jou werk. Dien deeglike werk in wat jy nagegaan het vir kwaliteit en 
konsekwentheid. Bestuur jou tyd behoorlik, sodat jy projekte vroeg kan indien 
en gee elke taak die tyd en aandag wat dit vereis. 
5. Toon respek vir ander. Wees vriendelik teenoor ander in die werksplek. Hou 
jou interaksies professioneel en toon respek vir ander. 
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Office Administration  Skill level 4 

Activity 6  Work ethics 

Name:_________________________________________ 
Question 1: True or false 

1. Work ethic is a valuable attribute that employers look for in every industry. __________ 

2. Employees with excellent work ethics will not receive special projects. __________ 

3. Work ethic is an attitude of determination and dedication toward one’s job.   

            __________ 

4. Employees with bad work ethics value the importance of professional success.  

            __________ 

5. Employees with strong work ethic exhibit values like reliability and discipline.  

            __________ 

6. Employees that usually work until they finish their duties, show dedication. __________ 

7. Integrity means holding oneself to high moral principles.    __________ 

8. Employees with good work ethic are not professional.    __________ 

9. There is only one way to improve your work ethic skills.    __________ 

10.  You need to speak politely to and about others in the workplace.  __________ 

(10) 

Question 2: Complete the table 

 

Value Answer Meaning 

Reliability  1. Employees strive to meet or exceed expectations. 

Dedication  2. They will accept the blame for errors they’ve contributed to 
and proactively work to fix these issues. 

Discipline  3. Employees show good teamwork and readily assist others 
when needed. 

Productivity  4. They exhibit a professional attitude clear in the way they 
dress, speak and carry themselves. 

Cooperation  5. Employees are on time for their shifts and meetings. 

Integrity  6. Employees are honest, polite and fair to others. 

Responsibility  7. They know how to focus on the tasks without being 
distracted. 

Professionalism  8. Employees complete projects early and do more than the 
minimum requirements. 

(8) 

 



Question 3: Answer the following questions 

3.1 Name 8 sets of values and behaviours of someone with good work ethic. 

__________________________________ 
__________________________________ 
__________________________________ 
__________________________________ 
__________________________________ 
__________________________________ 
__________________________________ 
__________________________________ 

                    (8) 
3.2 Explain how someone can show discipline in the workplace. 

________________________________________________________________________
________________________________________________________________________ 
                   (2) 

3.3 What does a responsible person do in the workplace? 
________________________________________________________________________
________________________________________________________________________ 
                    (2) 

3.4 Name and explain five (5) ways how to improve work ethic skills. 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 

                  (10) 

TOTAL: 40 


