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Licence to Work is the Certificate of 
Employability – a way for you and employers 
to assess, develop and verify your 
employability skills.

The world of work has changed a lot in the 
last twenty years – and especially in the last 
five years. Employers today look for a range 
of skills that aren’t scored on a school report. 
These are your “employability” skills and 
your “work readiness”. This workbook will 
help you discover and develop these skills.

What is a 
Licence to Work?
Licence to Work has been developed to help 
you gain all the skills you need to get a job.

What is employability?
Employability is your ability to GET and KEEP 
a job. It paints a picture of how you approach 
work and how you get a job done. It’s not just 
something you DO, it shows who you ARE.

Employability skills are also called 
“transferable” skills because you can use 
them in many ways across different jobs. 
The best thing is that employability skills 
are based on your EXPERIENCE and the 
CHOICES you make – so with enough 
dedication it’s possible to get every skill.
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How to use 
this workbook

Look after your book. Don’t lose it, as there 
are lots of activities and useful points that 
will help you succeed at work. What’s most 
important, however, is that you use this 
book to help you reflect and grow in self-
awareness and confidence. Other young 
people have found that the more honest 
they were with themselves, the more useful 
this programme was for them.

This is not school, so there will be no tests. 
It is all about you traveling along at your 
own pace. Good luck with your journey!

This workbook covers 7 employability 
skills and 10 elements of work readiness. 
The employability skills come from the 
New Zealand government-approved 
employability framework. These are 
the values, skills and behaviours that 
employers have said they would like a 
young person to have when they start 
working for them.

As you go through this workbook, you can 
tick off the skills as you complete the tasks.

Your facilitators will run regular group 
sessions that will help you work through 
this book and complete all the exercises. 
It’s your book, so feel free to draw, scribble 
and take notes in it as much as you’d like.

3



ASSESS
Score yourself in discussion with 
your facilitators
Assessing your employability skills means 
thinking about your life experiences and 
the way you react to different situations. 
It’s a good idea to ask someone to help 
you assess yourself, like a friend. Often 
we have the skills, but we aren’t good at 
recognising them!

BUILD
Get involved to grow your skills
This programme will help you to build on 
the values and skills you already have. 
As part of a group you will attend ten 
90-minute workshops. These will help you 
learn more about the world of work, how 
you are expected to behave and the values 
employers want to see you demonstrate 
– for example, honesty. Each week you 
will learn about a new skill to make you a 
valuable employee, such as teamwork or 
positive attitude. There will be activities, 
games and challenges to help you develop 
these skills. Later in the programme you will 
do volunteering and work experience. These 
placements give you the opportunity to try 
out the skills you have been learning in the 
workshops. You may find this a little more 
challenging than your classroom. Don’t be 
discouraged as with time and practice you 
will become more confident and capable.

ACHIEVE AND ASSESS
Earn validation of the skill by a 
facilitator or an employer
Both your facilitator and your employer have 
two roles. One role is to help you build skills 
and the second role is to assess your skills. 
They will work hard to support you to build 
your skills. Then they will assess you on 
whether you show the behaviours that are 
recorded in your workbook. Make sure you 
are very clear what these behaviours are so 
you can focus on demonstrating these well. 
If you are unsure how well you are doing, 
politely check this out with your facilitator/
boss. He/she will be pleased that you are 
keen to make improvements.

How to use 
this workbook cont...

>>>>>>>> giving young adults a solid foundation for employment >>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>4



It’s important to become familiar with 
employability skills, so you can talk about the 
ones you have to get a job and then use them 
to do your best in your work.

You might have already picked up some 
of these skills while doing non-work related 
activities, but these skills will help you get 
and keep a job.

On each skill page, read and make sure 
you understand each skill. Discuss it with 
your parents and facilitators to find out how 
they have used that skill or seen it used.

Assess yourself against all the behaviours 
for each skill. Don’t worry if you haven’t 
developed a skill yet. Just try to improve on it 
every day.

For the skills you do have, write an example 
that shows how, where or when you used it.

Employability skills 

The 7 employability skills are:
1.  Positive attitude
2.  Communication
3.  Teamwork
4.  Willingness to learn
5.  Thinking skills (problem  

solving and decision making)
6.  Self-management
7.  Resilience

But Remember! 
Just because a skill has been signed off, doesn’t 
mean you can relax. Learning is a lifelong process 
and one of your greatest skills is your desire to 
improve.

For the skills you need or want to develop, 
write an action plan that shows how you 
might help build that skill. You could 
brainstorm this with your parents and 
facilitators.

When you’ve built up each skill area, a 
trained facilitator or an employer will certify 
you and sign off the page. 
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“I got offered employment – they liked my attitude”

Comments

BEHAVIOURS EXAMPLES SIGN OFF 
(name/date/role)

Is positive and has a “can do” 
attitude.

I am a positive person who is usually willing 
to give new tasks a go.

Is optimistic, honest and shows 
respect.

I can see the positives in situations. I try hard 
to be honest and respectful with people.

Is happy, friendly and enthusiastic. I try to be friendly and easy-going and try not 
to get caught up in other people’s issues.

Is motivated to work hard towards 
goals.

I am motivated to work hard towards my 
goals.

This was a time when I demonstrated a positive attitude:

I can demonstrate a better attitude by:

POSITIVE ATTITUDE
P
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BEHAVIOURS EXAMPLES SIGN OFF 
(name/date/role)

Understands and reflects on the 
way they communicate and how it 
affects others.

I know that the way I speak and act 
influences the way people act towards me 
and the way they feel about me. I use clear 
and polite language.

Asks questions when unsure or 
unclear.

I know that it’s OK to ask questions, 
especially when I need to understand 
instructions clearly. People see me as 
determined to do a good job as a result.

Understands how employees, 
employers and customers 
communicate.

I can use appropriate language to suit 
the different needs of my employer and 
customers. I am always professional and 
respectful.

Speaks, listens and shares ideas 
appropriately.

The way I communicate shows that I can 
work well with others to solve problems and 
achieve goals.

“I appreciate my boss taking time to really listen to what I have to say.”

This was a time when I demonstrated good communication:

Ideas for developing better communication:

COMMUNICATION
P

>>>>>>>> giving young adults a solid foundation for employment >>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>> 7



“What I really enjoy is working in a team and learning new skills.”

TEAMWORK

This was a time when I demonstrated good teamwork:

I can become a better team player by:

P
BEHAVIOURS EXAMPLES SIGN OFF 

(name/date/role)
Works well with others to complete 
tasks and meet goals.

I understand that I play a role as part of a 
team. I also support others in their roles. 
We have strategies to achieve our goals.

Contributes to developing new 
ideas or approaches.

When I see something that could be done 
better, I feel confident to present my ideas 
to people I am working with.

Works well with others of different 
genders, cultures or beliefs.

I know that people with a different culture, 
ethnicity, gender or belief system have 
valuable skills and points of view. I want to 
connect with them and learn from them so 
we can work well together. 

Recognises the authority of 
supervisors and managers and 
follows directions.

I am comfortable with authority and accept 
that I need to be able to following the 
instructions of others.
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“YEP helped us learn what to do and what not to do in the workplace … 
doing the work, not just rocking up when you want to.”

SELF-MANAGEMENT

This was a time when I demonstrated good self-management:

Ideas for developing better self-management:

P
BEHAVIOURS EXAMPLES SIGN OFF 

(name/date/role)
Arrives at work on time, with 
appropriate clothing and equipment 
to complete a work day.

I know that to do a good job and make a 
good impression need to be on time with all 
my gear and prepared to work as required.

Understands and reflects on their 
own words, actions and behaviour, 
and how these affect others.

I think about how my actions impact on 
others. I change my actions when I know 
I’m being unreasonable or bad-tempered.

Shows commitment and 
responsibility.

When I see something that needs to be 
done or someone needs some help, I 
typically step up and take responsibility for 
my actions.

Is dependable, follows instructions 
and completes assigned tasks.

I have a good work ethic people can count 
on me to do a good job.

Is responsible for their own health 
and well-being and follows health 
and safety guidelines in the 
workplace.

I know that my health and safety is 
important, including the amount of sleep 
I get and what I eat and drink. I focus on 
keeping myself and others safe and follow 
health and safety guidelines 
at all times.
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“Helped me get to know just what employers want and expect.”

This was a time when I demonstrated a willingness to learn:

I can develop my willingness to learn by:

WILLINGNESS TO LEARN
P

BEHAVIOURS EXAMPLES SIGN OFF 
(name/date/role)

Is willing to learn new tasks, skills 
and information.

I enjoy learning new skills and knowledge. 
I want to grow in my work so that new 
opportunities are available to me.

Is curious and enthusiastic about 
the job, organisation and industry.

I’m interested in getting a good job and 
doing well.

Looks for opportunities to work 
more effectively to make the 
business better.

I am good at finding smarter ways of doing 
things, both in and out of work.

Accepts advice and learns from 
feedback.

I like getting honest feedback from my 
supervisors and co-workers. I know they 
are helping me to do my job better. I learn 
from their feedback.
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This was a time when I demonstrated good thinking skills:

Ideas for developing better thinking skills:

THINKING SKILLS
(PROBLEM-SOLVING AND DECISION-MAKING)

“helped me learn and think about what I mean” P
BEHAVIOURS EXAMPLES SIGN OFF 

(name/date/role)
Identifies and assesses options 
before making a decision.

I am good at identifying problems and 
thinking through solutions before acting.

Recognises problems and uses 
initiative to find solutions.

I can break down problems into smaller 
chunks so I don’t get beaten by them.

Thinks about the consequences 
before they act.

I try to carefully think things through before I 
act so I make a smart decision.

Recognises when they need to seek 
advice.

I can identify problems or issues and ask for 
advice when I need it.
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RESILIENCE

This was a time when I demonstrated resilience:

Ideas for developing better resilience:

“I’m much more confident now and not afraid 
to take the opportunities offered to me.” P

BEHAVIOURS EXAMPLES SIGN OFF 
(name/date/role)

Is adaptable and flexible with new 
and changing situations.

I know that situations can change. I show 
that I can manage change through a 
positive attitude, a willingness to change 
direction and the ability to change the way 
I work.

Handles challenges and setbacks 
and does not give up.

I try hard to bounce back after being 
disappointed or let down. I am learning not 
to give up when things get tough.

Is able to seek support and help 
when needed.

When I make a mistake, I know it is an 
opportunity to improve. I believe that failure 
is important for future success. It’s how I 
respond that counts.

Recognises and accepts mistakes 
made and learns from them.

I know who to ask for help when I need it.
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You now know what skills from your 
everyday life are “employability” skills 
and how you can use them in a work 
environment. Now we’re going to talk about 
the following elements which make you 
“work ready”:

Work readiness
So what’s work readiness?
It’s exactly what it sounds like – it shows that 
you understand enough about the world of 
work to find a job, get a job, and do a job.

For example, an employability skill like 
communication can apply to any area 
of your life. When we talk about “work 
readiness”, we’ll cover things like work 
experience and work ethic.

Some elements of work readiness can be 
developed over time and some are yes or 
no answers that are better suited to appear 
in your CV. So as you go through these ten 
elements of work readiness, we’ll state where 
they should be listed.

On each page, read and make sure you 
understand each element. Discuss it with 
your parents and facilitators to find out how 
they have used it or seen it used.

Assess yourself against all the behaviours 
for the element of work readiness. 
Remember, we are always learning so don’t 
worry if you haven’t got all the elements of 
work readiness yet! 

Follow the guides on each page about how 
you can demonstrate or develop the element 
and whether it should be in your CV. 

These elements are not part of your licence and 
you won’t be signed off for them, but they are 
important to learn as they will help you find a job. 

The 10 elements of work 
readiness are:
1.  Work search skills

2.  Work environment

3.  Work ethic

4.  Support people

5.  Safety, health and  
well-being

6.  Cultural skills 

7.  Driver licence

8.  Work experience

9.  Technology, numeracy  
and literacy

10. Money smarts
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“This programme has helped me learn the 
skills to go out and get my own job.”

Ideas for searching for work:

What do I need to do first?

What help will I need?

WORK SEARCH SKILLS
P

BEHAVIOURS EXAMPLES SIGN OFF 
(name/date/role)

Can identify work options and 
assess own suitability for different 
roles.

I can search for jobs online, in person and 
through connections.

Uses a variety of sources to 
access employment and training 
information.

I can read a job description and figure out if 
it matches my skill level.
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“I certainly feel more confident about work, 
now that I have started this placement.”

Look up the “when you get the job” - Work and Income website: 
www.workandincome.govt.nz/move-into-work/get-the-job. Do you have any questions?

Can you hold a conversation with your boss? A customer? If not, practice this with someone.

WORK ENVIRONMENT
P

BEHAVIOURS EXAMPLES SIGN OFF 
(name/date/role)

Understands the employee/
employer relationship, including 
legalities.

I can read a contract and understand the 
rights and responsibilities of my employer 
and myself. 

Can identify and manage 
expectations of the role.

I know what I am expected to do in my job.

Understands accepted “norms” of 
work situations.

I know there are common rules such as not 
checking my phone while on the job. 

Understands and respects 
employer’s goals and values.

I know that my employer has a whole 
business to run. Their making a profit 
means I have a job.
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“I have a better understanding of the business now.”

WORK ETHIC

This was a time when I demonstrated a good work ethic:

Here’s a way I can develop a better work ethic:

List the issues you might face, that could stop you being a good employee. Write a plan for how you would 
overcome them:

Refer to: get work ready – Work and Income, www.workandincome.govt.nz/look-for-work/get-work-ready, 
SEEK www.seek.co.nz and Youth Hub www.youthhub.co.nz

P
BEHAVIOURS EXAMPLES SIGN OFF 

(name/date/role)
Can be relied on to complete tasks 
diligently.

I do what I am expected to do.

Accepts advice, supervision and 
criticism, and shows perseverance.

I listen to feedback and make improvements 
as required.

Understands and represents the 
employer’s goals and values.

I know that my employer has goals and my 
work helps achieve those goals.
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Who are my support people?

How do I make the best use of my support people?

What do my support people expect of me?

SUPPORT PEOPLE
“A wonderful group of people who took me under their 
wing and taught me many things.” P

BEHAVIOURS EXAMPLES SIGN OFF 
(name/date/role)

Has a support person or people 
to act as a mentor to help resolve 
workplace issues if required.

I have a family member, mentor or 
programme coach that I can go to for 
advice if there is a problem.
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BEHAVIOURS EXAMPLES SIGN OFF 
(name/date/role)

Has a reasonable level of personal 
fitness and understands the 
importance of good health, 
including nutrition.

I know that doing a good job requires the 
stamina to work for eight hours with set 
breaks and a consideration of the physical 
requirements of the job.

Has a good level of personal 
hygiene and presentation.

I know that a clean and tidy appearance is 
an important part of being professional.

Has an awareness of the importance 
of safety in the workplace.

I know that safety is a priority in all 
workplaces and I must make it a priority.

Is aware of and willing to undergo 
drug and alcohol tests as required.

I know that drinking and taking drugs puts 
my job at risk.

Understands that convictions and 
ongoing police intervention will 
affect employability.

I know that illegal activity puts my job at 
risk.

What understanding do you have of health and safety in the workplace?

What understanding do you have of dressing appropriately for a job? How would you dress if you were 
working in an office? A construction site?

Look up and gain an understanding of random drug testing in the workplace.

Do you have any health and safety training (for example, site safety) that you can state on your CV?

SAFETY, HEALTH AND WELL-BEING
“They give me decent information that I should know in life.” P
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CULTURAL SKILLS
“I didn’t know that being able to speak another 
language would be a useful skill to have at work.” P

BEHAVIOURS EXAMPLES SIGN OFF 
(name/date/role)

Can speak English and one or more 
other languages (e.g. Te Reo Māori).

I know how to speak te reo fluently. This 
really assisted me when I was working at 
Māori TV. I wouldn’t have been able to work 
there if I couldn’t.

Has a practical knowledge of Te 
Tiriti o Waitangi and Tikanga Māori.

Working in health, it was important for me 
understand how significant culture is to 
patients and their whānau. I was able to 
assist the nurses understand why the whole 
of the whānau needed to be involved in a 
decision about their nanny’s return to her 
kaianga (home).

Understands the concepts of 
prejudice, discrimination and 
racism and ensures that personal 
behaviour is always respectful of 
cultural difference. Understands 
when and how to seek advice 
should they observe racist or 
discriminatory behaviour.

I saw a Chinese man at work being run 
down by some of the guys on the job. He 
was trying to ignore them but they kept 
pushing him with racist put downs. I spoke 
to my supervisor about what I saw. He 
followed it up without letting them know it 
was me who said something.
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BEHAVIOURS EXAMPLES SIGN OFF 
(name/date/role)

Has a driver licence or is working 
towards getting one.

I am currently studying the road code and 
will sit my learner’s in 3 weeks.

Has an alternative plan for getting 
to and from work at all times.

My auntie can take me if the bus is late.

Knows and can use the bus/train 
routes.

I have a timetable on my phone so I don’t 
miss the bus/train.

Understands the process for 
communicating lateness to an 
employer.

I have the boss’s phone number or the work 
reception number (and phone credit), so I 
can call the boss to say I am going to be 
late; for example, if I have been held up in 
traffic. 

If you have reliable transport and a driver licence, state this on your CV. 
If you don’t, start working on a plan here:

DRIVER LICENCE
“This experience taught me the skills I need to know to get to work.” P
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Make sure you list all your work experience on your CV and state the skills you learnt. For example: 

[Retail Assistant at Snazzy Dressers, Manukau Mall. 
Part time after school, September 2012 to January 2013 
Skills developed: customer service, stock rotation and display techniques]

Describe your work experience as well as an employability skill you gained by doing that work experience: 
[Name of group/organisation, position, length of time, employability skill]

Describe your work experience as well as an employability skill you gained by doing that work experience:

WORK EXPERIENCE
“I really enjoy doing work placement because it is ‘real’. 
I can put into practice what I have been learning.” P

BEHAVIOURS EXAMPLES SIGN OFF 
(name/date/role)

Has done different kinds of 
work experience such as paid 
employment and voluntary work for 
community activities, sports teams, 
clubs, etc. 

I have done an activity outside of school, 
which has involved a level of work – e.g. 
coaching a sports team or rehearsing for a 
concert. 
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TECHNOLOGY, NUMERACY 
AND LITERACY 
“Helped me with the rest of my school work too. 
I am more motivated to get my work finished.” P

BEHAVIOURS EXAMPLES SIGN OFF 
(name/date/role)

Is completing or has achieved Level 
1 literacy / numeracy (record of 
achievement or evidence of working 
on reading, writing and maths].

I can read and write and do basic maths.

Has digital literacy; can use a 
smartphone and knows the basics 
of using a computer

I know how to use a computer or a 
smartphone.

Has proof of effort and achievement 
in the classroom or other activities 
such as sport or cultural activities.

I always make an effort to do my best in 
subjects I like and am good at, like sport.
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MONEY SMARTS
“Learning to get smarter with money was important to me. I don’t want 
to lose my job because I got behind in my car payments and lost my car. 
Without my car, I can’t get to work and no work means no car.” P

BEHAVIOURS EXAMPLES SIGN OFF 
(name/date/role)

Has a bank account and 
understands how money is 
deposited, saved and withdrawn.

I have a bank account which my pay is 
automatically deposited into. I have money 
that is directly debited to pay my car loan, 
my fines and my rent.

Knows how to create a budget and 
how to stick to it.

Having a budget means I’m not broke by 
mid-week panicking about food, rent and 
bus money to get to work. I’ve stopped 
spending more than I earn.

Understands about “spending 
multipliers”.

I now know that if I buy two $3 pies every 
day, five days a week I will spend $2,640 a 
year on pies. That’s a lot of money on pies.

Understands the basics of loans 
and interest on loans.

I once bought a stereo on a $20 deposit, 
three-year, 18% loan. I didn’t know that, 
by the time I paid off that $1500 stereo, I 
had paid nearly $4000. I now work this out 
before I buy something.

Understands about savings and 
compound interest.

I never really understood about how money 
grew when you had it in the bank. For the 
first time ever, I have savings and they 
are growing. I’ve nearly saved for a trip to 
Aussie.

Knows about KiwiSaver. I now know that as soon as I get a job, I can 
register for KiwiSaver and my employer will 
help me save for my first house.
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When you apply for a job, you will be 
expected to provide evidence of who you are 
and what your achievements to date have 
been. You would attach these with your CV. 

When you get a job, you will need to have 
an IRD number and a bank account. It’s a 
good idea to get these documents together 
when you start working on the YEP as it will 
give you time to get sorted. Your facilitators/
teachers will be able to help in addition to 
parents and friends. 

Below are two really important documents 
to have. If you don’t have them yet, we 
recommend you get started and get them 
ordered. Set up a file you can keep in a 
safe place and make copies of all your 
documents. Take photos of them and keep 
them online as back up documents. 

Document Dates (obtained and expiry) Photocopy placed in folder (original, 
hard copy or online)

Birth certificate

Driver licence

Passport

IRD number

Bank account

Health and Safety certificate(s)

NZQA: Record of Achievement

Sporting achievement(s)

Trades certificates

Licence to Work certificate

Iwi registration (if applicable)

Cultural references

Character references
Other

Documents for work

Birth certificate
New Zealand birth certificates are a record 
of birth. Birth certificates cost around $33 
and take one to two weeks to receive after 
ordering. 

The easiest way to order a birth certificate 
is by filling out the online form on the Births, 
Deaths and Marriages website: https://www.
govt.nz/organisations/births-deaths-and-
marriages. You will need a credit or debit 
card to complete the order.

You can also order one over the phone by 
calling Births, Deaths and Marriages at 0800 
22 52 52. You will also need a credit or debit 
card to complete your order over the phone.

You can also order one by completing the 
Request for NZ birth certificate or printout 
form BDM93B and posting it to the following 
address:
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Certificate Team
Births, Deaths and Marriages 
PO Box 10526, Wellington 6143, 
New Zealand

Lastly, you can set up an appointment 
at a Births, Deaths and Marriages office 
in Auckland, Manukau, Wellington or 
Christchurch. You will be asked for your 
full legal name and your date and place of 
birth. You will need to present some ID at 
the meeting.

IRD number 
It’s important to get an IRD number as all 
your tax, entitlements (e.g. a student loan 
or Working for Families Tax Credits) and 
personal details are linked to this number.

You need an IRD number if you:

• earn any money (e.g. from a job, benefit 
or pension)

• apply for: 
 – Working for Families Tax Credits
 – a student loan
 – child support

• open a bank account or join KiwiSaver

• file tax returns

If you don’t have any ID, you will need to ask one of your parents to ring the hospital where you were born. 
Your mum or dad will need to ask the person who answers the phone to put them through to someone who 
can help them get the birth certificate written. The administrator will ask your parent for your legal name 
and your date of birth. They will complete the form and send it through to the Births, Deaths and Marriages 
office. The details will be matched with the records and then they will order the certificate for you.

How do you get an IRD number?
You can get an IRD number by going to 
the Inland Revenue website (www.ird.govt.
nz) and searching for the ‘IRD number 
application – resident individual (IR595) 
form’. Although you can fill out the form 
electronically, you will still need to print it off, 
as you will need to take it, along with two 
forms of ID, to a PostShop or AA Centre for 
an “in person verification”.

The IR595 form includes details on the types 
of ID you can use.

Once you have submitted your form, you 
should receive your IRD number in 5–10 
working days.
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Step into the 
world of work 
So you’ve spent a few months working on 
your Licence to Work programme. You have 
now received your first Licence to Work 
certification – it’s time to start presenting 
yourself to employers to get a job or some 
work experience.

Here are some tips on how to discuss your 
Licence to Work certification when you meet 
with an employer:

Take a guess at which skills 
they want the most:
Each workplace is unique, so before 
you meet with an employer, think about 
which skills are the most relevant to their 
workplace. If you know that communication 
and teamwork will be at the top of their list, 
make sure you can talk about how you have 
demonstrated these skills and how it would 
help you do this particular job.

Review your examples:
We’ve all been a bit stuck when an 
interviewer asks, “Tell me about a time when 
you showed your skills in …” It’s a good idea 
to go over all the examples in your Licence 
to Work workbook and memorise them so 
you can show how you put your skills into 
practice. You’ll also feel less nervous if you 
know your stuff.

Lifelong learning vs completion:
Good employees are always developing 
their skill sets – ongoing learning makes 
for productive and successful teams. 
Don’t be embarrassed if you don’t have all 
the skills checked off – this is not a failure. 
It is an opportunity to grow in every job 
you have. It’s also a good way to discuss 
with your future boss the ways they can 
help you develop.

Realise that this isn’t a 
guarantee:
Just like a driver’s licence doesn’t guarantee 
that the owner is a perfect driver, the 
Licence to Work certificate does not 
guarantee you will be hired for the first, or 
even second, job you interview for. The 
job market is competitive and you may get 
turned down. Everyone has to deal with this 
rejection in their career – but don’t give up 
– use it as a way to practise your resilience 
and eventually you will get some yeses. Be 
persistent and put your best foot forward. 

Finally, remember how far you’ve come 
– and don’t stop learning! Every new 
workplace and situation is an opportunity for 
you to grow your skills.
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My logbook: volunteer experience
Date Hours Organisation What I did
e.g. 25 August e.g. 2 e.g. Salvation Army Family Store e.g. Unpacked donated boxes, 

restocked shelves
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My logbook: work experience
Date Hours Business What I did
e.g. 21 June e.g. 5 e.g. Infinity Hair Salon e.g. Shampooed three clients’ hair, 

emptied dryer and restocked towels, 
swept salon floor

>>>>>>>> giving young adults a solid foundation for employment >>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>28



Words for work
Words for work Definition
Allocate To spread out the tasks or jobs to do and to share responsibilities. 

Apathetic Having no energy, not wanting to help (yourself or others), not caring, lacking spirit. 
Making work harder for someone else.

Argumentative To always be looking for an argument. Not letting things go. Wanting to be right all 
the time.

Assessment
A check (written or practical) on how well you do something. This might be before 
you can do a job at work or might be a part of getting a qualification. Might have a 
pass or fail to it. 

Assumption A thought or guess that something is true without any proof.

Attitude Thinking in a way that helps you to make things happen and get results (or not).

Behaviour What you do and say and how it affects your life and others (either in a good or 
bad way). 

Collaborate To work together / cooperate on something. Can make a task or job easier.

Contract Agreement (generally written and signed) between you and your employer about 
what your job is and what you are expected to do.

Delegate To give jobs, tasks or responsibilities to someone else. Something a manager does. 

Dependable Trustworthy. Others know they can rely on you.

Despicable Really bad action by a person. Would have a bad effect on someone else.

Disciplinary rights The rights or rules that are in place at work for when things go wrong (e.g. when 
you get in trouble with your boss). They are protection for you and your co-workers.

Emotional literacy Being able to identify / name what you are feeling and knowing how to act in 
situations without letting your feelings get the better of you.

Employability To have the skills to get a job and to keep it. The reason someone wants to pay you 
to work for them.

Employer Pays your wage or salary and is responsible for training you and making sure you 
are safe in the workplace.

Employment To be paid to do work for a company or person.

>>>>>>>> giving young adults a solid foundation for employment >>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>> 29



Influence To affect someone or something in a positive or negative way. A good boss may 
help you to enjoy your work, feel happy and do a better job.

Meetings Meet with others in your workplace to discuss what happens at work. Helps with 
understanding why you do things a certain way.

Motivate To be positive and have energy about something you are doing. Helping someone 
else to achieve something. To inspire, to awaken.

Multitasking Doing more than one thing at a time (e.g. talking on the phone while typing on a 
computer). 

Performance 
appraisal 

To get feedback on how you are going at work, what you are doing well, what you 
may need more training in and how you think you’re going. Can also result in a pay 
rise.

Planning Taking time to figure out how best to do something before you do it.

Prioritizing Doing the most important or most needed job(s) first.

Production To make, build or create something.

Productivity Having the results from your work show. Producing results. 

Profit You make more money than you spend. Businesses can’t survive without profit and 
that means you get paid.

Reliable Trusted to be there, consistent time and again. A dependable person.

Report to You report to the person who has responsibility for what and how you do things. 
This person is also there to support you and help you learn what to do.

Resilience Strong, brave and will stand back up when knocked down. Can make mistakes, 
learn and get better.

Resources The things you need to do a job or task (e.g. tools, building materials).

Role How you fit into the place you work and what you are expected to do, possibly 
within a team. 

Roster Shows when and where you work, so you know what time you start and finish and 
when your breaks are.

Task Everyday activity (at work); a job you are expected or have been asked to do. 

Timesheet A form you fill out and sign so you can get paid for the hours you have worked.

Words for work

>>>>>>>> giving young adults a solid foundation for employment >>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>30



Notes:
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Employability framework

1. POSITIVE ATTITUDE
I have a positive “can do” attitude always often sometimes rarely never

I am optimistic, honest and show respect always often sometimes rarely never

I am happy, friendly and enthusiastic always often sometimes rarely never

I am motivated to work hard toward goals always often sometimes rarely never

2. COMMUNICATION
I understand and reflect on the way that I 
communicate and how it affects others always often sometimes rarely never

I ask questions when unsure or unclear always often sometimes rarely never

I understand how employees, employers and 
customers communicate always often sometimes rarely never

I speak, listen and share ideas appropriately always often sometimes rarely never

3. TEAMWORK
I can work well with others to complete tasks and 
meet goals always often sometimes rarely never

I contribute to develop new ideas  
or approaches always often sometimes rarely never

I work well with others of different genders, cultures 
or beliefs always often sometimes rarely never

I recognise the authority of supervisors and 
managers and follow directions always often sometimes rarely never

4. SELF-MANAGEMENT
I arrive to school/work on time, with appropriate 
clothing and equipment always often sometimes rarely never

I understand/reflect on my words and behaviour 
and how they affect others always often sometimes rarely never

I show commitment and responsibility always often sometimes rarely never

I am dependable, follow instructions and complete 
assigned tasks always often sometimes rarely never

I am responsible for my health and follow workplace 
health and safety guidelines always often sometimes rarely never

Please circle the option that best applies to you for the following statements:
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5. WILLINGNESS TO LEARN
I am willing to learn new tasks, skills  
and information always often sometimes rarely never

I am curious and enthusiastic about jobs, 
organisations and industries always often sometimes rarely never

I look for opportunities to work more efficiently always often sometimes rarely never

I accept advice or learn from feedback always often sometimes rarely never

6. THINKING SKILLS
I identify and assess options before making a 
decision always often sometimes rarely never

I recognise problems and use initiative to find 
solutions always often sometimes rarely never

I think about the consequences before I act always often sometimes rarely never

I recognise when I need to seek advice always often sometimes rarely never

7. RESILIENCE
I am adaptable and flexible in new and changing 
situations always often sometimes rarely never

I handle challenges and setback and do not give up always often sometimes rarely never

I seek support and help when needed always often sometimes rarely never

I recognise and accept mistakes made and learn 
from them always often sometimes rarely never
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Feelings and emotions: 
true or false statements 

STATEMENT TRUE FALSE

I have no control over how I act. It depends what other people say or do.

My brain is wired to recognise threats (things that make me feel bad) and rewards (things that 
make me feel good).

What I think will impact on how I feel.

If I think negatively, I will feel bad.

I can’t choose how to act when I’m happy or excited.

If I think positively, I will be more motivated to work hard.

I can’t choose how to act when I’m angry or sad.

I can become more aware of what I am thinking and  
feeling if I pay attention to my thoughts and feelings.

If I don’t pay attention to what I’m thinking or feeling,  
I might act without thinking.

Everyone knows what they’re thinking and feeling all  
the time.

If I think positively, I will feel good.
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Scenario 3
Temo has been asked to work late to get the last three trucks loaded. The boss has told him that he will 
pay him time-and-a-half for the extra four hours. The money would be helpful as Temo’s son starts school 
in a couple of weeks and still hasn’t got a uniform. 

Unfortunately, the boss isn’t really asking, and while Temo wants to do well at work, he also has league 
practice. The new rule is that if you don’t come to practice, you don’t get to play in the games on 
Saturdays. Temo knows his teammates will be angry as hell if he doesn’t show as he’s one of the team’s 
best players. 

Which of the following feelings do you think Temo might be experiencing? 
Choose as many as you like:

What do you think Temo should do?

Workplace scenarios

Scenario 1
Hone is on his way to work when his girlfriend texts him to say that it’s her birthday and she is upset 
because he had promised to spend the day with her. 

Hone is angry, both with himself (for forgetting) and with his girlfriend (who should know better about 
pressuring him to skip work). He also feels confused and doesn’t know what to do.

What advice would you give to Hone?

Scenario 2
Max has been yelled at by his boss because he left the boss’ new nail gun outside and it got run over by 
a delivery truck. The boss is telling him that the cost of the gun will be deducted from his next pay. 

Max goes into panic mode as he needs all that money to be able to pay his rent, his car repayment and 
fuel for next week. He’s already a week behind in his car payments. His dad had warned him that the car 
payments were too much, but Max hadn’t listened. 

Also, the boss is really angry now as he thinks Max is ignoring him. 

What do you think Max is feeling and what do you think he should do?

• Happy
• Guilty
• Confused
• Angry

• Grateful
• Disappointed
• Upset
• Nervous

• Stressed
• Lucky
• Annoyed
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Tips for asking smart questions
Observe others first. Have a good look around and see if you can work out the answer you 
need by watching others.

Start with what you know. You may know half of what’s being asked, so it’s good to start  
with that. 

“I know I need to fill in the drain, but I’m not sure whether I’m supposed to put 
the rocks in first or last.”

Ask specific questions

“Where would you like me to stack those 
crates you want me to move?”

“How much time should I give the undercoat to 
dry before I start with the second coat of paint?”

“How deep did you want that 
drain dug?”

“Who should I get to sign the paperwork when 
I make the delivery?”

“Should I wear safety glasses when I am 
weed-eating by the side of the road?”

Ask with confidence

Never start with “This is a dumb question but …” If you don’t know, then it hasn’t been ex-
plained to you (or hasn’t been explained properly), so it’s actually smart to ask! 
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Feedback questionnaire
How good am I at giving and receiving feedback?
For each of the questions below, rate yourself by putting a number in the box on the right. If you have never been 
in a particular situation before, rate yourself on how you think you would behave.

Use the following rating scale:

1. A boss or other person in a position of authority tells you that you are looking tired and unwell. 
You thank them for looking out for you. 

2. A boss or other person in a position of authority tells you that you are looking tired and unwell. 
You are immediately suspicious.

3. A boss tells you that you need to make more of an effort to get on with others at work. You 
become defensive and immediately think someone’s been complaining about you.

4. You like getting feedback as you know it helps you get better at your job.

5. You ask for feedback as you want to get better at what you’re doing.

6. You hate getting feedback as it feels like criticism and a put-down.

7. When you get feedback, you want to debate the issue.

8. You appreciate it when your boss gives you advice on how to do a job better.

9. You don’t like it when your boss tells you how to do your job better because it makes you feel 
like he’s watching you and doesn’t trust you to do the job.

10. You avoid giving feedback to a workmate even if what they are doing is really annoying.

11. You feel confident that you could give good feedback to a workmate.

12. When your boss says he would like to chat, you feel panicky.

13. If your boss said something to you that you felt was unfair or a put-down, you would feel 
confident to appropriately raise this with them.

14. You would prefer not to get any feedback (good or bad) and for your boss to leave you alone to 
get on the with job and figure things out as you go.

1. I never feel or behave like that

2. I sometimes feel or behave like that

3. I often feel or behave like that

4. I always feel or behave like that
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Scenario 2
George works at KFC. He has been caught 
taking home leftovers. He knows it’s against 
company policy and that he is now in big 
trouble. He has been asked to see the 
supervisor the next morning.

When George meets with his supervisor, 
she says,

What should George say?

Responding to being told off at work
For each of the following workplace scenarios, work out the best way to respond to the boss.

Use this outline to help you structure your responses:

Scenario 1
Timoti has been called to the boss’ office. 
He suspects it is because he’s been late to 
work twice this week. The first time, the boss 
told him off and wanted him to make sure it 
wouldn’t happen again. Unfortunately, Timoti 
was 20 minutes late today because he missed 
his usual bus and had to wait for the next one.

When Timoti enters the boss’ office, 
the boss says, 

What should Timoti say?

“This is the second time 
you’ve been late this week, 
Timoti. Your lateness costs 
me money. You better 
have a very good reason 
for being late, mate. Why 
should I not fire you?”

“I understand you were 
caught with a box of 
leftover chicken last night, 
George. That is stealing 
and I am now having to 
consider whether or not to 
give you the sack, unless 
you can assure me it was 
just a one-off incident and 
won’t happen again?”

? ?

1. The apology …

2. What happened (the truth) …

3. How you will ensure it doesn’t happen again …

4. What can you do to make it up to the boss …

5. Why the boss should keep you on the job …

>>>>>>>> giving young adults a solid foundation for employment >>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>> 39



Basic rights in disciplinary processes

1. When you arrive at work, the boss tells you 
she’s hired somebody else to do your job 
because you’re too slow at packing the 
shelves. Is she allowed to do this without any 
previous discussion with you?

Yes  No 
Why?

2. You got into a fight with your supervisor. You 
punched him and he ended up with a black eye 
and a chipped tooth. Your boss has sent you 
home on no pay while he investigates what 
happened. You are on a contract. Is he allowed 
to send you home with no pay?

Yes  No 
Why?

3. If it is proven that the fight was caused 
because you lost your temper, can you be 
sacked without getting a warning? Also, can 
you be charged with assault? 

Q1: Yes  No 
Why?

Answer the following questions by ticking Yes or No. The facilitator may ask you to explain your 
answer; you don’t need to write it down if you don’t want to, though.

Q2: Yes  No 
Why?

4. You arrive at work late. Your boss has already 
given you a verbal warning. He now gives you 
a written warning. If you arrive late one more 
time, can he legally sack you?

Yes  No 
Why?

5. Your boss is constantly making racist jokes 
and putting you down. Can you make a 
complaint? If so, to whom do you make your 
complaint?

Yes  No 
To whom?
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1. You are told that you have got the job. You ask 
for your contract. The boss says you don’t 
need a contract. Is she required to give you 
one?

Yes  No 
Why?

2. You accidentally break an expensive piece of 
equipment, one that cost around $3,500. Your 
boss says he will dock $40 a week from your 
wages to pay for a replacement. Is he allowed 
to do this?

Yes  No 
Why?

3. Your boss rings to tell you to come in and do a 
second shift today at the supermarket as two 
staff have not turned up. You tell her you don’t 
want to. She says if you don’t come in, you will 
be offered no more work. Is she allowed to do 
this?

Yes  No 
Why?

4. You are on a 90-day trial. You think you have 
been working well and the boss is going to 
give you the job, but the day before the trial 
runs out, she tells you that they are not going 
to employ you because you don’t own a car 
and this makes you unreliable. Is she allowed 
to do this?

Yes  No 
Why?

5. Your boss tells you that you have to work 
Sundays as it’s part of your rostered shift. 
You always go to church with your family on 
Sundays so you tell her that you can’t. She 
says that you can’t have the job then. Is she 
allowed to do this?

Yes  No 
Why?
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Work attitudes questionnaire

STATEMENT YES NO UNSURE

You are scheduled to work on Saturday night. It’s your mate’s 21st 
birthday that night, but you can’t swap your shift. You go to work anyway.

You don’t like the person the boss has told you to work with. You’ve 
asked if you can work with someone else but the boss has said no. You 
work with that person anyway.

You think all bosses are rich, with the flash car and the big house and 
that they get rich by forcing staff to work hard for crap wages.

You think it’s ok to take a sickie when you don’t feel like going to work.

You think it’s ok to take leftover food from the kitchen, even though you 
have been told not to. You think it’s fair enough because your pay is 
crappy.

You think it’s fair enough to arrive at work a bit late as your bus doesn’t 
arrive till 7.45am. You think the boss is unreasonable to expect you to 
catch the 6.30am bus.

Your boss has asked you to work late to get a job finished. You think it’s 
ok for her to do this.

You have got a hangover from a party last night. The boss has sent you 
home because your painting is terrible. He tells you he will dock your pay 
for the day. You think this is fair.

You have been told no smoking on the work site. You would accept this 
and not smoke.

The boss has found money missing from the till. You know who took it. 
He’s going to dock everyone’s wages unless someone owns up. You 
would tell the boss who took it.

You would go to work, even if you felt really tired from a big night out.

Read each statement and put a tick in one of the boxes. Base your answers on what you would do in each 
situation. If you agree with the statement, tick ‘Yes’. If you disagree, tick ‘No’. If you’re not sure what you 
would do, tick ‘Unsure’
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STATEMENT YES NO UNSURE

You would go to work even if all your mates were going surfing for the 
day.

You would not accept a job that involved travelling out of town for work 
two days a week.

Spending time with your partner is more important than going to work.

You don’t like people telling you what to do.

You would rather work outside than be stuck in an office.

You believe you can be the boss one day if you work hard enough.

You don’t argue with the boss.

You like having a job for lots of reasons.

You work because you need the money and for no other reason.
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In pairs, read through the situations below and work out what each of you would do. 

Using the following scale, rate yourselves on how dependable you are depending on your 
answers to each scenario.
1. Not dependable or reliable. I always choose options that are best for me.

2. A little dependable. I tend to choose options that work best for me and I’m strongly influenced by my mates.

3. Sometimes dependable. It depends on the circumstances. Sometimes I find it difficult to stick to a first option 
if a better option comes along.

4. Usually dependable and reliable. I usually do what I say I’ll do, but I can get swayed by my mates.

5. Almost always dependable. I am a man of my word.

How dependable am I?

SITUATION #1
You have invited Mya to go out to dinner with you on Saturday. On Friday, a hot girl from 
work named Stacey asks you to go with her to a party on Saturday. What do you do? 

If you tell Stacey you can’t go to the party because you’ve already made a commitment, 
what would you do if she suggests you go out with her on Friday night instead? 

If you agree to go out with Stacey, what would you do if she started hitting on you? If you 
are happy for this to happen, what will you tell Mya?

SITUATION #2
Your mate Tai has asked you to help him shift to a new house on Saturday morning. You 
arrive and he’s sick and no one else is there. What do you do? 

If you decide to stay and help, what would you do if your mates call in and tell you they’re 
all off to the beach? They tell you to leave Tai to get some sleep and come back later. 
What do you do?

If you decide to go to the beach with your mates, they start a fire, bring out a guitar and 
some beers and get settled in with some girls who show up. They don’t want to take you 
back to Tai’s house. They tell you to ring him and say that you’ll come tomorrow, What do 
you do then?
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SITUATION #4
You are responsible for delivering papers to eight streets in Papakura. It takes about 2 
hours to do. You need to get this done before you get to course by 9am. You are running 
late as your dad got home late from work with the car. Do you:
1. Dump the papers and not finish?
2. Finish the delivery and arrive late to your course?
3. Skip both and go back to sleep?

SITUATION #3
You are due at work at 6.30am for pick up. You slept through your alarm and wake up at 
6.20am. Do you ring your boss and explain? Do you quickly jump in the car and see if you 
can make it on time? Do you ring in and say you are sick? What do you do? 
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The rights and wrongs of liking yourself

Answer the questions below using the following format:

T = True

F = False

D = It depends

NS = Not sure

1. People like people who like themselves.

2. If you don’t like yourself, your negativity will affect everyone around you.

3. Being humble is more important than being confident.

4. Being liked is more important than being respected.

5. You can only feel good about yourself if you are being noticed and complimented.

6. The more you like yourself, the easier it is to be kind, friendly and helpful to others.

7. Being staunch is more important than being respected. 

8. Liking yourself gives you power and strength. 

9. People who don’t like themselves sabotage whatever they go after because deep 
down they don’t believe they deserve to have good things happen.
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optimistic

energetic

respectful

determined

organised

generous

honest

reliable

team player

polite

flexible

easy-going ambitious

punctual

helpful

enthusiastic

tolerant

friendly
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Family, friends and our belief systems

Leaves

Branches

Trunk

Roots
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Bobby Hung was born in Hong Kong, but 
raised in Aotearoa, New Zealand, from an 
early age. His passion and drive come through 
in his art and have informed the evolution of 
graffiti and street art in New Zealand.

As a teacher he incorporates his unique art 
practice into his innovative teaching programme. 
He also mentors youth and high school students 
with the aim of channelling their interests and 
passions into future employment opportunities.

The most important encouragement he gives 
to youth is to focus on working hard, being 
committed and never giving up on their goals. He 
believes that youth can succeed in any field they 
choose by applying these values and by becoming 
owners of their own destiny.

The artwork presented on the cover was a piece 
created for an international graffiti competition in 
Tahiti in 2014, where Bobby received second place. 
The work is inspired by the visual culture of the South 
Pacific and Māori mythology.

COVER ART:

BERST (aka BOBBY HUNG)
GRAFFITI ARTIST | TEACHER

Taiohi Tu 
Taiohi Ora
Taiohi Ringa Raupa! 
Taiohi Tū, Taiohi Ora 
Standing Up, Standing Strong.
Doing what is right for the Body, Mind and Soul

Taiohi Ringa Raupā 
Be prepared to work hard!
(a reference to “calloused hands”)

Berst - aka Bobby Hung. Graffiti Artist | Teacher
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