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This publication is issued by the Malta Euroguidance Centre. This centre comes under
the Erasmus+ European Commission program, with the European Union Programmes
Agency (EUPA), which comes under the Ministry of Education and Employment, which is
responsible locally.

Euroguidance is the European network linking guidance systems in 32 countries. It
promotes mobility and lifelong guidance.
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Guidance (MCGA), the National Europass Centre of Malta as well as with the Directorate
for Educational Services.
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General Information about this week

Informazzjoni Generali dwar din il-Gimgha

What is Career Exposure Experience?
Xi tkun I-Esperjenza tal-EspoZizzjoni tal-Karrieri?

Career exposure offers you the opportunity to:
L-espozizzjoni tal-karrieri taghtik I-opportunita sabiex:

learn first-hand about the world of work;
titghallem dwar id-dinja tax-xoghol;

gain an understanding of the specific skills and educational training/qualifications
required for the jobs/careers you will be observing;

tikseb gharfien dwar il-hiliet specifici u x'tahrig/kwalifiki edukattivi tehtieg ghax-
xoghlijiet/karrieri li tkun qged tosserva;

become aware of the structure of the department/section you will be carrying
your experience in;

issir taf dwar l-istruttura tad-dipartiment/sezzjoni fejn inti tkun qed taghmel
l-esperjenza;

analyse the various career opportunities offered within the sector;
tanalizza I-opportunitajiet ta’ diversi karrieri offruti f'dak il-qasam;

initiate contacts with key persons working within the sector;
tibda taghmel kuntatti ma’ persuni li jahdmu f'dak is-settur;

Re-evaluate your own interest in a career in the sector.
terga’ tevalwa l-interess tieghek f'karriera fis-settur.

Career exposure is not:
L-Espozizzjoni tal-karrieri mhijiex:

a work experience where the student takes on the role of an employee;
esperjenza ta’ xoghol fejn l-istudent jiehu r-rwol ta’ impjegat;

an opportunity to earn some income.
opportunita fejn I-istudent jagla’ I-flus.

How should | use this manual?

This manual is a fill-in handbook that helps you prepare yourself before your first
visit, guides you throughout your experience and enables you to reflect upon the
impressions/knowledge that you will gain from it.

Kif ghandi nuza dan il-gurnal?

Dan il-gurnal huwa manwal i jista’ jimtela u li ghandu jghinek thejji ruhek qabel ma
tmur l-ewwel darba, jiggwidak tul I-esperjenza tieghek u jghinek tkun kapaci tirrifletti
dwar l-impressjonijiet /osservazzjonijiet Ii inti tkun akkwistajt minnha.



Student’s Details

Dettalji tal-Istudent

Name / Isem

Surname / Kunjom

Class / Klassi

School / Skola

Identity Card No. / Numru tal-Karta tal-Identita

Address / Indirizz

E-Mail Address/ Indirizz Elettroniku

Telephone / Telefown

Mobile / Mowbajl

Details of Hosting Organisation

—

Dettalji tal-Organizzazzjoni li se tospita I-istudent

Name of Organisation / Isem I-Organizzazzjoni

Department / Dipartiment

Address / Indirizz

Contact Person / Persuna Responsabbli

Telephone / Telefown

E-Mail / Imejl

Mentor (School) / Mentor (mill-iskola)

Contact Number / Numru ta’ Kuntatt

Think about the next steps
(including tentative dates) towards a fulfilling career

Ahseb fil-passi li jmiss

(inkluz dati tentattivi) ghal karriera sodisfacenti
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Mentor’s feedback form
Osservazzjonijiet tal-Organizzazzjoni

Preparation - Identifying your placement

Thejjija - Insibu I-post tax-xoghol

fuq l-istudent/a:

Where is the organisation where | will be carrying my experience?

Please complete the following report form by ticking the appropriate box as follows: Fejn tinsab I-organizzazzjoni fejn jien se naghmel l-esperjenza tieghi?
Jekk joghgbok imla I-kaxxa t-tajba kif indikat:

Excellent = 1; Good = 2; Acceptable = 3; Poor = 4; Not applicable = 5

Eccellenti = 1; Tajjeb = 2; Accettabbli = 3; Hazin = 4; Ma jappikax = 5

Personal attributes Day 1 Day 2 Day 3 Day 4 Day 5 ,Iji?\;\; i:;;ﬁg,;ﬁ;r ¢’

Hiliet personali Jum 1 Jum 2 Jum 3 Jum 4 Jum 5

Punctuality

Puntwalita

Appearance How long does it take me to get there?
Dehra Kemm niehu hin biex nasal hemm?
Politeness

Manijieri tajba

Awareness of rules

Gharfien tar-regoli

Attitude to work/observation
L-Attitudni lejn ix-xoghol

What is the name of the contact person who will be responsible for me?
X'jisimha dik il-persuna li se tkun responsabbli ghalija?

Initiative

Inizjattiva How can | contact him/her?

Responsibility Kif nista’ nikkuntattjaha?

Responsabbilita

Relationship with employees

Relazzjoni mal-haddiema What do | know about the roles | will be observing? Where can | get the information?

. X’naf dwar ir-rwoli li se nkun ged nosserva? Minn fejn se ngib I-informazzjoni?
Mentor’s Signature

Contact Person’s Comments - Xi kummenti ofira:

How am | expected to dress for this experience? Check the dress code.
Kif jien mistenni nilbes ghal din I-esperjenza? Iccekkja I-kodlici tal-ilbies.

- 5 What are the working hours | will be spending there?
Name / Isem Signature / Firma X'inhuma I-hinijiet tax-xoghol li jien se nqatta’ hemmhekk?

Designation / Kariga Date / Data
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Preparation - Points for Self-Reflection

Thejjija - Punti ghar-Riflessjoni

What do | know about types of careers in this sector?
X’naf dwar tipi ta’ karrieri f'dan is-settur?

Have | ever had the opportunity to observe people at work in this sector before? If
yes, briefly explain.

Qatt kelli I-opportunita qabel Ii nosserva n-nies fuq il-post tax-xoghol f'dan is-settur?
Jekk iva, fisser fil-qosor.

What were my reflections on the observations, referred to above?
X'kienu I-hsibijiet tieghi dwar dawn I-osservazzjonijiet, imsemmija hawn fug?

What do | hope to gain from this new experience?
X'qed nistenna li nikseb minn din Il-esperjenza gdida?

8. | became more determined to pursue a career in the sector Yes = No
8. Sirt aktar determinat li nsegwi karriera f'dan is-settur. Iva = Le

9. ldid not learn anything new Yes = No
9. Ma tghallimt xejn gdid. Iva = Le

10. | found the environment to be too competitive and less attractive = Yes = No
10. Sibt I-ambjent wisq kompetittiv u inqas attraenti. Iva = Le

11. I realised | should pursue a career in another sector Yes = No
11. Irrealizzajt li ghandi nsegwi karriera ohra f'settur iehor. lva = Le

12. I think the whole experience was a waste of time Yes = No
12. Nahseb li l-esperjenza kollha kienet hela ta’ Zmien. lva = Le

13. Other

13. Xi kummenti ohra:
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Personal Reflection

Riflessjoni Personali

Tick the appropriate response/s and explain briefly
Immarka t-twegiba t-tajba u fisser fil-qosor

1. Has Career exposure experience been a positive one? Yes = No
1. L-esperjenza tal-Espozizzjoni tal-Karrieri kienet wahda poZittiva? Iva = Le
2. llearnt a lot of new things about the role/s | was exposed to Yes = No
2. Tghallimt hafna affarijiet godda dwar ix-xoghol/xoghlijiet li osservajt. © Iva = Le
3. I'learnt a lot of new things about careers in the sector Yes = No
3. Tghallimt hafna affarijiet godda dwar il-karrieri f'dan is-settur. Iva = Le
4. | learnt about courses related to careers in the sector Yes = No
4. Tghallimt dwar il-korsijiet relatati mal-karrieri f'dan is-settur. Iva = Le
5. l established contact with key persons in the field Yes = No
5. Ghamilt kuntatt ma’ persuni li jahdmu f'dan il-gasam. Iva = Le
6. | found the environment to be welcoming Yes = No
6. L-ambjent sibtu jilgghek. Iva = Le
7. 1found a career in the sector challenging and interesting Yes = No
7. Sibt karriera fis-settur li interessatni. Iva = Le
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My major preoccupations before starting this experience were...
L-akbar dubji li kelli gabel ma bdejt din I-esperjenza kienu ...

Today | was introduced to...
Illum introducewni ma’ ...

The tasks, which | carried out/observed today...
Ix-xoghlijiet li wettaqt/osservajt illum ...

My personal feelings and reactions on the above tasks/observations...
X'hassejt u r-reazzjonijiet personali tieghi dwar dawn ix-xoghilijiet/osservazzjonijiet ...

My experience today was...
L-esperjenza tieghi llum kienet ...
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Required Must

The observations/tasks, which | My personal feelings and reactions 1 [hve forwork | Must
carried out/observed today were... on the above tasks/observations... Ghandi Bzonn | IrridFIJntejjeb
Ix-xoghlijiet li  wettagt/osservaijt X'hassejt u r-reazzjonijiet personali Learning Skills ghal-xogho
i ; tieghi ~dwar dawn — ix-xoghlijiet/ | enjoy learning and | believe in life long learning
illum kienu ... ¢ - ) ) )
osservazzjonijiet .. Niehu gost nitghallem u nhaddan it-taghlim

matul il-hajja

| am curious about people and life

Jien kurjuz/a fuq in-nies u I-hajja

['am more interested in moving forward

in my career than simply finding work
Jinteressani aktar nimxi I-quddiem fil-karriera
milli sempliciment insib xoghol

| am able to find the information that | need
Jien kapaci nsib I-informazzjoni li jkolli bzonn

Thinking Skills

| make decisions based on reason
Id-deciZjonijiet nibbazahom fugq il-hsieb

I know how to evaluate risk
Jiena kapaci nqis ir-riskji

| understand and know basic mathematics
Jien nithem u naf matematika bazika

I know how to use technology well
Jien naf nuZa t-teknologija

Am a thinker more than a doer
Jien nahseb fil-fond gabel ma nwettag

Adaptability Skills

| enjoy changes
Niehu gost bil-bidliet

| recognise and respect other people’s differences
Naghraf u nirrispetta d-differenzi tal-ohrajn

[ think of new ways to do my work
Nahseb f‘'modi godda kif inwettaq xoghli

Personal Skills

| am motivated and enthusiastic
Jien motivat/a u entuzjast/a

I am reliable and honest
Jien affidabbli u onest/a

| do not miss appointments
Ma nitlifx appuntamenti

I like to look after my appearance
Niehu hsieb I-apparenza tieghi

| can handle criticism well
Naccetta I-kritika

| am creative and like to think about new ideas
Jien kreattiv/a u nahseb f’ideat godda




What personal skills/qualities do I have,
are required and need to improve for this role?

X’hiliet u kwalitajiet personali ohra

ghandek bzonn ghax xoghol jew trid ittejjebh?
(tick where appropriate / Immarka dawk li japplikaw)

Required

Must
| have for work
Ghandi Bzonn Ir:?t;?r:?e\;’jeeb
Organisational Skills Hiliet Organizzattivi ghal-xoghol

| set goals at work and in my personal life
Naghmel ghanijiet fil-hajja personali u fuq ix-xoghol

[ am punctual and plan ahead
Jien puntwali u nippjana minn gabel

I work neatly and accurately
Nahdem bil-galbu u b’'mod pulit

| follow instructions
Nobdi l-istruzzjonijiet moghtija lili

| am able to work even if | have interruptions
Kapaci nahdem anke bl-interruzzjonijiet

Communication Skills Hiliet Komunikattivi

| can explain my ideas to others in a clear way
Nispjega Il-ideat tieghi b’mod car

| ask appropriate questions
Nistaqsi mistogsijiet prudenti

| have good writing skills
Meta nikteb, I-messagg jinftiehem

I am a good listener
Jiena kapaci nisma’

| am able to use electronic communication
Jiena kapaci nikkomunika b’mezzi elettronici

Interpersonal Skills Hiliet Interpersonali

I enjoy working with others in a team
Jien niehu gost nahdem ma’ haddiehor f'tim

| respect other people’s ideas
Jien nirrispetta I-ideat ta” haddiehor

| encourage and support other people’s decisions
Noffri sapport u kuragg lil haddiehor

| am a good listener
Jien kapaci nisma’

I do not enjoy gossip
Ma niehux gost nghid fuq haddiehor

| accept and respect authority
Jien naccetta u nirrispetta lill-awtorita’
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A very positive experience today
was when...
Esperjenza pozittiva hafna li kelli
llum kienet meta ...

A less positive experience was

when...
Esperjenza inqas poZittiva
llum kienet meta ...

li kelli



Career Exploration What personal skills/qualities are required for this role?
Nidhlu aktar fil-fond fil-Karrieri X’hiliet u kwalitajiet personali ghandek bzonn ghal dan l-irwol?

(Tick where appropriate) / (Immarka dawk i japplikaw)
Choose one role you have observed during this week-long experience

Aghzel xoghol li inti osservajt tul din I-esperjenza ta’ gimgha: Personal skills/Qualities / Hiliet Personali:
Team-work Assertiveness Creative thinking
1. Why have you chosen this role? Li tahdem fi grupp Li tkun assertiv Hsieb kreattiv
Ghalfejn ghaZzilt dan ix-xoghol?
Flexibility Confidentiality Positive Attitude
Flessibilita Kunfidenzjalita Attitudni poZittiva
2. What are the main tasks in this role?
X'inhuma I-attivitajiet ewlenin marbuta ma’ dan ix-xoghol? Initiative Listening Customer Care
Inizjattiva Li tisma’ Kif taqdi lin-nies
3. What qualifications does one need to be eligible for this role? Punctuality Aptitude for learning Problem solving
Xi kwalifiki huma mehtiega biex wiehed ikun elegibbli ghal dan ix-xoghol? Puntwalita Xewqa ghat-taghlim Kif issolvi I-problemi
Leadership Time Management Trustworthiness
4.  Where can one study/train for these qualifications? Hiliet ta” tmexxija Tqassim tal-Ain Li jistghu jafdawk
Fejn ghandu wiehed jistudja/jitharreg biex jikseb dawn il-kwalifiki?
Meticulous Organisational Skills
Tkun preciz Hiliet ta’” organizzazzjoni
5. Is any previous experience required for this role? Indicate which.
Hemm bzZonn ta’ esperjenza precedenti ghal dan ix-xoghol? Uri x’inhi. Communication Skills / Hiliet komunikattivi:
Reading Written Telephone
6. Are there alternative entry paths for this position? Qari Kitba Telefown
Hemm toroq ohra li wiehed jista’ jiehu biex jasal ghal din il-poZizzjoni?
ICT Spoken Interaction
ICT Verbali

7. What type of salary are you expecting for this role?

X'tip ta d tist f'dan ix-xoghol?
Ip ta paga qea tistenna I-aan ix-xogho Reflections / Riflessjonijiet:

8. What are the normal working hours per week? (Does one have to work
weekends and/or holidays?)
X’inhuma I-hinijiet tax-xoghol normali fil-gimgha? (Wiehed irid jahdem fil-wikends
u/jew fil-vaganzi?)

9. What are the employment opportunities for this occupation?
Kemm hemm opportunitajiet ta’ impjieg ghal dan ix-xoghol?




