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Unit 12 – Providing personal information for the workplace
Personal information
Task 1

There will be workplace situations when you have to give out your personal information.  Below are examples of personal information.

	Age
	Qualifications
	Contact details for referee

	Doctor’s details
	Disabilities
	Telephone number

	Name and address of bank
	Internet user ID
	PIN number

	Date of birth
	School/college
	Gender

	Nationality
	Password
	Email address

	Credit card number
	Employment status/job title
	Title (Mr/Mrs/Miss)

	Name
	Address
	School/College

	Email address
	
	


For each of the situations listed below, give examples of personal information you might be asked for.
1.
Applying for a promotion

2. 
Applying for annual leave

3. 
Accessing the intranet/internet at work

4. 
Return to work interview after absence

5. 
Training application form

There may be times when you might think it is quicker/easier to give someone your personal information or when you are persuaded to give out your information.  This can be very dangerous.
Click on the link below to find out about protecting your personal information.
http://www.bbc.co.uk/webwise/0/22717881 

In groups discuss ways of protecting your identity and think of situations when personal information should not be given out.
Task 2
You need to complete an application form when applying for leave in your workplace. 

Use the following information to help you complete the form:

Use today’s date.
Your payroll number is 0134.
You work in Finance as a Clerk.
You are going on holiday for two weeks.
Your flight leaves on Saturday 6th July.
Your standard working week is Monday to Friday 9am to 5pm (you do not work on Saturdays or Sundays).
Make sure you include all other personal details before passing to your manager.
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Task 3
Below is an example of a curriculum vitae (CV). Study the CV and identify the bad points of this document. Discuss the bad points in pairs and then rewrite Fiona’s CV to make it a good example.
Fiona Lloyd

10 Valley Lane

Newport

Shropshire

NP2 6JX

Tel: (01424) 549 3510

hotbabe@mail.com
Personal Details

Marital status: Single

Children: None

Health: Very good

Nationality: British

Education

2000 – 2007

Highgate Primary School Newport

2007 – 2012

Newport High School Newport 




Achieved 5 GCSEs

2012 – present

Shropshire College




Currently studying Retail Management

Work History

Retail Assistant Joy’s Clothing Newport


2010 - 2012

Duties: worked part time in a clothes shop

Assistant Manager Streetwise Fashions Newport
2012 – present

Duties: assisting in the runing of a busy high street clothes shop

Hobbies/Interests

I like watching TV, going on facebook and going out with my friends. 

Additional Information

Good on a computer. 
Referrences

Mrs Jones




Mr David Cameron
Shropshire College



10 Downing Street
Long Street




London
Newport

NP34 1OX
Annual Leave Application Form





Complete this form in BLOCK CAPITALS





Date: 	








Name & No.:


 





Dept./Title:








Type of Leave  	       Annual           Emergency          Casual          Sick








Number of Leave Days:	








First day of leave:	                                Last day of leave:








Contact Address:























Signature of applicant:		








Manager’s Comments/Approval:	


		





Hand your completed form to your manager for approval.




































































































