
 

Work Experience: Researching possible placements 

 

Description 

Students tend to complete work experience placements in their final few years at school 

or college. It can be really nerve-wracking to contact an employer to ask them for work 

experience. But it doesn’t have to be that way! 

 

In this session, you’re going to learn how to prepare for emails and phone calls to 

employers about work experience.  

 

For this, you’ll need to use the following Unifrog tools: 

• Locker 

Why do this? 

The right email or phone call can make all the difference in making a good impression 

with an employer and arranging work experience. This session will make sure that you 

feel prepared and confident in contacting employers. And hopefully you’ll find the work 

experience that you’re really interested in! 

   

Task 1 – What do you think? (5 mins) 

Work experience is a short period of time spent in a workplace learning about a job, 

company, or career area.  

Shadowing professionals in their workplaces will let you see how they use their 

knowledge, skills, and competencies in their day-to-day tasks. You can use the time to 

ask questions and understand why things are done in a certain way.  

Why is work experience important to you? 

Think of three reasons and write them in the box below. 

1. 

 

2. 

 

3. 

 

  



 

Now you know why work experience is important to you, it’s time to make contact!  

Although this can seem nerve-wracking, remember that everyone – even the CEO of the 

company you are contacting – started off in school, looking for work experience. 

The employer will know where you’re coming from and, as long as you stay polite and 

positive, all they can say is ‘no’. You can always try somewhere else. 

Task 2 – Emailing employers (20 mins) 

Emails are a great way to get in touch with employers, especially if you can’t get hold of 

a phone number or if you are getting in touch outside of working hours. 

Remember that sending an email is the same as sending a digital letter – the same rules 

for letter writing apply to writing an email.  

You will need an addressee, standard English, paragraphs, and a sign off to 

demonstrate that you are professional. You should also proof read your email 

carefully for mistakes, or ask someone else to proof read it for you. 

Read the email below. Do you think it would help Loki to get work experience? 

To: hello@StarkIndustries.com 

Subject: Please can I join The Avengers for work experience 

Hi Mr Stark, 

My school has said that I have to do work experience. Do you think The Avengers 

would let me join? 

If that would be cool to with you, just email back soon. 

Cheers, 

Loki 

 

Write your thoughts in the box below once you’ve read the email. 

What do you think of this email? 

  



 

Can you think of four ways could this email be improved? 

1. 

2. 

3. 

4. 

Read the email below. Do you think it would help Perter Parker get work experience? 

To: hello@StarkIndustries.com 

Subject: Work experience 

Dear Mr Stark, 

My name is Peter Parker and I am a student at Midtown High School. 

My interest in work experience with the Avengers was sparked when I visited your 

laboratory in Malibu, where I got to see your inventions. I have worked very hard to 

develop my teamwork skills and spider sense. I feel that with some guidance, I would 

be a great addition to the Avengers team. 

I am looking to do some work experience between the dates of 10-24th February, to 

help develop my competencies and start to learn how to protect Earth. Do you have 

any spaces for work experience students at that time? I have attached a copy of my 

CV for your records. 

Yours sincerely, 

Peter Parker 

What has Peter Parker done in his email to make it better than Loki’s? Write your 

answer in the box below. 

 

  



 

Even before you start writing, the subject of your email is important to set the scene. 

Make sure to keep it straight to the point – like the simple “Work experience” in Peter 

Parker’s email! 

Use the employer’s name if you know it, with ‘Yours sincerely’ at the end of your email. 

Or Sir/Madam and ‘Yours faithfully’ if you don’t know a name yet. 

To make sure you remember to set out all the right information and questions in your 

email to an employer, we recommend you follow the structure below: 

• Paragraph 1: introduce yourself and the school or college you go to. 

• Paragraph 2: say a little about why you’re interested in the industry or company. 

A couple of sentences is enough! 

• Paragraph 3: politely ask about work experience opportunities on dates you are 

able to attend. You can also ask for a meeting/phone call here too. 

Ready? Now it’s time to practise writing your own email to an employer below! 

To: 

Subject: 

Dear… 

Paragraph 1: Introduction 

Paragraph 2: Why are you interested in the industry? 

Paragraph 3: Ask about opportunities on the dates you are looking for work experience. 

Yours… faithfully or sincerely 

  



 

Well done for writing your draft email!  

Remember to save this worksheet to your Unifrog Locker once you’ve finished it so you 

can look back at your email for inspiration in future (Locker>Upload new item>Open file 

picker). 

Task 3 – Calling employers (10 mins) 

Taking the time to phone someone might seem old-fashioned! But it’s still key way for 

people to communicate in many businesses.  

Emails might get lost in an inbox with hundreds of others. A phone call shows that 

you’re confident (even if you’re not!) and that you’re making the extra effort to ask for 

an experience with the company. 

As with an email, a phone call is a great opportunity to show that you’ve done your 

research and have thought carefully about where you’d like to do work experience.  

You may want to email first to ask for an appropriate time to speak to the person you 

are trying to reach. That is completely fine.  

Whether you do this or call straight away, these top tips will help you stay calm and in 

control! 

1. Be polite and cheerful – even if the employer decides not to offer you a 

placement! 

2. Speak clearly and not too fast, so you’re easily understood. 

3. Make some notes before the call about what you want to talk about so you 

don’t forget anything. 

4. Remember to introduce yourself, the reasons you’re interested in work 

experience, and set out the dates you’re available for work experience. 

5. Even if you don’t feel very confident, try and sound like you do! Take a deep 

breath before you call, and give yourself time to think when asked a question. 

It is helpful to have a notepad and pen with you when you call, so you can make a note 

of anything important that’s said while you’re talking. 

Now that you have your top tips for making a phone call, read through the conversation 

below. 

The sentences are scrambled. Can you put them in the right order? 

Write the order of the letters in the boxes below so the phone call makes sense! 

1. 2. 3. 4. 5. 6. 7. 8. 9. 

  



 

A. Ok, great. Could you come for an interview tomorrow, after school? 

 

B. Yes, I’ll just get him for you… Hello, I’m Mr Bates. 

 

C. We can certainly help with that. What makes you want to work here? 

 

D. See you then, bye! 

 

E. Hello Mr Bates, my name is Kelly and I’m a Year 10 student looking for a work 

experience placement for 12-16th of February at your restaurant. 

 

F. Yes that would be perfect thank you, I can be there at 4pm? 

 

G. I have always been interested in hospitality and providing good customer service, 

so I feel a career working in a restaurant would be perfect. I just need some 

experience to get me going! 

 

H. Hello? 

 

I. Hello, my name is Kelly Kapowski from Bayside High School and I’m looking for 

work experience. Could I speak to Mr Bates please? 

Task 4 – Phone a friend (10 mins) 

Well done for making it through to the final exercise! Armed with your top tips, you are 

now ready to practise phoning an employer.  

Ask a family member or friend to help you the next step. You are going to ‘phone’ them 

to ask for work experience, and they are going to pretend to be the employer. 

What kind of preparation would you want to do if it was a real phone call with an 

employer? 

 

  



 

Your family member or friend might want to ask the following questions during the 

phone call. Or they can come up with their own! 

1. Why are you interested in our company? 

 

2. What are you hoping to learn during your work experience? 

 

3. What dates would you like to visit the company for work experience? 

Once you have finished the phone conversation, reflect on your practise by answering 

the questions below: 

How well did your conversation go? 

What would you do differently next time to improve it? 

 

You’ve now completed this worksheet! Don’t forget to save (or take a photo) and upload 

it to your Unifrog Locker. Do this by clicking Locker>Upload new item>Open file picker. 

 

Want to find out more? Check out A guide to work experience You can get there by 

logging into Unifrog and clicking Know-how library> Search ‘A guide to work experience’ 


