Session 3 Employability resources
Overview

This session will look at the importance information research plays in helping you to make an effective informed career decision.  With such a vast, sometimes bewildering, amount of information available it is important to understand how to access and use this information appropriately.  We will also consider how and why you also need to learn how to evaluate the quality of the resources you use.  
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What you will learn

· Access a wide range of resources to help you complete this employability skills development package

· Identify career opportunities available with your degree subject

· Improve your knowledge of the Chinese and international graduate labour market

· Investigate postgraduate study options

· Look into alternative options such as taking a year out of work or study, or  self-employment

· Understand how to evaluate the quality of the information resources you use

Introduction
Let us begin by reflecting on the research you have carried out so far to help you plan your career.

Exercise 1

Reflecting on the value of research

Task

Think of a time when you had to research a course of study or a job.  Did you do research to find out about your choices?  

Choose the scenario which best applies to you: 

Scenario 1

If you did not do any research……..

What effect did not researching have on your experience? 

How did you make a decision about which course to choose or jobs to apply for?

Scenario 2

If you did do some research……..

How did you carry out the research?

How could you do it more effectively next time? 

Write a brief summary here of your responses to the scenario which applies to you;

Employability resources

Here is a list of employability resources organised by topic area.  Most of the resources listed are web based.  Many of these are UK organisations, but they have information that is relevant for working in other parts of the world too.  These might also give you ideas to research for similar organisations in China. 

· Academic research/reports 

· Alternative ways of working

· Employability skills development

· Employers  
· General employability websites

· Handling discrimination

· Labour market trends
· Occupational information
· Postgraduate study and funding

· Self-employment

· Self-assessment

· Taking time out

· Transition skills
· Vacancies

· Working abroad

Academic research/reports 
The HE Academy is a good general resource in the UK which you can also use when researching into careers related issues in China. This gives you access to information and other research reports on employability related issues. http://www.heacademy.ac.uk/employability
Alternative ways of working
Alternative ways of working for some people might mean working for a commercial organisation with strong ethical principles.  For others it is more concerned with arranging their work life around their lives outside work in order to achieve greater work life balance. This means working in a more flexible way rather than in a traditional 9-5, 5 day per week working pattern on the employer’s premises. 
This section will help you to identify some useful resources; it may also be useful to explore the resources on Self-employment and Taking time out.
General
· Flexible working hours  http://www.prospects.ac.uk/flexible_working.htm
· Employers for Work-Life Balance www.employersforwork-lifebalance.org.uk
· Flexibility www.flexibility.co.uk
· Windmills interactive http://www.windmillsonline.co.uk/interactive/
Charities

· Charity Choice online encyclopaedia www.charitychoice.co.uk. – lists charities in the UK and some overseas
· Charity People www.charitypeople.co.uk – is a recruitment organisation in the UK for the not-for-profit sector

Other voluntary and community initiatives
· Citizen’s Advice International http://www.citizensadvice-international.org/
· International Voluntary Service – information about long and short-term worldwide voluntary projects www.ivs-gb.org.uk
· VSO – Voluntary Service Overseas – offer medium to long term overseas placements in world development www.vso.org.uk
· National Council for Voluntary Organisations – provides links to many national volunteer organisations www.ncvo-vol.org.uk
· International Service of the UN – recruits skilled and motivated people to work in locally initiated and managed development projects in West Africa, Latin America and the Middle-East  www.internationalservice.org.uk
· Volunteers for Peace International Voluntary Service – work towards a more peaceful world through the promotion of International Voluntary Service (IVS) projects or international workcamps www.vfp.org
Employability skills development
Here are a range of paper and web-based resources to help you plan and manage your career.  They contain a wide range of practical exercises to help you get started.
· Dr Peter Hawkins, The Art of Building Windmills: career tactics for the 21st century, published by the Graduate Into Employment Unit, University of Liverpool, UK,  2005

· B Hopson and M Scally, Build Your Own Rainbow, published Lifeskills 2000

· R Bolles, What Color is Your Parachute?, published Ten Speed Press 2004

· Windmills interactive http://www.windmillsonline.co.uk/interactive/
Employers
You should begin by thinking about the type of employer you would like to work for; consider if it is appropriate for the type of career you would like to enter. Think about which sector you’d like to work in.  Think about the size of the employer too and differences between these. Where would you like to work?  Do you want to work in one of the major cities offering employment in China for example? -  Beijing, Shanghai, Guangdong and Chongqing?  Or would you prefer somewhere smaller?  Are you interested in being an entrepreneur?
Larger international graduate recruiters may offer:

· Structured graduate training programmes in your home country – for example the Tesco China Programme offers Chinese graduates opportunities in China, PriceWaterhouse Coopers, KPMG offer similar opportunities.

· Planned career progression with training and the opportunity to gain professionally recognised qualifications

· Opportunities to develop your career within one organisation

Smaller graduate recruiters and medium-sized enterprises (SMEs) are likely to offer:

· More opportunities to use specialist knowledge, qualifications and/or previous experience

· Greater variety of workload

· The chance to make a greater impact on an organisation
Your Student Affairs and Employability Service can help you to:

· Identify local employers who are known to recruit graduates 

· Find out which employers and jobs graduates have gone into from particular degree subject areas

· Identify relevant professional organisations and government agencies in China to provide you with employer and vacancy information

Useful general resources include:

· Prospects – specialist resources for international students 

· http://www.prospects.ac.uk/international_students.htm
· Prospects – working abroad resources including a country profile on China
· http://www.prospects.ac.uk/working_abroad.htm
· Target website  www.targetjobs.co.uk/graduate-jobs/
· British Chamber of Commerce in China http://www.britishchambers.org.uk/zones/export/international-chambers_1/china.html
· China UK Business Association - http://cccb.org.uk/ - a non-profit organization, to facilitate business, investments, and mutual understanding between China and the United Kingdom.
· UK Trade & Investment (UKTI)  - details of businesses trading overseas
· http://www.kompass-intl.com/fi.ico - Kompass international directory of employers
· http://www.yellow.com/international.html International Yellow Pages
· International websites of professional bodies, for example, ACCA Global for the accountancy profession
General employability websites
These are general employability websites which provide links to a wide range of careers resources. They include web based databases of careers information for both graduate level and non-graduate level careers.

· GPNU website www.gdin.edu.cn/
· Prospects – specialist resources for international students 

· http://www.prospects.ac.uk/international_students.htm
· Prospects – working abroad resources including a country profile on China
· http://www.prospects.ac.uk/working_abroad.htm
· Target website www.targetjobs.co.uk/graduate-jobs/
Handling Discrimination 
Jobseekers from different groups can face unfair discrimination.  These resources can help you identify the issues and teach you strategies for dealing with them as well as point you towards useful resources.
· Prospects website – international graduate website which is an excellent resource for a wide range of careers issues; it has a very useful section on handling discrimination www.prospects.ac.uk  
· The Commission for Equality and Human rights www.cehr.org.uk
· The Equal Opportunities Commission – www.eoc.org.uk
· Directgov – online portal to public services with useful equal opportunity resources www.direct.gov.uk
· Diversity Now – information and advice on getting jobs with leading employers www.diversitynow.net 
· Commission for Racial Equality www.cre.gov.uk
· Immigration and Nationality Directorate – part of the Home Office and responsible for the regulation and entry to and settlement in the UK www.ind.homeoffice.gov.uk
· British Council of Disabled People – national umbrella organisation for groups controlled by disabled people; provides very useful links to a wide range of organisations who support people with disabilities www.bcodp.org.uk
· The University of Manchester’s disability toolkit  www.disabilitytoolkits.ac.uk/students/
· DisabilityNet – an online forum for discussing and informing people about human rights and disability issues www.disabilitynet.net/
· Employers Forum on Disability –  world’s leading employers’ organisation which focuses on disability as it affects business www.employers-forum.co.uk
· Skill  - the national bureau for students with disabilities www.skill.org.uk
· NACRO - National Association for the Care and Resettlement of Offenders www.nacro.org.uk
· Organisation promoting employability for all Black and Asian students in the UK www.blackandasiangrad.ac.uk
Labour market trends
· GPNU website www.gdin.edu.cn
· Prospects – specialist resources for international students 

· http://www.prospects.ac.uk/international_students.htm
· Prospects – working abroad resources including a country profile on China
· http://www.prospects.ac.uk/working_abroad.htm
· British Chamber of Commerce in China http://www.britishchambers.org.uk/zones/export/international-chambers_1/china.html
· China-Starting your Career.pdf provides you with practical advice about returning to work in China to help you make a successful start in your career in the Chinese labour market

· AGCAS%20China%20Visit%20Report.htm (html version) http://agcas.org.uk/assets/download?file=1183&parent=458 (word version) – a report on a visit to Shanghai and Beijing by 7 representatives from AGCAS in 2009 to improve understanding of the Chinese labour market in order to help UK educated Chinese graduates enter the job market more successfully on their return to China. (N.B. If the above links do not work please go to the end of the session to access a full copy of the report)
· China Economic Net www.ce.cn
· China Daily www.chinadaily.com.cn
· JobMarket.com www.jobmarket.com.hk
· www.china.org.cn
· www.chinatimes.com
· www.chinatoday.com
· Executive recruitment in China, Wolfgang J (Expatica 2008)

· Integrating China into the Global Economy, Lardy N R (The Brookings Institution press 2002)

· China’s Global Reach: Markets, Multinationals, and Globalization: Zhibin Gu, G; Grunder F (Futurs Corporation revised updated edition 2002)

· Doing Business in China, Parts 11 and 111; Ripmeester, N (Expatica 2008) 
Occupational information

The information in this section can be used to give an objective overview of the key characteristics of a particular occupation.  This differs from recruitment literature which promotes specific jobs with particular companies. Occupational information explains what a career usually involves (tasks and responsibilities) the skills and interests needed and the qualifications and entry routes.

· Prospects Jobs and work experience/ types of jobs and industry insights www.prospects.ac.uk
· TARGET web and paper based careers resource with job descriptions and sector based information www.targetjobs.co.uk
· Inside Careers – sector based careers information www.insidecareers.co.uk
· Next step https://nextstep.direct.gov.uk/Pages/home.aspx - contains over 750 job profiles of a wide range of graduate and non-graduate level jobs

Postgraduate study and funding
Postgraduate study is becomingly an increasingly popular option; over the past few years there has been a steady increase in the numbers of undergraduates opting for postgraduate study in their home countries and overseas.  There is also a continuing interest in part-time, self-financed courses.  This means it is essential that you choose your course and explore funding sources carefully.  Make sure you are doing this for the right reasons and consider the longer term career implications of your choice.

The two most common reasons for opting for postgraduate study are:

· To enhance your employability

· You enjoy and wish to continue studying the subject

Although statistics show that people with higher degree qualifications are less likely to be unemployed there is still no guarantee of employment following postgraduate study.  The number of vacancies specifically requiring a higher degree is relatively small.  Other factors come into effect:

· Your subject area

· Availability of opportunities

· Competition from others

· Personal skills and qualities

· Possession of relevant work experience 

Sometimes a postgraduate qualification is not essential for entry into your chosen career; it is worth investigating all possible entry routes into your chosen career.  Sometimes gaining relevant work experience may be more useful than another qualification.

Enjoying and wishing to continue studying your subject in order to gain more specialist knowledge can be perfectly valid reasons for choosing this option.  This could lead to a career in teaching and/or research in and outside universities.  However, sometimes behind this are less valid reasons for continuing your studies which may need further exploration:

· Your don’t know what else to do

· You are not ready for employment

· You want to extend your student life

Postgraduate study options include:

Postgraduate vocational programmes/professional qualifications eg Postgraduate Certificates (PgCert). Postgraduate Diplomas (PgDip) and  professional body qualifications such as the Chartered Institute of Personnel and Development (CIPD)

Taught and research based Masters and Doctorate programmes such as MA/MSc, MBA, Master of Research (MRes), Master of Philosophy (MPhil) and PhD.

Professional/vocational Doctorate programmes such as the Doctor of Engineering (EngD) and Doctor of Business Administration (DBA)

Resources

· The Education UK site which gives Chinese students comprehensive information on studying in the UK www.educationuk.org/china
· Prospects website www.prospects.ac.uk click on ‘postgraduate study’ you can search for courses in your country and overseas; the ‘country profiles’ also give you information on studying abroad in specific countries
·  ‘Your Masters…what next?’, ‘Your PhD… what next?’, ‘Postgraduate study and research’, also accessible from the Prospects website is an invaluable resource for introducing you to all aspects of postgraduate study
· Vitae – the new researchers’ portal developed from the UK GRAD Programme’s website  which contains a wealth of information for researchers, supervisors, research  managers and employers www.vitae.ac.uk
· The National Postgraduate Committee – a national charity which aims to promote the interests of postgraduate students www.npc.org.uk
· Research Assessment Exercise – assesses the quality of research in UK universities www.rae.ac.uk
· Virtual Careers Library – Imperial College Careers Advisory Service – part of the University of London Careers Service contains a useful list of further study resources http://www3.imperial.ac.uk/careers
· FindAMasters.com an international course search facility for Masters courses www.FindAMasters.com
· FindAPhD.com an international course search facility for PhD courses including scholarships www.FindAPhD.com
· The US - UK Fulbright Commission – contains information about study in the USA with many useful further links www.fulbright.co.uk
Self-assessment
There are a wide variety of on-line exercises you can complete to aid your self assessment, some quite serious and sensible – others are just good fun.  Many are available for free, but some may require a fee so check before you start.  They contain links to (and reviews of) some of the many self assessment and career related tests available on-line and are good starting points.   Also listed here are career-matching websites.  
· Quintessential Careers: www.quintcareers.com/online_assessment_review.html
· All The Tests http://www.allthetests.com/personality.php3?katb=0470
· The Keirsey Temperament Sorter www.keirsey.com/
· Prospects Planner - computer aided careers interest guide accessible via the Prospects website www.prospects.ac.uk
· Career Report www.targetjobs.co.uk helps you to generate a list of careers that match your skills, motivations, personality and preferences and to practice ability tests commonly used by graduate employers 
· Windmills interactive http://www.windmillsonline.co.uk/interactive/
Self-employment
There is increasing interest from Chinese graduates in self-employment; indeed the Government is encouraging this trend by its introduction of a range of schemes in a number of regional cities. Recent initiatives include the Shanghai Overseas Talent Centre, Know about Business and the China Britain Business Council 
· British Chamber of Commerce in China http://www.britishchambers.org.uk/zones/export/international-chambers_1/china.html
· Business Link – national organisation offering business support, information and advice www.businesslink.gov.uk/ to anyone wishing to set up their own business in the UK
· Prospects website – click on ‘Job and work experience’ and ‘self-employment information’ and the ‘Working abroad/country profiles’ www.prospects.ac.uk
· National Council for Graduate Entrepreneurship – careers resources, advice and competitions click on ‘careers community’ www.ncge.com/
· Also refer to the Employers section for further useful websites specific to China
Taking time out
A number of graduates choose to take time out before settling into a career.  If you are undecided about your future career, or maybe need to gain some relevant experience before you can enter your chosen career this section is for you. This can be an extremely productive time in your life but, like most things, is more rewarding is you spend some time in planning what it is you would like to do.  You can use the following information to get you started but you may find it particularly helpful to book in to discuss your ideas with a careers advisor first in your university’s Student Affairs and Employability Service.
If you really need to generate a few careers ideas first use the ‘Occupational information’ section as your starting point. If you would like to work abroad it would be useful to use the ‘Working abroad’ section; if you are interested in trying something a bit different, perhaps voluntary work, see the ‘Alternative ways of working’ section for a range of ideas to get you started.  

Here are a few other resources you can use:

· Prospects – work experience and internship and work abroad information www.prospects.ac.uk
· Gap year.com  – comprehensive gap year information site  www.Gapyear.com
· Gap Year Brochure www.realgap.co.uk
· Gap Year travel specialists – www.statravel.co.uk
· Year Out Group – gives advice on taking a year out before working and general information on taking time out www.yearoutgroup.org
· Gap year Directory  http://www.gapyeardirectory.co.uk/ 
· China Career Gateway Ltd www.chinacareergateway.com who offer internships, gap year teaching placements, business related opportunities in Beijing, Shanghai and Nanjing 
Transition skills
Forms part of the DOTIS career development theory around which this package is based. This section contains information sources to help you uncover hidden job opportunities and to produce effective application forms and CVs/Resumes and perform well at the interview and selection centre stage.
· Prospects – specialist resources for international students 

· http://www.prospects.ac.uk/international_students.htm
· Prospects – working abroad resources including a country profile on China and job applications advice 
· http://www.prospects.ac.uk/working_abroad.htm
· China-Starting your Career.pdf provides you with practical advice about returning to work in China, including job applications advice

DVDs 
· Can I have a few minutes of your time? :  21 minute video showing how an undergraduate uncovers the hidden jobs which never get advertised and how to gain work experience
· Looking Good on Paper. : 21 minute video which shows 2 undergraduates grappling with written  applications.

· Why ask me that ?
· 21 minute video, showing students how they can make the most of what they have to offer at an interview.

· Your Job's on-line : 25 minute video dispelling myths about applying for jobs on-line.

· The Assessment Centre Video : 27 minute video showing what happens at a typical assessment centre

Paper based resources 
· Littleford, D et al Careers Skills: opening doors into the job market, published Palgrave 2004

· Verity, J Succeeding at Interviews, published How To Books ltd, 2004

· Eggert, Max Perfect Interview, published Random House Business Books, 2003

· Parkinson, M How to Master Psychometric Tests, published Kogan page Ltd, 2000
· Bryon, M, Modha, S How to Pass Psychometric Tests, published Kogan page Ltd, 2001
Vacancies

Make use of the internet. All global organisations, government agencies and an increasing number of small and medium-sized enterprises have websites, usually with a ‘careers’ or ‘current vacancies’ section. Search engines can be used to locate employers and vacancies in specific countries.

· High commissions and embassies in London, provide information about jobs in their countries. See the Foreign & Commonwealth Office (FCO) - Find a foreign embassy in the UK  in the UK for contact details.

· Check UK and foreign newspapers and professional journals. Search for foreign newspapers using online directories such as Kidon Media-Link .

· Use online recruitment agencies such as OverseasJobs.com . 
· Contact alumni associations in your home country. The British Council website has information on alumni networks. 
· The Beijing Association for Graduate Employment and Shanghai Overseas Talent currently provide support and employment information to Chinese graduates returning from UK.

If you are interested in a particular employer it is worth looking to see if they have a website as many employers now use this as their main recruitment vehicle.

Vacancy sources specific to China 

· UK graduate recruitment sites which detail overseas opportunities.
· www.prospects.ac.uk/international_graduate_jobs.htm
· www.targetjobs.co.uk
· www.careers.lon.ac.uk/ijo
· Country specific directories, for example Graduan  and GradChina .

· Graduate recruitment fairs which attract global organisations and provide a good opportunity for networking. Some overseas employers also hold campus presentations and interviews. Look out for virtual online careers fairs which are accessible anywhere from any pc – the www.prospects.ac.uk site hosts a number annually. 
· The British Council in China website contains a range of resources and advice for students looking for opportunities in China http://www.britishcouncil.org/china.htm
· China jobs sites such as www.51job.com, www.chinahr.com , www.zhaopin.com, www.chinasplash.com, www.CJOL.com, Employment china – www.epchina.net, Meijob – www.meijob.com, New China Career – www.newchinacareer.com, Recruit.net – www.china.recruit.net, Wang and Li Asia Resources – www.wang-li.com and www.renren.com
· International job-seeking resources, for example Going Global , a website containing country profiles, an employer directory and vacancy listings.

· Specific events held by overseas talent organisations, e.g. Global Career Company  recruitment summits.
· Specialist Recruitment consultants for China such as the China Career Gateway Ltd www.chinacareergateway.com who offer internships, gap year teaching placements, business related opportunities in Beijing, Shanghai and Nanjing 
· Newspapers in China 
• Beijing Wanbao (Beijing Evening Post)

• Beijing Scene

• China Daily (Zhongguo Ribao)

• Gongren Ribao

• Guanming Daily

• Liaoning Daily (Liaoning Riabo)

• Renmin Ribao

• Shanghai Daily

• Shanghai Star

• Sichuan Daily

• The Sun (Taiyang Bao )

• Xingmin Wanbao (Xinmin Evening News )

Finding vacancies by social networking

This is becoming an increasingly popular way for graduates from all nationalities to find work in their home country and overseas. Sites such as LinkedIn.com and Twitter.com are becoming extremely widely used by graduates and employers alike as a means to identify the most appropriate person for their job vacancies in the UK.  These sites can be used as a way of advertising yourself to a prospective employer but also as a way of researching into potential job sectors and networking with a wide range of professionals. The following list contains some websites you could use for social networking purposes. In China the www.renren.com and www.51.com sites are major players in the arena of professional social networking.

· www.ecademy.com
· www.efactor.com
· www.linkedIn.com
· www.myspace.com
· www.plaxo.com
· www.ryze.com
· www.spoke.com
· www.ziggs.com
· www.twitter.com
Working abroad
There are a range of resources available if you are considering working abroad.  You may also need to do some research into the format of CVs/Resumes as they may be different for individual countries.

General

· Prospects – specialist resources for international students 

· http://www.prospects.ac.uk/international_students.htm
· Prospects – working abroad resources including a wide range of  country profiles 
· http://www.prospects.ac.uk/working_abroad.htm
· International Voluntary Service (IVS) in Britain www.ivs-gb.org.uk
· Voluntary Services Overseas www.vso.org.uk
· Working Abroad  www.workingabroad.com
· Work permit information www.workpermit.com
· AIESEC (translated from the French literally means The International Association for Science, Economics and Commercial students) - offers business leadership experience to students from all academic disciplines in over 800 universities in 89 countries and territories www.aiesec.org.uk.

· Embassy World Directory of all Embassies in the UK www.embassyworld.com/
· UK Trade and Investment website www.uktradeinvest.gov.uk
European

· Careers Europe – the UK Resource Centre for international careers www.careerseurope.co.uk/
· EuroGraduate – The European Graduate Career Guide which also contains useful CV/Resume advice for specific European countries www.careerseurope.co.uk/.

Worldwide

· Council on International Education Exchange (CIEE) – information on schemes to help finance work abroad, particularly in the USA and China. www.ciee.org
· BUNAC www.bunac.org and CCUSA www.ccusa.com/  – offer a variety of overseas opportunities

· Monster International http://international.monster.co.uk/
· United Nations Employment opportunities at the UN www.un.org/Depts/icsc/vab/
 Exercise 2

Employer research
Task

You will find the ‘Employers’ and ‘Vacancies’ sections useful to use when completing this exercise. You should aim to write around 500 words.  It will help you to decide if the particular employer is one you really want to work for. 
Choose an employer you may be interested in applying to.  Make sure you can find enough information to be able to complete this task. Find the following information about the employer by using the internet, library or any other source and make sure you include the name of the employer at the top of the exercise.
Products or services supplied

Aims /philosophy of the organisation

When was the employer established and how has it developed as a company?

Locations in China and where else the employer operates

Number and gender mix of employees 

Annual turnover and profit (for private sector company) or cost of running the organisation (public sector employer)

Website address and particular features of the website

What career areas are offered to graduates?  Could you apply to this organisation with your qualifications and/or experience?

How and when would you apply to this organisation for a graduate position?

What type of training is provided for graduate entrants?

Ethical and environmental issues/policies

Any other points you would like to note which have not already been covered above

Exercise 3

Postgraduate course research
Task

When completing this exercise you will find it useful to refer back to the section ‘Postgraduate study and funding’.  There are a wide range of postgraduate courses available so how do you choose the right one for you?  The following exercise will help you to find out more about the process of narrowing the choices down. 
Choose any Masters course which interests you.  This could be one which enables you to gain more in depth knowledge of your current subject area, a course that enables you to convert to a particular career or simply one with an interesting title!

Using the resources from this section and any others you may personally have identified produce a brief summary of your key findings.  This should be around 500 words in length.  It will help you to decide if the particular Masters course is the right one for you.  

Use the following lists as a guide:

Who is the course aimed at?

Course content and means of assessment.
Length and mode of study (ie full-time, part-time, distance learning).
Entry requirements (would you be able to meet these?).
How the course is funded and how you apply for this if it is?.
What are the job prospects following this course?.
Exercise 4
Evaluating careers information sources
Task

You will now have had some experience of careers research. Look back over what has been covered in this session in relation to your career plans. Choose one information source you have used.  This could be a website or paper based resource. You should aim to write around 500 words. Record your reflections by using the following as prompts.
When was the material produced and how often is it updated?

Who produced it, for whom and what purpose?

Does it seem to have been written by a professional or amateur?

Does it give only the positive aspects of the job/employer or a balanced picture?

Was it written for marketing or recruitment purposes or to inform and guide?

Is it news, comment or analysis?

Is it targeted specifically at graduates or aimed at a wider audience?

What is the scope? Is it local, national or international in coverage?

Does the information give sufficient detail?

Exercise 5 

Job Study

Task

Using the research resources in this session now choose a job title which interests you.  Use the headings below as a guide find out as much as you can about this job.  Make notes under each of the headings to help you focus on the information you need to know. 

Tasks and responsibilities
· What actual tasks does the work involve? 

· How much routine and variety is there? 

· What is a typical day like? 

· What opportunities are there to specialise, take responsibility, develop procedures, use equipment, etc.? 

· What are the most and least enjoyable aspects of the job? 

· A lot of this information will be contained in Job Descriptions which are often a part of recruitment literature and in careers reference books / web sites. 

· Do these activities and ways of working use your strongest abilities and interests?

Entry requirements
· What typically are the qualifications, skills, qualities and experience required for entry to this work? 

· How competitive is it for new entrants to this type of work? 

· How flexible are the rules, written and unwritten, about prior qualifications, experience, age on entry, etc.? 

· What is the normal method of application: answer a vacancy advertisement, write speculatively, network and seek work experience first, use an agency…? 

· A lot of this information should be contained in a 'Person specification' which would usually be supplied together with a job description in response to a job application. 

· Consider your 'competence': Could you meet the entry requirements when you graduate, or would some type of postgraduate course be necessary or desirable? What further skills may you have to develop? What type of experience would help? 

Terms and conditions
· Is the work typically offered on a permanent or fixed-term contract? 

· Is flexible working possible/expected? 

· Can one be self employed, work freelance? 

· What are the arrangements about pay, hours and holidays, etc? 

· Are there any perks such as bonuses, company car, child care, etc.? 

· What conditions of work are you expecting/willing to settle for? 

Training opportunities and prospects
· What type of training is offered (if any!) 

· Is it on-the-job (informal or formally structured), in-house courses, or are opportunities available for sponsorship to external courses and training events? 

· Is training necessary or desirable for promotion? 

· Does it lead to professional qualifications/membership? 

· Is there a clear promotion path? 

Environment, lifestyle and corporate culture

· Looking back at the work values you prioritised, and your Learning Styles and Preferences, how congruent are they with the opportunities offered? 

· Will your colleagues be from a variety of backgrounds, or mainly graduates 

· Does this work involve leadership and/or team work? 

· How flattened or hierarchical are the layers of management? 

· Is the relationship between colleagues formal or informal? 
· Are moral values challenged at work? e.g. experiments on animals, ethical investing 

· Do the employer's values conflict or conform with the values you identified as being most important to you? 

· What is the corporate culture? e.g. public service, profit making? 

· What is the age and gender profile of the organisation? 

· What are the issues for ethnic and other minority groups, people with disabilities, older entrants?

Employment opportunities and employment trends
· Where is the work based - city centre, small town, international locations? 

· In what type of environment is this work typically carried out? Office, laboratory, school, etc.? Open plan, shop floor, out of doors, etc.? 

· Do people doing this work normally work in one place, or are they travelling about as part of the work? 
· In what types of organisations is this work available: multi-national, small or medium-sized business, public/private/voluntary sector? 

· What is the geographical distribution of jobs of this kind? 

· Are opportunities in this field increasing or decreasing? 

· What are the current issues/future trends facing the industry? 

Your self-assessment in relation to the job investigated
· How do the job prospects affect your career plans? 

· Make links between yourself, and the requirements of your chosen job or occupation. 

· What skills and qualities will you realistically need in order to enter and survive in this job? 

· You might identify strengths in relation to the job, and/or limitations/reservations such as lack of experience or having to compromise a deeply-held value. 

· Indicate how you plan to deal with any such deficits: for example, do you need to apply for work experience paid or voluntary), or a specific postgraduate course as a stepping stone towards the job? Or will you explore other jobs to find a more suitable fit? 
Resources

List all the resources you have used, both and web and paper based.  You may find these useful to use in the future.
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OAGCAS / NASES PMI 2 China Visit Report
14 – 20 March 2009

PART 1 EXECUTIVE SUMMARY

Introduction & background
As part of the PMI 2 Student Experience & Employment funded projects in 2008-9, the Association of Graduate Careers Advisory Services (AGCAS) successfully bid to undertake a joint visit with the National Association of Student Employment Services (NASES) to China. In order to maximise the benefit of the visit, AGCAS and the British Council organised two separate visits to Beijing and Shanghai for a total delegation of seven, both groups to make a five day official visit from 16 – 20 March. Participants were selected on the basis of their involvement as project managers for the PMI 2 Employment Projects, their work for the AGCAS Internationalisation Task Group and for NASES and their active engagement in supporting international students through their work in their own institutions as professional careers and employment advisers, some as specialist advisers for international students.

Overall aims of visit
The purpose of the visit was to:  
· Improve understanding of the Chinese labour market in order to help UK educated Chinese graduates enter the job market more successfully on their return to China.

· Develop relationships with Chinese employers who might be interested in recruiting UK educated Chinese students.

· Develop information resources to be distributed nationally to support careers and employment advisers working with international students.

· Develop relationships with HE careers professionals in China.

UK Participants

AGCAS delegation to Shanghai: 

Margaret Dane           

AGCAS Chief Executive
Yasmina Mallam-Hassam  
Careers Adviser, Loughborough University
Ellen Parkes            

Careers Adviser (International), University of Bristol

Saiyada Smith                        Careers Adviser, The Careers Group, University of 

 London
AGCAS & NASES delegation to Beijing:
Aled Williams 


Career Consultant (International), Cardiff University
Joan Cartledge

Internat. Student Employability Co-ordinator, University of Birmingham


Alison Clark


NASES Director & Careers & Employability Service Univ. of Liverpool

British Council Input
Considerable thanks are due to the staff from the British Council Beijing & Shanghai offices for their support in organising, hosting and accompanying us on the visit programme. Without them the visits could not have taken place and their help in setting up the UK Alumni Focus Groups, the meetings with employers and recruitment agencies and other relevant organisations in China was greatly valued and appreciated. Particular thanks are due to Kathleen Zhong, Vivian Yao, Yang Haixia, Katt Yao, Mia Zhu, Joy Jin, Hu Xuan, Zhang Jing and Yiko Yin.
Summary of organisations visited

Government Bodies: 
· Education Commission of Shanghai 
· Beijing Association for Promoting Graduate Employment 
· Shanghai Association for Promoting Graduate Employment

· Shanghai Overseas Talent Service Center 
· British Chamber of Commerce in China (Shanghai)
Employers: 

· Google

· IBM China Global Delivery 
· Nestlé 

· Neusoft 
· Shell

Recruitment Agencies /organisations:
· ChinaHR  

· Zhaopin.com 

· GTI China

University Careers Staff: 
· Shanghai Institute of Foreign Trade (SIFT) 
· Shanghai Jiao Tong University (meeting included Heads of Careers from Universities from a number of universities in Shanghai) 
· Shanghai University for Traditional Medicine (Know About Business Centre), 

· Tsinghua University (Beijing, and Know About Business Centre) 

Focus groups in Beijing & Shanghai: with Chinese alumni from universities across UK

Main Findings 

This intense one-week visit to Beijing and Shanghai by seven UK HE Careers & Employments experts representing AGCAS and NASES, was an extremely valuable opportunity to gain an overview of the graduate labour market in China’s major cities from the perspectives of the key players.  Through meetings with a wide range of Chinese UK graduates, employers, recruitment agencies and other relevant organisations, participants were able to gain real insights into the perceptions of and challenges facing those involved in graduate employment from both the recruitment and the employee perspective.

Overview of Chinese economy & graduate labour market

· Economic expert believes that China’s economy will re-vitalize and achieve 8% GDP growth in 2009 (each % growth relates to 700-800,000 jobs) and will contribute the most to global economic growth (estimated to be 1%) in 2009.

· Financial system is still regulated, so no financial crisis
· China’s foreign exchange reserve remains top 1(approximately USD1.9 trillion)

· Chinese government’s RMB4 trillion stimulus package is gradually taking effect.

· UK graduate alumni – 12% unemployment rate at present
· The main concern of recruiters is the shortage of qualified staff and losing  
            their best talent 

· Fewer than 10% of Chinese job candidates are suitable for work in a foreign 
· company
· The paradox of shortage amongst plenty. Despite a population of 1.3 billion,   
     China is hampered by a critical talent shortage. For China to fuel its current   
      levels of growth, it needs to develop internally the same level of talent in
      seven years that exists now in the UK and France
· There are not enough qualified workers to go around in China, causing 
     rampant poaching and extremely fast wage inflation for that group. 69% 
     companies likely to freeze or reduce hiring in the current economic crisis
· 6.1 million new graduates expected in 2009, excluding overseas graduates
· Top graduates will still be OK and relevant work experience is a differentiating 
· factor

· UK educated Chinese graduates have to compete with top students from 
     Chinese institutions
· To compete successfully the UK alumni need to return to China with rich and 

     relevant work experience not just overseas study experience  

· US returnees are most popular as they stay in the USA and gain valuable 

· experience
Perceptions of UK higher education 

· More thorough research needs to be carried out regarding Chinese employers’ perceptions of UK higher education, universities and graduates to check views here

· The mass marketing and perceived lower entry requirements of UK higher education is seen as having devalued the brand
· The importance of parents’ / sponsor’s financial ability to pay for UK higher education is seen as potentially undermining the primacy of academic entry criteria

· The value of the UK 1 year taught masters degrees is questioned against the US and Chinese equivalents. UK educated Masters graduates were seen to be less mature than their Chinese counterparts and often lacking in work experience which was seen as a major disadvantage.

· UK Chinese graduates generally valued their experience, in particular: 

improved English language proficiency; broader thinking; wider horizons; university reputation; quality of teaching; wider skills; knowledge of UK culture; contacts; experience of an international network; individual independence; life skills and “something extra”; ability to hit the ground running and run faster; confidence in doing business with foreign people; broader imagination, ideas and creativity; critical analysis and reasoning skills; self-motivation.

· The availability of competitive scholarships at universities in countries other 
·  than the UK is seen as enhancing the value of degrees from these countries.    
· The lack of such scholarships in the UK was seen as a reflection of the 
·  accessibility of UK higher education to those of any academic ability with the 
· financial means to pay.  

· University rankings 

· There is an urgent need to improve UK university recognition amongst Chinese employers and to raise awareness of the wide range of HEIs across the UK

· High importance is given to university rankings by Chinese employers 
· The main league tables used are the Times & Shanghai Jiao Tong University world rankings

· There is a perceived lack of knowledge of UK HE institutions beyond Cambridge, Oxford, Imperial & LSE.
Perceptions of UK graduates by Chinese employers

· Overall, as in the UK, employers seem satisfied with those whom they recruit.

· The general lack of relevant work experience amongst UK educated Chinese graduates is perceived as putting them at a strong disadvantage in the job market
· The perceived gap in entrepreneurship provision is also seen as a disadvantage as entrepreneurship is highly valued in China and UK educated students are seen to lack sufficient entrepreneurial skills for success
· The assumption that UK graduates will have excellent spoken & written English language skills is not always correct

Preparation of Chinese students prior to entry to UK

· The importance of gaining work experience in China prior to entry to UK to study, particularly for Masters students was emphasised again and again

· Prior to their departure to the UK all students should be made aware of the careers & employment services available to them once at a UK university

· Students strongly advised to make visits home meaningful for employment and maintaining their networks, not just a holiday.
Importance of relevant work experience
· A vast number of UK educated students include casual and volunteering work in their       CVs. This experience is not considered as relevant and often devalues the applicant. Employers in China place strong emphasis upon relevant paid work experience. 
· Recognising this, the University of Manchester organises internships specifically for Chinese students pursuing Masters programmes. The British Chamber of Commerce in Shanghai are facilitating a visit for 30 students at a manufacturing plant; there is a total cohort of 120 visiting China. 
· Networking (Guanxi) was cited as the primary way that graduates secure jobs in China. Employers and alumni felt that university alumni networks in China could be established / harnessed to help current students maintain links in China and used to secure work experience and graduate jobs. 
RECOMMENDATIONS

The following recommendations are the result of extensive discussions with the various parties listed above and are aimed at the different target audiences described below.
UK Government departments responsible for higher education and employment, and related organisations at strategic level eg. British Council, UKTI, British Chambers of Commerce, Universities UK)

· The Government to consider expanding the British Council’s remit to include marketing returning UK graduates to national / local employers in home country
· The Government / British Council need to recognise that since selling education is a big industry for the UK, the consequence of the lack of relevant work experience of Chinese UK educated graduates could ultimately result in a reduction in Chinese student recruitment numbers.
· British Council /Government needs to play a more active role in promoting and emphasising the quality and parity of the UK 1 year Masters programme in comparison to the US 2 year programme and the Chinese 2 ½ year programme. 
· British Council /Government alumni activities to focus on encouraging and extending professional networking with a stronger emphasis on enhancing the employability of returning graduates from the UK. 
· British Council and other relevant organisations overseas could provide local Labour Market Information to AGCAS for dissemination amongst members to support their work with international students /graduates. 
· British Chambers of Commerce Overseas to offer HR recruitment solutions to its members through a web portal linking to an AGCAS webpage providing contacts to all UK university careers services.
· UKTI to play a more active role in representing the Education Sector’s interest, based on the revenue generated to UK national and regional economies through the recruitment of international students (education and related services, retail purchases, accommodation, transport, tourism, retail, etc). 
Professional Bodies: (eg.  AGCAS, NASES, HECSU)

· AGCAS to develop further a joint lobbying function with the strategic bodies above, alongside NASES and HECSU on international student issues. 
· AGCAS encouraged to investigate developing / partnering with an online system which would allow members’ students and graduates to upload current CVs which can be linked through to relevant overseas organisations (eg. British Chambers of Commerce) for the purposes of linking employers to potential talent. 
· AGCAS to investigate possible partnership with SOTSC in Shanghai re internships in China for foreign students.
· PMI 2 partners to continue to work on a national resource of Labour Market Information aimed specifically at students /graduates returning to their home countries. Similar to the country specific pages on Prospects but with a notable difference in target audience.  
· AGCAS  and relevant Chinese organisations to investigate possibility of joint training programmes and professional development opportunities for Chinese HE careers and employment practitioners
· AGCAS and the Internationalisation Task Group could work on creating an over-arching strategic plan for the management, development and promotion of international collaboration and information sharing (using networks such as INGRADA). 
· PMI 2 partners to investigate possible future co-operation with relevant Chinese organisations in relation to facilitating employment of Chinese graduates from the UK

· PMI 2 partners to lobby the relevant government departments & organisation for more favourable labour policies to support international students studying in the UK
HE Institution-wide recommendations & for Heads of Careers Services

· UK Universities need to develop good links with Chinese employers and other relevant organisations to generate employment opportunities for returning graduates and to enhance their institutions’ brand in-country. This could be achieved through:- collaboration with Chinese HE institutions; encouraging the British Chamber of Commerce locally to represent the education sector and the returning graduates 

· UK HE institutions need to develop more and better overseas alumni networks; careers services need to collaborate with the Alumni Office to discuss ways of bringing current students and alumni together eg through on-line mentoring or “buddying” schemes;  careers services and alumni offices need to work together to deliver career specific networking events for returning graduates. 

· UK HE institutions should consider developing dedicated website pages in Chinese

· UK HE institutions should ensure international students get plenty of experience of team working, information sharing and related core communication skills.

· HE careers services need to highlight the importance Chinese employers place on rankings and scholarships in their recruitment process. Rankings consulted by Shanghai Chinese employers –  Times World Rankings (http://www.topuniversities.com/worlduniversityrankings ) and Shanghai JiaoTong Academic Ranking of World Universities (http://www.arwu.org) 

· UK HE institutions need to encourage the recruitment of Chinese students with prior work experience in China, particularly for taught Masters programmes with large Chinese cohort. This experience is critical to successful re-entry to the Chinese labour market.  It was suggested that an entry requirement of previous work experience should be incorporated for all taught Masters programmes as this would positively impact on the credibility of the institution and programme, and would help students with securing employment in China upon completing their studies. 
· HE institutions should encourage the inclusion of credit bearing careers modules, particularly on taught Masters programmes, even if these represent a relatively small percentage of the total course  

· HE institutions should allocate a budget and personnel resources to international student careers activities, both in the UK and overseas. They could optimise economies of scale through collaborative activities with fellow UK HE careers services.

· Where possible, HE careers services should utilise in-country Alumni Groups to gain labour market intelligence and as a tool for current students to maintain networks with their home country. 

Careers Professionals:

Useful web resources about graduate jobs in China– 

· www.51job.com
· www.chinahr.com
· www.zhaopin.com
· http://viewer.zmags.com/showmag.php?magid=103741#/page2/
Application tips from employer contacts in China – 

· To make an application stand out from the 1000s of others it can be useful to write a covering letter by hand in Chinese characters. This recommendation only applies if a student is confident that they can write Chinese characters well. Good handwriting symbolises diligence, patience and a higher level of general culture. Normally only used for Chinese companies and/or government owned companies.
· Including a summary or career objective at the beginning of a Chinese resume is essential. Resumes have only relatively recently been introduced into China.
· Social referrals and internet portals are the most popular methods of job searching. Many jobs never get advertised and positions are filled through personal referrals from friends or family (Guangxi).

· Where appropriate a student could include The Times World ranking of their institution in their application, to highlight being highly ranked. The institution’s brand is essential; highlighting institutional accomplishments as well as personal achievements could help to distinguish an application. 

· Multi-national companies tend to view work experience, part-time work and volunteering in a similar fashion to UK employers. Companies (particularly State- owned) may have a preference for paid relevant work experience and allocate little importance to any other activities. Therefore a student must review and tailor how their work experiences and/or part-time work are presented in the resume.

· As in the UK,  HR agencies tend to concentrate on experienced hires, therefore are not as effective for job-hunting by graduates with little or no work experience. 

· Residency status is a complex issue: some government initiatives are encouraging returning graduates to settle in main cities (Shanghai, Beijing, etc), while other initiatives are encouraging graduates to work in smaller more rural environments. A student needs to explore how their residency status may affect their job hunting in the particular city where they wish to work. An organisation such as the Shanghai Overseas Talent Centre would be able to help a graduate apply for residency status and provide further information. 

Enhancing employability – 

· Students should be encouraged to maintain their networks in China whilst studying in the UK by using any of the following :

· Online tools, such as MSN

· Maintain contact with tutors from Chinese undergraduate university and classmates

· Joining Chinese UG University Alumni Association (where UG completed in China)

· Joining the British Council Alumni Association or similar, e.g. Chinese Students and Scholars Association 

· Joining own UK University Alumni Association where possible

· Alumni volunteering to mentor students when job hunting in China
· Make visits home meaningful for employment & networking, not just a holiday.

· Related work experience/ internships are essential for entry into a majority of graduate roles and positions

· Career planning training must start as soon as possible, particularly for taught Masters students, as many deadlines in China mirror the UK recruitment cycle (ending around December to enable students to focus on their studies). 
General observations – 

· Returning graduates need to have realistic salary expectations, therefore using their networks to discover appropriate salary levels is essential. 

· Demonstrating loyalty /intention to develop a career within the company (particularly State owned) is a crucial tactic, as job hopping by returning graduates from overseas is perceived as a big problem by some employers who are therefore very wary.  

