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Introduction
A very warm welcome to your work experience week at REED.
This is our first virtual work experience programme, and although you 
may not physically be with us in one of our buildings, you will still be 
able to gain experience and understanding of what it is like to work as 
part of the REED family.

Each day you will virtually meet key staff from 
across REED who will tell you about their 
department and job role. You will then be set 
tasks relating to the core functions of their 
department, so that you can gain a real insight 
into what working in that area involves.
 

While we will not be physically available to 
answer your questions, there will be links you can 
use to support you with each task.

See your timetable below, which you will be following this week:

Morning (AM) Afternoon (PM)

Monday Meet the Chairman and Managing Director, introduction to REED  
and company research

Tuesday Sales department Marketing department

Wednesday Finance department Learning and development 
department

Thursday REED recruitment: completing a 
mock CV

Planning your final 
presentation

Friday Completing, practising and delivering your final presentation

http://www.reedglobal.com/education
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This booklet will act as your work experience 
guide. Each page will contain the video clips you 
need to watch and the details of tasks you need 
to complete. 

Simply:

• Click on the video link

• Take notes on paper while watching the video

•  Answer any questions that have been set 
relating to the video

•  Summarise the key information from your 
written notes and type these into the notes 
section of this booklet

•  Read all of the information about the task 
before starting

•  Click on the links in advance to help you with 
the task - these contain important information 
that you will need

•  Remember, you can re-watch videos as  
many times as you like

•  Complete the task that has been set

When watching the videos and for the  
tasks, you will need a pen and some lined  
paper to take notes. In the spirit of workplace 
wellbeing, try to find a calm and quiet space  
to learn. Remember that you can pause the 
videos and re-watch them as many times as  
you need to. 

After taking notes on paper, we suggest that 
you summarise the key points from your notes 
and type these as bullet points into the notes 
section within this booklet. This will help you 
to remember and be able to refer back to key 
information. As the week progresses you should 
keep referring back to the notes you have taken, 
as each day you will build on your knowledge.

After each task, you will be encouraged to share 
your work with your teacher. Please do this in  
the usual way.

Finally, at the end of the week you will produce a presentation, summarising your 
experience at REED and reflecting upon what you have learned. You will create a 
presentation that will be 10 minutes long and cover the following:

Please keep these questions in mind throughout the week, as we are looking for you to use 
everything you have learned throughout this experience to produce an informative, engaging 
and accurate presentation.

We are delighted that you are completing your work experience with us here at REED and we 
hope you enjoy it.

Section A: 
How does REED work as an organisation?  
What are its values, structures and key operations? 

Section B: 
Skillsets, mindsets, qualifications and personal qualities - What makes the ideal 
employee for REED and does this differ in the different departments? 

Section C: 
Why would I be an ideal candidate for a job at REED?

http://www.reedglobal.com/education
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Welcome to REED
Welcome to your first day’s work experience at REED. You are invited to a meeting with our 
Chairman, James Reed, to find out more about our company.

Please click on the link below to attend your meeting:

Attend meeting

Notes:

Monday

http://www.reedglobal.com/education
https://www.youtube.com/watch?v=7ZOMm7vjxcI
https://youtu.be/7ZOMm7vjxcI
https://www.youtube.com/watch?v=7ZOMm7vjxcI
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Questions:
In what year did REED open its doors?

Who is the CEO of REED?

What did REED recently celebrate?

What type of business is REED?

Anything you found particularly interesting?

Monday

http://www.reedglobal.com/education
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Task:  
After your meeting with our Chairman, it is now time for you to go on your virtual tour 
of the REED business. Gavin Beart, Manager Director of Reed Education, will now 
meet with you to discuss this.

Please click on the link below to attend your meeting:

Attend meeting

Monday

Using information you have learned from your meeting with our Chairman and other 
resources such as the reed.co.uk website (particularly, but not limited to the ‘About 
us’ and REED sections at the bottom of the web page), your task is to put together a 
booklet that will be issued to our new employees. 

Your booklet must include sections on:

• Background (history of the company)

• Company overview - vision, values, core purpose

• Departments - services we offer, website

• Wider perspectives - charity work, global perspective, REED In Partnership

This task will take you several hours to research, write and design the whole booklet. 
We may decide to use the very best documents as part of our induction materials for 
new staff. Please give this take your best efforts, as it will be shared with our Managing 
Director and Chairman.

http://www.reedglobal.com/education
http://www.reedglobal.com/education
https://youtu.be/G65X-nBsv84
https://youtu.be/G65X-nBsv84
https://www.reed.co.uk/
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This booklet will be handed to every new employee on their first day, so it is vital it contains 
all the relevant information they would require.  

It is important this document is engaging, and creativity will be welcomed. We recommend 
your booklet is at least two pages of A4.

Please submit your documents to your teacher by 5pm today in the usual way.

Examples include:

• Who is our Chairman?

• When and how did REED begin?

• What is REED? What type of business?

•  What is our company vision?

• What departments do we have?

• How many offices do we have?  Where?

• Does REED have any websites?

• Do we do charity work?

http://www.reedglobal.com/education
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Welcome to the sales department
Good morning and a warm welcome to 
the sales department. My name is David 
J. Anderson and I am a Regional Director 
for REED. After completing a degree at 
Northumbria University in Finance, I decided  
to join the recruitment profession.

In 2010, I joined REED as a Branch Manager, 
and after several promotions I now manage the 
South East region as their Regional Director.

At REED, we work with candidates and clients. 

A candidate is someone who is looking for a new 
job. A client is someone who is looking for a new 
person to join their company.

Within the sales division, we are responsible for 
finding candidates, interviewing them and then 
sourcing them a great job. When it comes to 
finding a candidate a job, it is crucial we position 
them in the best possible way to prospective 
employers. We can do this by effective 
marketing, sales calls and video blogs. 

Today, we would like you to participate in 
some of our sales activities. In order to find 
out more, I would like to invite you to attend  
a meeting with me.

Please click on the link below to attend your meeting:

Attend meeting

Notes:

Tuesday
Morning

http://www.reedglobal.com/education
https://youtu.be/m2Iy7svmlWs
https://youtu.be/m2Iy7svmlWs


Questions:
Who is David Anderson and what is his job?

How long has David worked for REED?

Anything you found particularly interesting?

reedglobal.com/education

Tuesday
Morning

http://www.reedglobal.com/education
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Now you have watched the training videos, here are four CVs. We would like you to pick 
one CV and create your own sales video or script, detailing why this person should get 
a job in their chosen field.

Task:  
This morning four excellent candidates came into the office and have given the team 
until the end of the day to find them a job. David needs your help with this, so let’s do 
some sales.

You task will be to create a sales video or script.

Before we begin, please look at the training videos provided by Pamela Waghorn, 
National Business Development Manager, and Michael Stubbington, Branch Manager.

Please click on the link below to watch Pamela’s video on CV reading hints 
and tips:

Please click on the link below to watch Michael’s video on an example 
sales pitch:
Play video

Play video

Pick a CV:

Tuesday
Morning

Popstar CV

Football player CV

Nurse CV

Doctor CV

http://www.reedglobal.com/education
http://www.reedglobal.com/education
https://youtu.be/wDUBvlf8ywI
https://youtu.be/cY8h8wFP3lY
https://oliver-uploads.s3.amazonaws.com/2020/06/04/12/52/05/361/Popstar%20CV.pdf
https://oliver-uploads.s3.amazonaws.com/2020/06/04/12/51/38/909/Mario%20-%20Football%20Player%20CV.pdf
https://oliver-uploads.s3.amazonaws.com/2020/06/04/12/51/46/278/Nurse%20CV.pdf
https://oliver-uploads.s3.amazonaws.com/2020/06/04/12/51/26/201/Doctor%20CV.pdf
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If you are creating a sales video, make sure you speak clearly when you are recording your 
video. If you are creating a sales script, make sure to write it as thoroughly as possible – it 
should be at least one page of A4 paper.

We want you to think outside the box and help 
us get this candidate a job. 

Please submit your sales video or script by 
12pm to your teacher in the usual way.

Things to consider in your sales video or script:

•  What makes this candidate stand out?

• What previous experience do they have?

•  Are there any interesting facts about the candidate?

•  Do they have any outstanding achievements?

•  Do they have good references?

Tuesday
Morning

http://www.reedglobal.com/education
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Welcome to the marketing department
Good afternoon and welcome to the 
marketing department. My name is Amy 
Davis, and I am the Content Marketing 
Manager.

The marketing team’s main aim is to promote 
the business and drive sales of our products 
and services. Our department is led by the 
Head of Marketing and is split into two teams: 
the demand team and the content team.

The content team, led by the Content 
Marketing Manager, creates content to engage 
new and existing customers, and portray REED 
as thought leaders in specialist recruitment. 
This includes producing videos, webinars, 
researching, writing for blogs, press releases, 
emails and looking after social media. 

The demand team is led by the Marketing 
Manager and focuses on digital marketing. 
They create new website pages and run paid 
social media campaigns on LinkedIn and 
Facebook. They also manage job boards, 
promotional products, and run reports and 
analytics to evaluate how successful the 
marketing team’s efforts are.

Both teams work together to plan, create, 
and run large marketing campaigns for 
the  business. The team is also involved in 
marketing REED internationally, connecting 
to offices in Turkey, Malta, Bulgaria, Ireland, 
Korea, Czech Republic and Hungary.

I would now like to invite you to a meeting 
with me to discuss our marketing plans.

Please click on the link below to attend your meeting:

Attend meeting

Notes:

Tuesday
Afternoon

http://www.reedglobal.com/education
https://www.youtube.com/watch?v=CjUVCc8wrP0&t=3s
https://www.youtube.com/watch?v=CjUVCc8wrP0&t=3s


Questions:
What is Amy’s job title?

How is the marketing department divided up?

What marketing materials are made by the content team?

Is there anything you found particularly interesting?

reedglobal.com/education

Tuesday
Afternoon

http://www.reedglobal.com/education
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Tuesday
Afternoon

reedglobal.com/education

Task:  
Today is a very important day, as it marks REED’s 60th Anniversary. The marketing 
team have been busy all morning in preparation for the REED 60th Birthday party. 
Amy has given you the important task of designing the “60th Birthday” campaign 
poster to go out to all our clients and candidates. In addition, she would also like you 
to create the social media campaign for this poster.

Your task is to design an A4 sized poster. You must also design social media tile (an 
image) and write out the text to go with it.

Before beginning, please refer back to the first task you completed, as you may find 
you already have some valuable information.

You must include:

• The REED logo

• An announcement that the company is 60 years old

• Any exciting special offers, e.g. 10% off, free diaries, etc.

• Which social media platforms you will use and why

The poster and social media campaign must be targeted towards all age groups, so 
extra care is required to get his right.

Below are some resources to support you:

Example social media tile:

http://www.reedglobal.com/education
http://www.reedglobal.com/education
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If done well, the induction and onboarding process will lay the foundations for important relationships 
within the team and across the wider organisation, and give your new starter the best possible start in 
the business.

Find out how to remote onboard employees by reading our free guide. 

#remoteonboarding #onboarding #induction #newstarters #management #manager

Downloadable REED logo

Please submit your finished documents to your 
teacher by 5pm in the usual way.

Tuesday
Afternoon

Example social media post:

http://www.reedglobal.com/education
http://www.reedglobal.com/education
https://oliver-uploads.s3.amazonaws.com/2020/06/04/12/52/27/600/REED%20logo.png
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Welcome to the finance department
Hello, my name is Tru Chauhan, and I am a 
Business Partner in the finance department at 
REED. My job is providing support and advice 
to our vast network on finance-related topics, 
as well as help the department to produce 
monthly reports.

My department manages the income and 
costs of the company and help run businesses 
financially on a day-to-day basis. 

Some examples of what we look after are 
listed below: 

• Staff costs 

• Property costs 

• Income

• Bonuses

I attended secondary school until Year 13, where 
I sat my A-Levels, and went onto university to 
study accounting and finance for three years. 
After graduating, I started work as a Finance 
Assistant for a year. I then joined REED, where I 
have worked for two years now.

We will be taking you on a journey through what 
working in Finance would entail, so without 
further ado, I would to invite to you to a meeting. 

Please click on the link below to attend your meeting:

Attend meeting

Notes:

Wednesday
Morning

http://www.reedglobal.com/education
https://youtu.be/UvDRjoNKqhQ
https://youtu.be/UvDRjoNKqhQ


Questions:
How long has Tru worked for REED?

Briefly describe Tru’s working day.

Why did Tru choose a career in finance?

reedglobal.com/education

Wednesday
Morning

http://www.reedglobal.com/education
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Task:  
After your meeting with Tru, you learn Chris Ward, Business Manager at REED, 
needs your help with a new project. REED is looking to employ a new sales team 
and Chris has asked for you to create a business plan, along with costings, to 
submit to the board.

Below is an example costings spreadsheet and a business plan template.

Your task is to create a business plan, which must be two pages of A4. You must also 
calculate and fill in your costings in the Excel spreadsheet sent from your teacher.

For more information, please click on the link and watch the video:

Play video

Wednesday
Morning

Business plan template

Example costings spreadsheet

Costing choices

Your budget for the full year is £1,000,000.

Below is a document containing the choices available to you for all departments. You must select 
the most suitable options for your business plan and provide an explanation for your choices.

http://www.reedglobal.com/education
http://www.reedglobal.com/education
https://www.youtube.com/watch?v=V4m1b4CjJag
https://oliver-uploads.s3.amazonaws.com/2020/06/05/08/51/49/466/Business%20Plan.pdf
https://oliver-uploads.s3.amazonaws.com/2020/06/05/08/51/49/466/Business%20Plan.pdf
https://oliver-uploads.s3.amazonaws.com/2020/06/05/08/51/43/399/Business%20plan%20cost%20options.pdf
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Wednesday
Morning

Top tip
You will need to add all four of 
your chosen staff members’ 

monthly salaries together to find 
out your staff costs per month.

reedglobal.com/education

As part of your task, you must select from the 
costing choices document:

•  Staff costs - choose a maximum of four 
members of staff (calculate total monthly  
cost for all four members)

• Staff bonus – pick one bonus package

•  Office – pick a choice of one location

• Marketing – pick one marketing package

• Stationary – pick one package

• Expenses – pick one package

You must stay within your set budget.

This is an urgent project and Chris needs this by 
the end of the day. Please submit your business 
plan and spreadsheet to your teacher by 12pm in 
the usual way.

http://www.reedglobal.com/education
http://www.reedglobal.com/education
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Welcome to the learning and development department
Hello and a very warm welcome to the 
learning and development department, 
I’m Lucy Buckland, Head of Learning and 
Development. 

We are incredibly proud to deliver first class 
recruitment training, which includes an 
accredited apprenticeship (we were one of 
the first recruiters in the UK to offer this). 
Alongside our core training programmes, we 
are dedicated to offering a variety of learning 

experiences to improve knowledge, as well as 
develop skills, mindsets, and behaviours. 

At REED, we strive to be a place where each 
staff member can reach their full potential, both 
personally and professionally. 

I’d like to invite you to a meeting with myself, 
where I will give you more detail about the 
team and insights into the work that we do, 
day-to-day.

Please click on the link below to attend your meeting:

Attend meeting

Notes:

Wednesday
Afternoon

http://www.reedglobal.com/education
https://www.youtube.com/watch?v=9nzElQVmX7U


Questions:
What is Lucy’s job title?

How long has Lucy worked for REED?

Why did Lucy choose to work in Learning & Development?

reedglobal.com/education

Wednesday
Morning

http://www.reedglobal.com/education
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Wednesday
Afternoon

Task:  
You have several candidates who are attending interviews next week. We know that it 
is important for candidates to be well prepared, and your next task will give them the 
best chance of success.

Your task is to create a plan for a training session, which will be delivered to 
candidates on ‘how to prepare for an interview’. Your plan should be submitted as a 
ten-minute video or as a presentation. 

The training session will be delivered to groups of six to eight candidates, and the 
session will be 60 minutes long. You may decide if you want to create the session as 
online or face-to-face (classroom) training.

By the end of the training session, your delegates (that is what we call people 
who attend training) should be able to:

•  Describe four practical considerations before attending an interview  
(for example: planning what to wear, planning your journey, researching  
the company)

• Demonstrate how to answer a competency-based question

• Give examples of questions they could ask the employer

For more information, please click on the link and watch the video:

Play video

http://www.reedglobal.com/education
http://www.reedglobal.com/education
https://youtu.be/4MB4BvrNoeY
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To get you started here, please read some of the following links, which will help 
you with your task:

Wednesday
Afternoon

Please prepare a ten-minute video or presentation 
(using PowerPoint or Google Slides), that outlines 
your plan for the training session, and submit to 
your teacher by 5pm. Top tip

 If you spend the full training session 
just talking at your delegates it will 
be boring and forgettable (for you 

and for them). Think creatively about 
how you can make it as interactive 
as possible to keep their attention 

throughout the session.

• Interviewing tips

• Common interview questions and answers 

• Interview techniques

• Body language interview – do’s and don’ts

• How to deal with stress in an interview

• How to answer competency-based interview questions

• What you need to know for competency-based interviews

• The worst thing you can do in an interview

• Eight signs your interview went well

Click the links

http://www.reedglobal.com/education
http://www.reedglobal.com/education
https://www.reed.co.uk/career-advice/interview-tips-our-advice-to-help-you-ace-the-interview/
https://www.reed.co.uk/career-advice/common-interview-questions-and-answers/
https://www.reed.co.uk/career-advice/interview-techniques/
https://www.reed.co.uk/career-advice/body-language-interview-dos-and-donts/
http://: https://www.reed.co.uk/career-advice/body-language-interview-dos-and-donts/
https://www.reed.co.uk/career-advice/how-to-deal-with-stress-in-an-interview/
https://www.reed.co.uk/career-advice/how-to-answer-competency-based-interview-questions/
https://www.reed.co.uk/career-advice/competency-based-interviews-what-you-need-to-know/
https://www.reed.co.uk/career-advice/worst-thing-you-can-do-at-an-interview/
https://www.reed.co.uk/career-advice/eight-signs-your-interview-went-well/
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Good morning, my name is Pamela Waghorn 
and I am the National Business Development 
Manager for REED. I have worked for REED 
for over a year and have been working in the 
recruitment sector since 2009. I completed a 
master’s degree at Dundee University before 
moving to Austria to begin my career.

I wanted to congratulate you all on your week 
so far. The tasks set were designed to challenge 
you and take you out of your comfort zone. 
By completing all tasks, this is a fantastic 
achievement and testament to your commitment 
and hard work. 

As a result, we are delighted to announce that 
we are advertising for a new member of staff 
in each of our departments:

• Recruitment (sales)

• Marketing

• Income

• Finance

• Learning and development

This is your chance to complete a mock application to REED.

For more information on this task please watch the video.

Watch video

Notes:

Thursday
Morning

http://www.reedglobal.com/education
https://youtu.be/2UcUxZeb4x0
https://youtu.be/2UcUxZeb4x0
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Task:  
You first need to decide on which department you would like to apply to. At REED, 
we have an extensive recruitment process and we would like to invite you to the first 
stage of this process.

Your task is now to create your CV and a cover letter.

Thursday
Morning

In order to create your CV, we have attached several links to support you, 
including example CV templates:

• CV - Advice, help and tips

• Career advice, how to write a CV 

• What words should I use on my CV?

• CV layout examples

• Which parts of my education should I include in my CV?

• How to explain a gap year in your CV

Click the links

In addition, please watch the video link below for  
some hints and tips on CV writing from Fern Lapper, 
Business Manager:

Play video

Top tip
 Layout is very important in a 

CV. Your CV should be no more 
than one double-sided page  

of A4.

http://www.reedglobal.com/education
http://www.reedglobal.com/education
https://www.reed.co.uk/career-advice/cvs/cv-help-and-tips-cvs/
https://www.reed.co.uk/career-advice/how-to-write-a-cv/
https://www.reed.co.uk/career-advice/what-words-should-i-use-on-my-cv/
https://www.reed.co.uk/career-advice/cv-layout-examples/
https://www.reed.co.uk/career-advice/cv-layout-examples/
https://www.reed.co.uk/career-advice/which-parts-of-my-education-should-i-include-in-my-cv/
https://www.reed.co.uk/career-advice/how-to-explain-a-gap-in-your-cv/
https://youtu.be/AAQJdZzAmlM
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Thursday
Morning

Please submit your CV and cover letter to your teacher by 12pm.

• What is a cover letter?

• Advice – cover letters

• School leaver cover letter template

• Free cover letter template

• How to write a cover letter

• Work experience letter template

Click the links

Task continued:  
Along with your CV, we would also like you to complete a cover letter detailing:

• Why you have chosen the department?

• Any positive experiences?

• Knowledge of this department?

• The skills you have for this department?

• Why they should hire you?

In order to support you writing your cover letter, please use the below links 
assist you with your cover letter:

http://www.reedglobal.com/education
http://www.reedglobal.com/education
https://www.reed.co.uk/career-advice/what-is-a-cover-letter/
https://www.reed.co.uk/career-advice/what-is-a-cover-letter/
https://www.reed.co.uk/career-advice/cover-letters/
https://www.reed.co.uk/career-advice/school-leaver-cover-letter-template/
https://www.reed.co.uk/career-advice/school-leaver-cover-letter-template/
https://www.reed.co.uk/career-advice/free-cover-letter-template/
https://www.reed.co.uk/career-advice/free-cover-letter-template/
https://www.reed.co.uk/career-advice/how-to-write-a-cover-letter/
https://www.reed.co.uk/career-advice/work-experience-letter-template/
https://www.reed.co.uk/career-advice/work-experience-letter-template/
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Good afternoon, you are now in the final 
stages of your virtual work experience week. 
With one final task to complete, you are 
invited to a final meeting with Gavin Beart, 
Managing Director of Reed Education, to 
discuss your last, big project.

Please click on the link below to attend your meeting:

Attend meeting

Thursday
Afternoon

Notes:

http://www.reedglobal.com/education
 https://youtu.be/oP8x4zRwFKk 
https://youtu.be/oP8x4zRwFKk
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Thursday
Afternoon

reedglobal.com/education

Task:  
After your final meeting with Gavin, he has been very impressed with your dedication 
to your work experience week and the amount of knowledge you have gained. As 
a result, he would now like you to create a ten-minute presentation on your work 
experience week.

He would like this presentation to be split into three sections:

Section A:  
How does REED work as an organisation? What are its values, structures and 
key operations? 

Section B:   
Skillsets, mindsets, qualifications and personal qualities - What makes the ideal 
employee for REED and does this differ in the different departments? 

Section C:   
Why would I be an ideal candidate for a job at REED?

You are required to submit a video presentation or written presentation (using 
PowerPoint or Google Slides) – or both if you want a challenge.

Pamela Waghorn, our National Business Development Manager, has provided a video 
with top tips on creating a presentation.

Please click the link below to watch the video:

Play video

The presentation is due on Friday by 5pm and must 
be submitted to your teacher in the ususal way.

http://www.reedglobal.com/education
https://youtu.be/XDVr_o3AyNw
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Congratulations on completing your work experience week at REED. 

We hope you have enjoyed your time with us and we wish you all the best for your 
future. The final day is a good time to reflect on what you have learned over the last 
week. It is also an opportunity for you to revisit any departments.

Friday
Morning

Task:  
Today is the final day and you will be required to submit your presentation by the end 
of the day. Please prepare your video or presentation (using PowerPoint or Google 
Slides) that you started on Thursday afternoon and submit to your teacher by 5pm in 
the usual way.

Top tip
 Practice makes perfect, 
be sure to practice your 

presentation before recording.

http://www.reedglobal.com/education
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