
About ITeC and our Networks
ITeC is a not for profit organisation and for the past 29 years we have successfully connected job seekers to work 
opportunities by providing services in education, training and skills development. ITeC has experience delivering 
courses to young people from vulnerable groups and diverse backgrounds including Aboriginal and Torres Strait 
Islanders, carers and people living with a disability.
 
ITeC has many partnerships with employers, industry associations and business networking groups in the Illawarra, 
Shoalhaven, Far South Coast and Southern Highlands. 

We will use our extensive business networks, established relationships and connections across the region and 
within the local community and work with Employers and jobactive Providers to:

   •  Be involved in the development of course content to meet industry needs.

   •  Be involved by providing Industry Experience opportunities both in class and at their workplaces.

   •  Undertake ongoing assessment of the labour market in each local area.

   •  Identify the current and future employment opportunities.

   •  Identify work experience placements including PaTH Internship, Apprenticeships & Traineeships.

   •  Promote through our networks, databases, employer groups and associations.

Training Course Description

Training will focus on experiential learning in a work like environment.  ITeC’s learning model will be learn by doing 
not just by listening – active learning.  People learn skills and retain knowledge by doing the tasks and ITeC will 
take an active learning approach to deliver effective Employability Skills Training in Training Couses 1 and 2.

Activities will engage the student and motivate them to continue to develop skills needed to gain employment or 
enter further education to obtain the skills they need to match their work goals.  These activities will cover the 
areas of the Core Skills for Work Developmental Framework.

Students will be undertaking real workplace tasks that will include how to plan, use problem solving techniques, 
communication and using technology and digital methods to assist in completing the tasks. All tasks will reinforce 
the need to be resourceful, exercise initiative and show them how to manage time and set priorities. There will be 
participation in group activities and role play to reinforce the need for clear communication in the workplace and 
to clearly demonstrate that others within the workplace will be depending on them to perform their tasks to 
ensure organisational goals are achieved.

ITeC will deliver Youth Jobs PaTH Employability Skills Training Course 1 and 2 in the following locations:  
Wollongong, Nowra, Batemans Bay, Narooma, Merimbula and Bowral.

Each Training Course required 75 hours attendance over:
   •  3 weeks for full-time participation requirement (25 hours per week).
   •  5 weeks for part-time participation requirement (15 hours per week).
Participants can undertake either one or both Training Couses. 

Youth Jobs Path is an Australian Government initiative.   Illawarra ITeC is 
delivering the Employability Skills Training component of the initiative. 
Employability Skills Training will provide practical learning experiences to 
assist eligible young people aged 15-24 to improve their chances to gain and 
keep a job. For more information on Youth Jobs PaTH visit jobactive.gov.au/path.  
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Training Course 1 Course
This course provides individual and group practical activities aligned to the 

10 Core Skills for Work Development Framework which includes:

   •  Navigate the world of work:  understand the nature and purpose of roles and                   
       associated responsibilities, right and protocols with a work environment.  

   •  Interact with others:  How to communicate for work, connect and contributes to the work of others,  
       works with others, recognise and utilise diverse perspectives.  Practical exercises will help to:
 -   Set personal vision/goals
 -   Build confidence in their own ideas and goals relating to work
 -   Show each person the importance of punctuality and flexibility
 -   Communicate ideas to others and accept ideas from others bearing in mind that all employment  
                 involves team/organisational goals that require effective communication across a number of levels 
 -   Use their initiative, work with and accept input from others
 -   Evaluate and monitor performance by planning and organising workload, implement tasks and 
      review outcomes.  
 -   Take responsibility for decisions. Know what you are supposed to be doing and take responsibility  
                 for it.

   •  Get the Job Done:  Plan and organise, make decisions, takes responsibility for decisions about when and  
       how to complete tasks, identify and solve problems, create and innovate and work in a digital world.  

Training Course 2 Course 

Will focus on job preparation, advanced job hunting skills, career development, interview skills and industry 
experiences.  This Training Course will sharpen job seekers understanding of the labour market in order to 
successfully identify and pursue sustainable employment opportunities including Apprenticeships and 
Traineeships and PaTH Internships.

Course content will include:

   •  How to identify growth occupations/industries, career pathways and setting career goals.

   •  Identify entry-level requirements and pathways for particular industry/occupations. 

   •  Identifying suitability for a particular job and particular recruitment methods.

   •  Planning and organising a job search.

   •  Building and expanding networks, pursuing job “leads”/approaching employers including online     
       applications.

   •  Preparing application tailored to the job including cover letters, addressing selection criteria, resume and  
       obtaining references.

   •  Preparing for and practicing interviews/job etiquette/preparing to start a new job.

   •  Seeking feedback/staying positive/job search resilience

Additional Training Content

Illawarra ITeC will work with Employers and jobactive Providers to identify and provide opportunities for 
participants to undertake additional entry level vocational training in accredited courses for units such as 
WhiteCard, Food Handler, Working in a Team Environment and Customer Service or other training required 
for a particular job.  Costs for the delivery of this accredited training would be an additional cost.

Any Unit of Competency delivered as accredited training for either Training Course 1 or Training Course 2 will 
be assessed meeting the Assessment requirements under the Standards for Registered Training 
Organisations (RTOs) Standards 2015.   
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Industry Awareness Experiences
ITeC’s Industry Awareness Experiences will cover a broad cross section of industries and jobs and will provide 
opportunities for participants to interact with business owners and their employees.

ITeC will utilise our vast network to identify the best work experience and employment opportunities in the 
local labour market.

Training Course 1 will have speakers from business who will come into the class.  Industry speakers will be 
able to interact with participants on a “get to know you – get to know what the business/industry is about” 
model and will be informal sessions.  They will answer participant’s questions, give them information on the 
skills they require and let them know what to expect when working for them or in their industry.

Training Course 2 will include site visits to a number of different workplaces that participants have identified 
and/or that have been identified as having skills shortages in the local area. Participants will have the 
opportunity to speak to people working on the job, be able to ask questions about their work activities and 
experiences and will be able to find our how people started out in their career.

Learning Outcome/s

Training Course 1

   •  Understand the personal attributes and requirements employers are looking for in employees.

   •  Understand the skills required to successfully perform jobs participants are interested in.

   •  Understand the skills & knowledge employers are looking for at entry level positions and for career  
       advancement.

   •  Understand how to communicate and work effectively in a variety of situations (team work).

   •  Be able to develop strategies to identify and solve problems to overcome any challenges to finding a  
       job.

   •  Be able to set goals, plan and organise, and measure progress towards achieving those goals.

   •  Understand how the digital world fits into identifying, preparing and submitting job applications.

   •  Identify suitable job opportunities and prepare appropriate job applications.

Training Course 2

   •  Be able to research potential employers/jobs.

   •  Assess their suitability and align their knowledge and skills to job vacancies.

   •  Identify job opportunities.

   •  Developing and using networks to identify job leads.

   •  Prepare suitable job applications including cover letters, addressing selection criteria and resume.

   •  Applying for jobs online and understanding the mechanisms behind online applicant assessment.

   •  Perform competently in interviews.

   •  Confidently seek feedback on unsuccessful interviews.

   •  Strategies to remain positive.
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Assessment  
The Student Journal will provide details of the course content of all training activities and industry awareness 
experiences and that will be mapped to the Core Skills for Work Development Framework and will be the 
primary tool for assessing competencies and will include opportunities for students to:

   •  Undertake short practical projects that measure knowledge and skills.

   •  Actively participate in industry awareness experiences both in class activities and workplace site visits to  
       increase their knowledge of particular industries.

   •  Use Trainer competency conversions/observations of the student’s participation (for example in role  
      playing), increase in confidence and initiative and their progress to self-manage their job search activities  
`     from the knowledge and skills they are learning.

   •  Self-management activities.

   •  Work experience opportunities undertaken.

Collaboration

ITeC will work with and involve all stakeholders including jobactive providers, other service providers and 
employers across the region to ensure effective implementation and ongoing success of the Youth Jobs PaTH 
Employability Skills Training through:

   •  Planning and scheduling of activities.

   •  Maintaining regular contact

   •  Providing appropriate marketing materials.

   •  Inviting suggestions for content to match job seeker/industry needs.

   •  Analysing student, employer and stakeholder advice on how to improve the Program.

   •  Providing feedback to relevant stakeholders.

   •  Implement continuous improvement to ensure satisfaction is maintained and/or improved to achieve  
       objectives.

In addition to working with jobactive providers, Illawarra ITeC will canvas employers in the area to identify 
potential work experience placements including PaTH Internships by:

   •  Using the Business Networks, Industry Associations, Local Councils and Government Agencies that we  
       have long standing relationships with through our Business Enterprise Centre (BEC) and Registered  
       Training Organisation. 

   •  Canvassing directly to particular employers where participants have identified careers and employers 
       they may like to work with and providing employers with information about any wage subsidies.

   •  Marketing direct to our email database of 8,500 businesses located throughout the Illawarra South Coast  
       Employment Region that we communicate with on a fortnightly basis through our current Business  
       Centre e-newsletter.

ITeC Aboriginal Enterprise Development Officer has close links with Indigenous Businesses and organisations 
throughout the entire Illawarra South East Employment Region and these links will be utilised to obtain work 
experience for Indigenous participants.
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Support for job seekers
ITeC will ensure:

• a friendly & safe environment at all times.

• We will develop positive relations between program staff, employers & young people to foster mutual
trust, respect & clear boundaries.

• We will take on a mentoring & coaching role for each individual throughout the training Course(s).

• Demonstrate pathways that will enable them to move from their current position to employment or
further training that leads to employment.

• Act as an advocate for participants with other services providers.

• Utilise the resource pool of other support services in the area.  For example: child care arrangements,
Centrelink, housing & other government agencies).

• Activities that are a productive use of their time to motivate.

• Activities that are enjoyable & interesting.

• Ensuring the course content & format is flexible & provides alternative learning opportunities.

For participants with behaviour, attendance or attitude issues we will work with them on ‘their plan for 
learning’ to overcome barriers so that they can identify & sample career opportunities that align with skills & 
aspirations.

Contacting ITeC
You can ring ITeC Monday to Friday between 8.30am and 5.00pm to speak to one of our staff to find 
out how we can help you.  Call ITeC on 0242 233 100 or email:  itec@illawarraitec.edu.au or visit 
www.illawarraitec.edu.au

Employability Skills Training providers are funded by the Australian Government.
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