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OUTLINE OF WORK EXPERIENCE CONTENT – [Location]
Theme: Office and Administration

Week commencing (date): ………………… 
Names of work experience students: …………………………………………………

	DAY & 

DATE
	MAIN CONTACT 

for day

(name/job/phone)
	DEPARTMENT/

ACTIVITY
	DEPARTMENT CONTACT & JOB TITLE
	TEL NO
	TIMES OF WORK EXPERIENCE

	Monday 


	
	NHSBT Induction

Blood Centre Tour 
LUNCH

Organisation and Workforce Development (OWD)

 Customer Service Team

Summing up

	
	
	9:30am – 11:00am
11.00am – 12.30pm
12.30pm –  1.15pm

1.15pm – 4.00 pm
4.00pm – 4.30pm

	Tuesday 


	
	Organ Donation and Transplantation (ODT) Duty Office
LUNCH

British Bone Marrow Registry office

	
	
	9.30am – 12.30pm

12.30pm – 1.30pm

1.30pm –  4.30pm

	Wednesday 

	
	Donor Records & 
Marketing 

LUNCH

Transport 

Finance and procurement

Reflection: Learning so far

	
	
	9.30am – 12.30pm

12.30pm – 1.30pm

1:30pm – 2.30pm

2.45pm – 3.45pm
4.00pm – 4.30pm

	Thursday  

	
	Organisation Workforce Development trainer
Workforce: Mock interviews and applications

LUNCH

Information Communications Technology
Estates and Facilities

	
	
	09.30am – 10.00am
10.00am – 12.30pm

12.30pm – 1.30pm

1.30pm – 3.00pm

3.15pm – 4.30pm


	Friday  


	
	Workforce: HR Direct
Communications 
LUNCH
Personal Assistant 
(shadow a PA)
Summing up


	
	
	9.30am – 11.00am

11.15am – 12.15am
12.15pm – 1.00pm
1.00 pm – 4.00pm 

4.00pm – 4.30pm




Note: Days and content will vary depending on availability of supervisors, Directorates and departments based at the host centre, etc.
Note: Workforce session could include mock interview skills (as interviewer and interviewee) to help them apply to jobs.
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