
GUIDELINES FOR YOUR WORK PLACEMENT REPORT

Your work placement report will include:
 information about the firm: organisation, nature of the activities,
 a description of the tasks carried out by the student,
 a description of the knowledge, skills and overall experience gained by the 

student.

The following headings will be developed.

INTRODUCTION

1. When and where did you have your work experience? 
2. Were you helped to find your placement? How did you find your placement?
3. How long did your work experience last?
4. What was your general impression of the place?

DESCRIBE THE FIRM 
5. Where is it situated? 
6. Is it big or small?
7. How many employees has it got? (roughly)
8. Is it a new or an old one? When was it created?
9. What are its main activities?

DESCRIBE YOUR WORK IN THE COMPANY 
10. What were your feelings the first morning? 
11. What did you do? Describe your tasks.
12. Did you work in different departments?
13. What was your best / worst experience at work?
14. Did you meet any difficulties? Why? How did you solve them?
15. Were you well prepared for your internship?

DESCRIBE YOUR DAILY ROUTINE
16. What time did you start and finish work? 

17. What means of transport did you use to go to work and back home?

18. Where and whom did you have lunch with?

CONCLUSION 
19. What have you learnt from your work experience? 
20. Could you put into practice what you had learnt at school?
21. Did you find your work exciting or boring? Why?
22. How were you treated by the other employees? Did you feel accepted or rejected?
23. Do you think you were of some help to your employer? Why?
24. Has your work experience given you a better idea of what you would like to do when you 

leave school?




