
Job-Study W r iting 
pr o-forma for

Oppor tunity
Pr ovider V isits

( job-study r epor t)

My clients would be interested in a job or case study on a particular line of work - how can 
I approach writing up a report like that? 

This grid is designed to act as a discussion document - you can either sit down with a colleague/ mentor/ critical 
friend and discuss the di!erent headings, or you can use it as a pro-forma for writing up your own visit reports. Note 
that there is also a version which you can download with explanatory notes for all the headings.

Health Warning!

This form is only a guideline. It is not intended to be exhaustive or comprehensive. It should be viewed as a sensible 
framework that will prompt some useful discussion. Before you even think of visiting a contact to carry out a job study, 
make sure you have thought about the purpose of your visit, and negotiated how long you will want to spend talking to 
the individual(s) who've agreed to host you.

Job and case studies are useful because the same roles may crop up in quite di!erent organisational contexts.  It's also 
a great way to build up your general occupational knowledge.  Find out what is the reality of a particular job role and 
communicate this to your clients.

Part 1: Basic details:
Occupation/Job title: What is the name of the job you are producing a case study for?

Report produced by: Who conducted the visit and wrote the report?

Contact: Name of person visited

Contact willing to be contacted again? Indicate yes/no and in what circumstances a follow up contact would be welco

Address of Organisation: Address of organisation visited

Phone: Contact details for individual visited - don't forget to indicate if they are willing to 
be contacted

Email:

Length of time in role:  

This is taken from www.guidance-research.org/lmi-learning/practice/report_writing
 The LMI learning website is an online resource developed in Spring 2007 to support guidance practitioners in their use of LMI
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Length of time in organisation:

Visited by:

Date of visit:

Part 2: The job-study - findings
Career Backgr ound:

A potted career history where appropriate to indicate what led to the current job

Organisational context:

Brief description of workplace at present

StafÞng:

Colleagues
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The Work:

What does the job actually involve?  There are lots of ways to structure this information and / or breakdown jobs for scrutiny.

One helpful mnemonic - SPEEDCOP - suggests that work can be discussed under headings relating to its typical:

¥Surroundings 
¥Premises 
¥Environment 
¥Education needed 
¥Development 
¥Conditions 
¥Opportunities and 
¥People

There are plenty of other approaches you could adopt - you might prefer to ask 'what are the usual duties and tasks?', or encourage your 
contact to 'talk through a typical day or week'  You might request a job description - possibly even in advance - and then use the interview 
to explore the extent to which this reflects what the job is really like.  Simply choose an approach that works for you or create your own.

The important thing is to be flexible and take account of how your contact is reacting to being questioned.  You don't want your link to feel 
like they are being interrogated!  Sometimes a simple approach using open questions and gentle prompting works best of all.  You 
shouldn't feel that you have to cover absolutely everything in this one visit, instead concentrate on one or two clear areas to explore.  Re-
member, the ideas here are guidelines only, you will need to work within the constraints of what is practical and reasonable.  You need to 
build links for the future, so don't exhaust your contact now!

Skills and Qualities r equir ed:

What competencies does your contact think are important to do their job?

Entry Requir ements:

What qualifications did this contact have to get into their job?  Are the entry requirements the same for new entrants today?

Training:

What training is available/recommended to succeed in this job role?

Advice for potential applicants?

What advice would they give to potential entrants?
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Opportunities:

What are the opportunities for new entrants?

Career Route / Pr ogr ession:

What are the opportunities for progression?

Overseas Opportunities:

Is it possible to work overseas in this job?

Salary and BeneÞts:

Job Satisfaction - what ar e the best bits of the work?

Your opportunity to get the 'insider view' -  what's the job really like?

Frustrations of the job - what ar e the less r ewar ding aspects of the r ole?

What are the less rewarding aspects of the role?
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Top Tips - What do you wish you'd known befor e?

What does the contact wish theyÕd known before?

Equal Opportunities:

Any observations from experience about the make-up of the workforce?  Is it a fe/male dominated workforce?  What is the age-profile 
like?  Does it feel like a representative workforce?  If not, any ideas why not?

Alter native Routes:

What are the opportunities for non-traditional entrants?

ADDITIONAL INFORMA TION:

Ask away about aspects of particular relevant to you.  This might be:

¥Opportunities for work experience or shadowing, student placements.

Other Relevant Experience:

If someone wants to gain experience relevant to this type of occupation, what should they be doing?

Further Information:

Where might an interested applicant go for further information?
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Relevant publications:

Where are vacancies advertised?

Professional bodies:

What are the relevant associations linked to this occupation?

What would they like to ask you?

Anything they want to ask about your job?

Action points arising?

Have you agreed to send on information - maybe a copy of this report for their records?

This should be a two way process

This should be a two way process, no contact is going to want to feel like they've been under interro-
gation during your visit.  It is quite possible to keep an interaction friendly and focused.

Just as with any visit to an opportunity provider or other contact, you might want to take along some 
information from your own organisation explaining why this visit is important to your work.

Now what?

You've produced your report - what are you going to do with it?  File it away in a dusty cabinet or disseminate it among 
your colleagues?
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