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[bookmark: _Hlk65579210]Home Building Virtual Career Insight and Taster Workshop 

Example email template:

Please amend to suit your business style.  The sections in yellow highlight will need changing. 

(Appropriate greeting e.g. Good Morning), 

My name is (Name) and I’m (Job Role/Company). 

We are getting in contact today to invite you to take part in Home Building Career Insight and Taster Workshop - a Virtual Apprenticeship Insight session. The Workshop is designed to provide young people an insight into careers in Home Building and introduce them to the different roles available in the industry. The programme is aimed at pupils aged 14-16, who have an interest in pursuing an apprenticeship role within the construction and Home Building industry. 
This workshop will provide an insight into three existing Apprenticeship Schemes in the Commercial, Technical and Trade roles. 
Logistics/requirements:
· The workshop is delivered over one day normally but can be split into modules over several days if required. 
· Each student taking part will need to have access to a PC with a webcam as the session will be run over Microsoft Teams and will include working in virtual groups. 
· (Insert Company Name) will send out packs dependent upon the method of delivery. 
· The session will require a member of staff from the school to be present. 

Workshop Content:
1. The first session is an informative overview of the housebuilding industry and the different Apprenticeship roles available. 
1. The second session is a CV skills workshop looking at CV’s and cover letters, concluding with the CV Comparison Task.
1. The final session comprises of three interactive tasks that will provide a taster of the types of activity and environment.

We are able to offer the workshop on several dates to suit you (DATEs), if this is something your school is interested in please contact (Insert name and contact details) before (DATE) with a draft list of names. The session is for a maximum for 20 students who you feel would benefit from a workshop of this type and will engage in the activity.

If you have any questions, please don’t hesitate to get in touch with me.

I look forward to hearing from you. 


Many thanks & Kind regards
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