
WORK EXPERIENCE 12A/12B 

CONTRACT REQUEST FORM 
Steps: 1. Obtain a position 2. Complete this form 3. Hand it in 4. Pick up contract  

5. Return contract with appropriate signatures 
Date:       Teacher  P. Kashani      
Student:       Email:          

 
Complete all fields in detail and return to the Careers Office before your work placement 

begins. 
 

This position is:    Volunteer    Paid 
 
Company Name:             
                
Contact Name:        Contact Title:     
                         (ex. Supervisor/Manager/Owner) 
Company Address:              
 
City:        Postal Code:       
 
Company Phone:    Contact Email:        
 
Job/Position Title :              
 
Work Schedule (Which days, hours will you work, what date will you start? What date will you 
finish? – if this is an ongoing/long term assignment use June 30 as your end date): 
 
                
 
Dress Code (What is the appropriate attire for the job you will be doing?): 
 
                
 
Job Description (Tasks/Responsibilities) 
 
                
 
                
 
                
 
Identify 2 – 3 bullets; employability skills from the reverse side of this form that you will focus on 
improving through the course of your work experience (note: both your employer/teacher need to be 
aware of these goals): 
 

               

                



 

 

     
 

 
K.4.S1.A.2b 
K.4.S1.B.2a 
 

 
Employability Skills 2000+ 

 

 

RM 
S1-2 

Employability Skills 2000+ Brochure 2000 E/F (Ottawa: The Conference Board of Canada, 2000) 


