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About this guide
As a volunteer with Inspiring the Future, you have generously pledged some of your time to visit 
local state schools and colleges to talk about your job and the route you took. Not a volunteer already? 
You can register at www.inspiringthefuture.org. At Health Careers we want to build on the 
work we already do with schools and through this guide we hope to provide NHS volunteers 
with support, inspiration and ideas for their visit. That’s where the Step into the NHS 
competition comes in.

Every year we run a competition in secondary schools that encourages young people to think about 
the breadth of opportunities open to them in the NHS so they are inspired and motivated to fulfil 
their potential. Aimed at years 8 and 9 (12 to 14 year olds), students are challenged to research 
and select one of the 350 plus careers available within the NHS. Once they’ve picked a role, 
they create materials to promote it – starting with a job description that demonstrates 
their understanding of what the role involves followed by a fun and lively job 
advertisement that would appeal to other people their age. 

Students can enter individually or in teams of up to four. It is left with 
teachers to decide what works best for their school and students.

2

What is the Step into the NHS 
schools’ competition?
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Why should, and do, schools 
and students take part?
From a teacher perspective, the competition allows them 
to provide vital learning in an exciting way. And for 
students, there are some fantastic prizes on offer.

Fantastic prizes
Whether students enter individually or 
as part of a team, all winners will get 
their very own prize.

Curriculum links - 
Careers education, PSHE, 
Citizenship, English
The competition will help deliver many of the 
overall aims highlighted in the Department 
of Education’s statutory and non-statutory 
guidance around careers education.

To help young people:

Consider the widest possible range of careers

Recognise the experience and qualifications 
that employers want

Understand where different choices can take 
them in the future

Feel inspired about the world of work

“I would like to do accountancy 
but never thought about being 
an accountant within the NHS; 

I just thought about banks.” 

Feedback from a previous student entrant

National 
winners 

National winners  
will each receive 

a tablet.

All winners
All winners will  

receive a certificate,  
as will their school.

Regional 
winners 

Regional winners will 
each receive an Amazon 
voucher worth £50.



Over 3,000 students 
participated last 
year, our highest 

record yet!

Building on an engaging platform
Over 3,000 students participated last year, our highest record yet! The 2016/2017 
competition runs from September 2016 to 31 January 2017. We know schools 
and students find the competition engaging and we’ve already created lots 
of materials to support it including a short film to show in class or assembly, 
examples of previous entries and interactive lesson ideas. All these competition 
tools (and more) are available at www.stepintothenhs.nhs.uk/schools. 

The primary aim of this guide is to provide ways you can incorporate the 
Step into the NHS competition into your visit. However, if your visit falls 
outside the timeframe for the competition, we hope you will still find the 
suggestions helpful. We understand that the format of your visit may also 
vary by school, from a short presentation in assembly to a more interactive 
session with students. Therefore, we have offered ideas to accommodate 
different scenarios too.

Together we can make a difference

Schools’ competition
 Reference material
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Job title: 
IT support officer Qualifications 

	 Minimum 3 GCSEs (or 
equivalent) at grade C 
or above, including ICT

	 Consider taking A/AS 
levels

Skills 
	 Good IT skills

	 Understand mechanics of 
computers

	 Experience of working 
with computers

Personal qualities 
	 Good communicator

	 Enjoy solving problems 

	 Enjoy helping others 

	 Work as part of a team

	 Like variety

The role
	 Making sure all IT 
systems are working 
properly

	 Helping everyone 
get the best from 
their IT equipment

	 Installing computer 
based programmes

	 Fixing IT problems

Job title: 
Emergency medical 
dispatcher  

Qualifications 

The role

Personal qualities 

Skills

www.stepintothenhs.nhs.uk

Employee portraits
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Roles and responsibilities 
Write what you need to do for this role. Describe the duties and responsibilities.

Qualifications, experience and skills
Detail the required qualifications of candidates along with the skills and experience needed for the role.

Job description template

www.stepintothenhs.nhs.uk
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Job title:

www.stepintothenhs.nhs.uk

Job title: 
Personal assistant

Qualifications 
 A good range of GCSEs 
(or equivalent)

 RSA qualification at  
level I or II

The role
 Help senior staff to  
do their job

 Organise workload 
and paperwork

 Deal with queries

 Fast moving, busy, 
with lots of variety

 

Personal qualities 
 Organised 

 Reliable 

 Responsible

 Good communicator

Skills
 Strong administration skills

 Computer/typing skills

 Work as part of a team

Employee portraits
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A copy of this form must accompany every batch/parcel of entries. For electronic entries, preferably attach a 
copy with every email submission.

Teacher entry form

www.stepintothenhs.nhs.uk
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Name of school:

Name of teacher:

Telephone number for teacher:

Email address for teacher:

Teacher signature:

Date:

School address:

Postcode:

Number of entries submitted:

Job title:

  Job description for the role

  Job advertisement for the role

  Completed pupil entry form. For group entries, 
only one entry form per team is required

 Completed teacher entry form – a copy of this form 
must accompany every batch/parcel of entries.  
For electronic entries, preferably attach a copy 
with every email submission

Checklist

Before you submit entries, please check they include the following:

Sir Keith S Pearson JP DL Chair, Health Education England

This certificate is awarded to

for an outstanding entry into the 
Step into the NHS competition 2016 - 2017

Congratulations!

Winning
    School

Sir Keith S Pearson JP DL Chair, Health Education England

This certificate is awarded to

for an outstanding entry into the 
Step into the NHS competition 2016 - 2017

Congratulations!

Winning
    School

www.stepintothenhs.nhs.uk

• Logic

• Problem-solving

• Communication

• Team player

• Work well under 
pressure

• Adaptable 

• Caring

• People person

• Able to handle many 
tasks at once

• Good bedside manner

• Manual skills

• Working with children 
or young people

• Working with 
computers

• Working in a caring 
environment

• Experience of 
working outdoors 
and maintaining  
hospital grounds

• Experience of 
working in a busy 
kitchen 

• Experience of 
managing a team

• Good basic GCSEs 
or equivalent

• AS/A levels or 
equivalent 

• Higher education 
qualification such 
as a diploma or 
degree

• Professional 
qualification linked 
to career choice

• In the grounds

• In the community 

• In a hospital

• In an ambulance

• In a surgery or clinic

• In a patient’s own 
home

• Managers

• Co-workers

• Team members 

• Relationships with 
other positions

• Main tasks and 
responsibilities 

• Other specific 
duties on a  
day-to-day basis

• Does work vary  
by day?

• Level of 
responsibility 

Job title: Name of the role, for example, children’s nurse

Roles and responsibilities

Who will they report to  
and work with?

What will they  
have to do?

Where will  
they work?

What qualifications 
do they need? 

What experience would be 
helpful or is required?

What skills are important 
for the role? 

Qualifications, experience and skills

Together we can make a difference! 

Job description guidance sheet
A job description explains what you need to do and details any qualifications, 

experience and skills required to do the job properly. Below are examples of the 
types of things to think about when writing one.

Competition brief
There is much more to working for the NHS than being a doctor or nurse. In fact there are more than 350 different careers 
in the NHS and, with that many careers on offer, there’s a job to suit you no matter what your interests and skills are. That’s 
where the ‘Step into the NHS competition’ comes in. We want you to choose an NHS career that interests you and create a job 
description and an ad to tell your friends and other young people about it. You can work on your own or in teams of up to four.  

It’s easy to enter

Student briefing sheet 

The prizes

Step 1: The research phase
 Find out what careers are available in the NHS by 
taking a look at www.stepintothenhs.nhs.uk 
and www.healthcareers.nhs.uk

 You can also visit www.stepintothenhs.nhs.uk 
to take a personality quiz to reveal the careers 
that might suit you and bite-size information 
about them 

 Select a career that you find most interesting 
from the ones you have researched

Step 4: Send us your entry
 The official pupil and teacher entry forms must be 
completed and accompany entries

 Full competition details can be found in your 
teacher’s guidance booklet, so feel free to ask 
them questions if you need more information

 Entries must be received by 31 January 2017

Step 2: The job description
 Next you need to produce a job description for 
your chosen role

 A job description describes what you do in the 
role. It also details any qualifications, experience 
and skills needed to do the job properly

 To help with your job description, we’ve developed 
a ready-made template for you to complete

 In addition, a supporting guidance sheet offers 
further hints you may wish to consider

Step 3: The job advertisement 
 Now you understand your chosen career, create 
a fun and lively job advertisement so it appeals 
to other people your age. There’s a guidance 
sheet to help with your planning

 You can select any media you like, for example, 
film, poster, presentation, leaflet or website. It’s 
entirely your choice! 

 However, please avoid using copyrighted material, 
for example, music on videos and websites

National winner - the overall winner(s) will receive a tablet

Regional winners - ten regional winners will receive an Amazon voucher worth £50

All winners will receive a certificate, as will their school

Whether you enter individually or as part of a 
team, all winners will get their very own prize.

Good luck! We look forward to seeing your entries.

www.stepintothenhs.nhs.uk
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Follow these straightforward steps and you’ll be in with a great chance of winning! All the competition tools referred to (and 
more) are available from your teacher or www.stepintothenhs.nhs.uk/schools.
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About careers 
Experience / work experience

Specialist 
Reporting 

Management 
Support 

Colleagues 
GCSE / AS levels / BTEC / A levels

Degree 
Qualification

Award 
Graduate 
Employee
Employer 

School-leaver
Career

Human resources 
All-round education  

About job applications / 
advertisements

Vacancy
Post

Candidate
Advert / advertisements

Role
Tasks
Skills

Job description
Attributes
Qualities 

Curriculum vitae or CV
Personal statement 

Opportunity 
Interview 

Interviewee
Interviewer

Challenge / challenging
Senior
Junior

Assistant 
Workload

Terminology
Manual 

Desk-based
Requirements 

Skills you might need 
Communication
Problem-solving

Multi-tasking
Teamwork

Administration
IT

Organisation
Typing / keyboard

Work well under pressure
Analytical / analysis 

Logic 
Problem-solving 
Decision-making 

Working in the NHS
Community 

Hospital
Surgery 
Clinic

Ambulance
Foundation trust 
Patient’s home

Personal skills
Reliable or reliability

Calm 
Helpful

Understanding
Patient
Friendly
Sociable

Outgoing
Adaptable

Responsible
Practical

Independent
Motivated
Confident
Organised
Initiative
Decisive 

Sympathetic
Bedside manner

Caring
Team player

Things the job might 
include

Assisting / assistance
Organising / organisation
Managing / management

Installing / installation
Maintaining / maintenance

Responding / response
Decision-making 

Systems
Programmes 

Recording / records
Monitoring 

Fixing 
Planning 
Variety 

Paperwork
Administration

Enquiries / querying
Checking 
Life-saving 

Despatching 
Arranging 
Training 

Development
Caring

Teamwork 

Useful vocabulary



Use or reinforce key stats to 
capture students’ attention

The NHS is the largest employer in 
Europe and the fifth largest in the world 

More than 1.3 million people work for 
the NHS

It’s not just doctors, nurses and 
midwives! There are 350 different 
careers in the NHS

There are 25,000 vacancies in the NHS 
every month

Someone in every class is likely to 
work for the NHS in the future!

1. Assembly or short presentation 

Lead or close your presentation with the competition

There are lots of ways you can structure your presentation to suit your job or personal style. 
Here are some suggested ingredients to help build your presentation.

Use the exciting short film available at www.stepintothenhs.nhs.uk/schools to introduce 
the Step into the NHS competition and get students excited about taking part.
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Talk about the job you do and the route you took

Encourage students to kick off their 
research for the competition 

As part of their Step into the NHS competition entry, students submit a job description for their chosen role. 
This includes two key sections: (1) Roles and responsibilities (2) Qualifications, experience and skills. The job 

description is often found to be the more challenging steps of the competition, therefore, your help to 
bring this aspect to life could prove invaluable when talking about the job you do and the route you took. 

Direct students to www.stepintothenhs.nhs.uk to 
take the personality quiz to help them consider what 
careers might suit them.

Highlight the real-life stories and video clips available 
on the site as well as the A-Z of careers.

www.stepintothenhs.nhs.uk

Job title: 
Personal assistant

Qualifications 
 A good range of GCSEs 
(or equivalent)

 RSA qualification at  
level I or II

The role
 Help senior staff to  
do their job

 Organise workload 
and paperwork

 Deal with queries

 Fast moving, busy, 
with lots of variety

 

Personal qualities 
 Organised 

 Reliable 

 Responsible

 Good communicator

Skills
 Strong administration skills

 Computer/typing skills

 Work as part of a team

Employee portraits
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Job title: 
Human resources 
officer   

Qualifications 
 5 GCSEs (or equivalent) 
at grade C or above

 Consider applying 
for a BTEC in Human 
Resource Management

Skills 
 Computer / IT skills

 Can multi-task

 Good organisation and 
administration skills

Personal qualities 
 Enjoy working with 
people

 Easy to talk to

 Stay calm under pressure

The role
 Help to employ staff 
to work in hospitals 

 Write job descriptions 
and place adverts 
online

 Sort applications and 
arrange interviews

 Office administration 
and problem solving 

 Help with staff training 
and development 

Employee portraits
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Job title: 
Gardener

Qualifications 
 Minimum 3 GCSEs (or 
equivalent) at grade C 
or above

 Apply for a horticultural 
qualification such as 
RHS certificate, NVQ or 
BTEC award

Skills 
  Horticultural training

  Manual skills

Personal qualities 
 Physical fitness and  
good health

 Like working outdoors

 Team worker

The role
 General maintenance 
of grounds 

 Ensure gardens are neat 
and tidy

 Helping to plan and 
design new gardens 

 Busy, manual work 

Employee portraits
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Job title: 
Emergency medical 
dispatcher 

Qualifications 
	 Good basic GCSEs (or 
equivalent), including 
English, maths and a 
science subject 

	 Computer/typing 
qualification

The role
	 Play a key role in 
saving lives

	 Take 999 calls

	 Decide which 
emergency response(s) 
to send

	 Send out emergency 
vehicles, including 
helicopters

Personal qualities 
	 Calm

	 Work well under pressure

	 Reliable

Skills
	 Good with 
computers

	 Team player

	 Good communicator

	 Understand basic 
medical terms

Roles and responsibilities

What do you do, from main tasks 
and responsibilities to other specific 
duties on a day-to-day basis? Does 
work vary by day? What is your 
level of responsibility?

Who do you report to, manage or 
work with?

Where do you work e.g. in the 
community, hospital, clinic etc.

Qualifications,  
experience and skills

What qualifications do you have?

What skills are important for the 
role and why?

What route did you take? Are 
alternative routes possible?

What experience did you need? 
What experience would be helpful?
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2. Lesson activities

Context Activity 

What is the NHS? •	 Teacher: Give each student a post-it note and ask them to write a 
short statement about the NHS

•	 Volunteer: Read out the statements that most resonate with you

Who do the  
NHS employ?

•	 Teacher: Hold an ideas shower about the different careers available 
in the NHS. How many roles can the class come up with beyond 
doctor and nurse?

•	 Volunteer: Use key stats to capture students’ attention and to help 
emphasise the breadth of careers in the NHS. You could prompt 
students by perhaps suggesting a patient journey – e.g. which staff 
at A & E might a patient, who hurt their leg playing sport, come 
into contact with 

Introduce the 
competition 

•	 Teacher or volunteer: Play the competition film

Bring NHS  
careers to life

•	 Volunteer: Talk about the job you do and the route you took

Homework task •	 Volunteer: Direct students to www.stepintothenhs.nhs.uk to take 
the personality quiz to help them consider what careers might suit them 

Lesson: Introducing Health Careers and the competition brief

Planning a lesson can take a bit more time and effort 
and often it’s best to agree a plan with the teacher in 
advance. However, most teachers welcome outside 
support to help bring fresh interest to their lessons. 

In the ‘Teacher guidance booklet’ produced for the Step 
into the NHS competition (and available on the Step 
into the NHS website), a suggested structure on how 
the competition materials might be used over a set 
of lessons has already been developed. These lessons 
broadly cover the following:

You could volunteer to help deliver one of these lessons with the teacher; lessons 1-3 are most likely to be the 
ones to which you can add most value. An adaptation of Lesson 1 is outlined below to help give you a sense of 
how you might get involved.

Lesson 1: Introducing Health 
Careers and the competition brief

Lesson 2: Researching health careers

Lesson 3: Writing the job description 

Lesson 4: Planning and producing 
an advertisement 

Lesson 5: Showcasing and entering 
the competition
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3. Additional ideas/techniques 
In this final section, we have highlighted a few additional ideas/techniques you could 

incorporate into your visits either in lesson time or as part of your assembly presentations.

Guess my job

Opportunity to make discussions around what you 
do a more interactive activity 

Students ask questions about what you do to which 
you can only answer ‘yes’ or ‘no’

A limit to the number of questions that can be asked 
can be set at the start e.g. 20

Once the job has been guessed, or revealed by you, 
you can elaborate on a ‘day in your life as a...'

Reveal clues

Alternatively, the activity detailed above could be 
run in a slightly different way whereby you reveal 
clues about your job for students to guess

The clues can include interesting or surprising facts 
to get their attention as well as, for example, the 
skills you use on a daily basis, the people you work 
with and the qualifications you have ?

?
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Speed chat - discussion activity
This lesson time activity can be used to encourage 
students to think about and articulate their interests 
and how they might be mapped to careers in the 
NHS. Prior student research around the breadth 
of jobs in the NHS would be helpful for a more 
meaningful discussion 

Line students in two rows facing each other. In 
turns, they describe their interests to the person 
opposite e.g. I enjoy using practical skills, I want to 
work with children. Their partner provides some 
career ideas based on their interests

Move each line along and repeat a few times to see 
if they can collect a range of different career ideas



Please contact us for more information
Visit our websites: 

www.stepintothenhs.nhs.uk
www.healthcareers.nhs.uk

Call our helpline advisers: 

0345 60 60 655 between 9am and 5:30pm Monday to Friday

Or contact us via email at: 

advice@healthcareers.nhs.uk

© Crown Copyright 2016


