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220 Soft Guides

220 Soft produce two ranges of online guides to help people in the
United Kingdom facing changes in their life.

The guides are updated versions of the programs that have been
licenced to and used in many UK Libraries and other organisations
for over twenty years.

The collections bring together guides to support people facing
changes in their life.
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Universal Credit step-by-step

A guide to the Universal Credit system that © Select Languege ¥ Universal Credit sepoyster
takes you through the steps of setting up your

account, how much will be paid and when it will Main Menu

be paid. Other useful areas like budgeting and, 1« Basic computer skills

for those new to computing, basic computer Whatis Universal Credit?
Skl”s are aISO COVe re d. il Discover the aims of Universal Credit, what it replaces, your eligibility and how it will be paid.

« Universal Credit - Making a Claim
Wl Everything you need to know about finding the claim page and a step-by-step guide to claiming.
« Universal Credit - After Claiming

. . Ul All the latest rates and things that affect the amount that you get.
Demo at universalcredit.220soft.support/ « Universal Credit - Change in Circumstances
p h O e n |X * 1l How changes to your finances can affect Universal Credit and how to tell the DWP about them.

« Click on an Option

*You will need a code to login to the demos.

Please contact info@220soft.co.uk —

Universal Credit - main menu

 Select Language v Universal Credit stepby-step © Select Language ¥ Universal Credit step-by-step
Speokpage stopspeech Page oz Soeokpage  stop speech page 201
Keeping safe online. How to go to the Universal Credit claim page.
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« Click the "Next" button to continue
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Find a job step-by-step

A guide to the government's Find a job system
that takes you through the steps of setting up
your account and managing it. Other useful
areas like covering letters and creating CVs
(with templates) and searching for jobs are also
covered.

Demo at findajob.220soft.support/phoenix *

*You will need a code to login to the demos.
Please contact info@220soft.co.uk
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Find a job Step-by-step

Main Menu

« Basic computer skills

1 Starting at the IT basics - all the necessary skills you need to apply for jobs.

« Find a job - The tools I need

1 How to create an email account, fil in online job application forms, and create CVs.

« Find a job - Getting started

1l Everything you need to know about looking for jobs, registering for "Find a job" and adding a CV.
« Find a job - Basic skills

1l Get the most from "Find a job" including applying for jobs and viewing your applications page.

© Find a job - Advanced skills

©' More skills includes 4 different ways of applying for jobs and best ways to advertise your jobskills.

o Click on an Option

-

Find a Job - main menu

& Select Language ¥ Find a job step-by-step
SpeakPage  Stop Spesch @

Creating and updating a CV.

« Your CV is a tool to help you get your "foot in the door”, giving you a

1 It needs to promote a positive image and avoid reference to facts such as a

« Your CV will tell an employer:

4 +Who you are

4 sWhat you

@ eWhat you

@ Ifyou o
yourself:

« Click the "Next" button to continue
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Find a job step-by-step

© Select Language ¥
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SpeakPage  Stop Speech

Contract work.

part2

only in the box at the top. Try to make t a largs

« Search for temporary

4 On your Search for jobs page,
“Man iext, press the

1 Now take a look at the column of filters (what are they? click here) on the left side of the page. You're free to change any of them, depending on your skills and
but

Find a Job - creating and updating a CV
220 Soft Guides
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Job Skills - Find and succeed

A guide to the government'’s Find a job system © Select Language ¥

that takes you through the steps of setting up
your account and managing it. Other useful Main Menu
areas like covering letters and creating CVs  Personal attributes

1 Looking at teamwork, using initiative, working to deadlines and reliability.

(with templates) and searching for jobs are also  Personal effectiveness
1l Dealing with requests and instructions plus other communication and interview skills .

covered.  Job seeking abilities

1l Communicating with people you don’t know and preparing for interviews.
1 Finding the ideal job

D emo at f| n d aJ 0 b 22 0 S oft su p po rt/ p h oen |X * 1 Find out about types of work, the skills needed, local jobs and hidden jobs.

1 Job readiness

10 Discover what you are good at, the skills and qualifications needed plus being ready to start your new job.
*You will need a code to login to the demos. e
Please contact info@220soft.co.uk

JOb SKills find and succeed

-——

Job Skills - main menu

G Select Language ¥ Job SKills find and succeed © Select Language ¥ Job SKills find and succeed
Speakpage Siop speeen Page 2014 SpeakPage  Stop Speecn Page 3or 12
Communication skills. Types of work.
« Written communication « Care assistant
0 There is one main difference between written and spoken communication. The reader doesn't have the opportunity to ask e 1« Care assistants, sometimes known as care workers, give practical help with daily activities to people with a range of difficulties. They work with
Qquestions.. children, people with physical or learning disabilities, older people or families.
1 It is therefore essential that the words used are clear and follow a logical order. The rule is simple: write in simple words that 1 They may help people in their own homes, in sheltered housing, day centres or in residential settings such as nursing
cannot be mistaken to mean something else. homes. ‘i
¢
« Written communication must get a clear message across to the reader. 1 Home care assistants work as part of a team, visiting people daily to provide support. Some care assistants work as part of F L3
an outreach team, helping families and parents experiencing difficulties adjusting to new responsibiltes.

« Sometimes people write things down using complex words and phrases. This is often thought to impress the reader but if it doesn't get the
message across clearly then it is of no value. 1 One especially interesting role in social care work is that of personal assistant; this involves working closely with one
disabled person to support them in their day-to-day life.

 The key points to remember in written communication are:
T O 0 Residential or day care assistants work with others on individual development programmes for clients. They often become the "key worker” to
”! one or two residents. They may help to organise recreational activities and take clients to and from the residential home.
) sKeep sentences short I Certain tasks are common to all care assistant roles, including:
4 +Avoid d technical ph
SR DI T IS 1 +Getting to know individual clients and being aware of their special interests and social needs
1 +Ask someone to read it first before sending it out

1 Supporting clients with daily personal care such as dressing, using the tailet, washing and feeding themselves.
« Click the "Next" button to continue

« sUndertaking general tasks such as housework, laundry and shopping

. nHe\pmi ueoSe organise paying bills, budgeting money and letter writing

“Givint d emotional support

Job Skills - communication skills Job Skills - types of work
220 Soft Guides Page 4
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Life in the UK

This guide is designed to support all newcomers
to the UK. There is lots of useful information
including customs, religion, travelling and public
transport, health, hygiene and the NHS, making
a living and benefits.

Demo at lifeintheuk.220soft.support/phoenix *

* You will need a code to login to the demos.
Please contact info@220soft.co.uk
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The British way of life

& Select Language| ¥
Speak Page  Stop Speech

Life in the UK rne sritish way of Life

Main Menu
« Introduction

. An introduction to using the guide plus a look at living in the UK - the language, customs and money.

@ What you will find near your new home

il Where to buy food, get accomodation and using public transport. Plus public facilities and religion.

« Staying safe and Legal in the UK

1l The documents you need and the laws of the UK together with safety and the emergency services.

« Health, hygiene and the NHS

W Looking after your health and where to find help including NHS services.

7 Working and the steps to citizenship

l The steps that you need to follow for British citizenhip and how to find work, claim benefits and money matters.
1 A better life

1 The things to make your life better - entertainment, transport, holidays, education and the right to vote.
1 Useful links

il A quick way to access all the useful links from the guide.

« Glossary

10 Find the meaning of many words and terms used in the guide.

Life in the UK - main menu

G Select Language ¥ Life in the UK rhe sritish way of Life
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Money
< Coins and notes (paper money)

0 The currency of the United Kingdom is the Pound Sterling (£). British money has eight different coins and four different notes.

1 The smallest value coin is the penny (p). There are 100 pennies, or pence, in one pound.

I Here are all the values (denominations) of British money:

;; ”W Coins: 1p, 2p, 5p, 10p, 20p, 50p, £1 and £2
5
 Notes: £5, £10, £20 and £50
jotice that the "p" for penny is written after the number, but the pound sign (£) is written before the number.

lhan a prica is in pounds and pence, they are written with a dot (.) in betwaen, and the "p" should ba laft out. For
example, £3.65 (not £3.65p), £21.05.

£50 notes are quite rare. Most people only see them a few times in their lifetime.
I Like the other countries in the UK, Scotland uses the Pound, but prints its own paper money with a different design.

I Scottish notes have the same value as national British notes, and can be used anywhere in the UK.

@ Although the Irish Republic, Eire, shares the island of Ireland with Northern Ireland, it shares the currency of the
European Union: the Euro (€).

- Many purchases are now made with debit cards instead of coins or notes. They are plastic cards that allow the seller to take payment directly

from the buyer's bank account.
o Click the "Next" button to continue

Speakpage  Stop Speecn Page 4 of 12

Local medical services

« Registering with a medical practice

Before you can use the services of a GP, you have to register with a medical practice. You can find one near you, and see if they are
accepting new patients, by clicking here.

‘There are too many rules, about who can register, for this guide to cover fully. Some of the things that may make a difference to your
chances of being registered are

1 @The reason you are in the UK; 5 \
=)
1 @How long you have been in the UK already; S

)’ N
& eHow long you are planning to stay here - months, years, o permanently? \ 5

0 Your chosen medical centre will tell you if you can register, and give you advice. If you are not accepted there, or in
othar places, call the NHS Helpline on 111,

For more details about GPs and registering, see this page on the NHS website.

1 Click the "Next" button to continue

Life in the UK - money
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