



Career Chat run sheet
Use this template to help everyone be clear on timings and roles during your event.
	Timings
eg, 9–9.10am
	Activity
	Recommended duration 

	
	· Look out for the role models and welcome them in.
· Escort them to the welcome area. Offer them refreshments. Introduce the role models to each other and staff.
· Give them a final briefing.
	30 minutes
Allows time for role models to meet staff and each other and settle in.

	
	· Everyone gathers where the event is taking place. 
· Show role models where to sit when they are not presenting.
· Hand out the worksheets or question prompts if you are using them.
	5 minutes

	
	Intro:
· Welcome everyone to the event.
· Ask the role models to introduce themselves and tell students their job title.
· Ask the students to share anything they would like to learn.
	5 minutes

	
	Career Chat:
· The first role model talks about their job for 5–10 minutes. We encourage them to share these things, but let them know if there is anything you specifically want them to talk about:
· a day in the life of their job
· what their organisation and industry does
· what inspired them to do it
· their career and educational pathway – how they got to where they are
· challenges they faced
· if the Career Chat has a theme, how their job relates to the theme
· anything else you have briefed them on or that might be interesting to students.
· This is followed by an open Q&A with students. They can use the worksheets or question prompts.
· Repeat for any other role models.
	20 minutes per role model

	
	Wrap up/close event:
· Ask the role models to share a final piece of advice with all students.
· Thank the role models.
	5 minutes



Role model information 
Note the names, jobs and contact details of the role models so you have these on hand.
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