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Nod yr uned hon yw sicrhau bod dysgwyr yn deall y broses o chwilio am swydd, gwneud cais a chael cyfweliad, fel bod ganddynt y sgiliau angenrheidiol i gamu ymlaen i gyfle am swydd neu hyfforddiant cynaliadwy sy’n gweddu i’w diddordebau.  Mae’n gyfle i ddysgwyr feddwl am yrfaoedd a allai fod o ddiddordeb iddynt, ac ystyried yr hyfforddiant, yr addysg a’r profiad sy’n ofynnol yn y proffesiwn hwnnw.

Yn sgîl y galw uchel am swyddi, mae angen i ddysgwyr fod yn ymwybodol o ble gallan nhw chwilio am swyddi addas a sut i gyflwyno’u hunain yn y ffordd orau, gan ddefnyddio’u CV neu ffurflen gais, a hefyd yn bersonol pan gânt gyfweliad. 

The aim of this unit is to give the learner an understanding of the job search, application and interview process in order to equip them with the skills necessary to progress onto a sustainable job/training opportunity that is suited to their interests. It is an opportunity for learners to think about careers they may wish to pursue, and reflect upon the training, education and experience required in that profession.

With the high demand for jobs, learners need to be aware of where to search for suitable jobs and how to best present themselves both, using their CVs or applications, and in person when they get to the interview.
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	I wneud hyn rhaid i chi

To do this you must
	Rhif y Dudalen 

Page Number
	Dyddiad Asesu
Assessment Date

	1. Gallu adnabod swyddi neu gyfleoedd hyfforddi addas 
Be able to recognise suitable jobs or training opportunities.

	1.1. Nodi ffynonellau cyngor ac arweiniad gyrfaoedd 

Identify sources of careers advice and  guidance
	
	

	1.2. Rhoi enghreifftiau o ddewisiadau gyrfa sy’n berthnasol i’ch diddordebau eich hun 
Give examples of career options relevant to own interests
	
	

	1.3. Cymharu manteision ac anfanteision y dewisiadau gyrfa a nodwyd 
Compare advantages and disadvantages of the identified career options 
	
	

	1.4. Amlinellu anghenion hyfforddiant ac addysg ar gyfer dewis a ffafrir 
Outline training and educational needs for a preferred option 
	
	

	1.5. Disgrifio eich addasrwydd ar gyfer y dewis a ffafrir 
Describe your suitability for the preferred option
	
	

	2. Deall sut mae gwneud cais am swyddi neu gyfleoedd hyfforddi 
Understand how to apply for jobs or training opportunities

	2.1. Llunio CV personol mewn fformat priodol i chwilio am waith
Produce a personal CV in a format appropriate for seeking employment
	
	

	2.2. Ysgrifennu llythyr eglurhaol i gefnogi eich CV ar gyfer swydd benodol 

Produce a covering letter to support your CV for a specific job
	
	

	2.3. Cwblhau ffurflen gais i safon sy’n briodol i’w chyflwyno 

Complete an application form to an appropriate standard for submission
	
	

	3. Gallu cymryd rhan mewn cyfweliad
Be able to take part in an interview  

	3.1. Egluro’r pethau mae angen eu hystyried wrth baratoi ar gyfer cyfweliad 
Explain what needs to be considered when preparing for an interview
	
	

	3.2. Paratoi atebion i gwestiynau posibl mewn cyfweliad
Prepare responses to potential interview questions 
	
	

	3.3. Rhoi enghreifftiau o gwestiynau y byddech chi’n eu gofyn mewn cyfweliad
Give examples of questions you would ask at an interview
	
	

	3.4. Cymryd rhan mewn cyfweliad go iawn neu ffug gyfweliad
Take part in a real or simulated interview 
	
	

	3.5. Adolygu cryfderau personol a meysydd i’w gwella yn dilyn cyfweliad
Review personal strengths and areas for improvement following an interview
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	Datganiad Cadarnhaf fod y manylion uchod yn gywir, mae gwaith y dysgwr ei hun yw’r dystiolaeth a gyflwynwyd, a bod y dysgwr yn bodloni'r gofynion i gyd ar gyfer yr uned:

Declaration I confirm that the details above are correct, that the evidence submitted is the learner’s own work and that the learner meets all the requirements for the unit:
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