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What is an apprenticeship? 
An apprenticeship is when an individual works and learns at the same time. 
As an apprentice, you will be working in a real job where you will be employed by a 
company, have a contract of employment, get paid a salary and be entitled to all of the 
statutory benefits such as holiday and sick pay. 
 
What makes an apprenticeship different to other jobs? 
What makes an apprenticeship different to another job is that you will also 
be working towards a package of qualifications alongside your job. These 
qualifications will be directly relevant to the job that you are doing, whatever role 
you are working in. 
 
What kind of apprenticeships are there? 
There are apprenticeships available at intermediate, advanced, higher and 
degree levels. These cover more than 1,500 job roles across 170 industries, from 
Nursing to Graphic Design, Horticulture to Vehicle Engineering, Advertising to 
Nuclear Decommissioning. Up to 27,000 quality apprenticeship vacancies are available 
online at any onetime at www.gov.uk/apply-apprenticeship real jobs, with real employers 
paying real salaries. 
 
When can you start an apprenticeship? 
You could start an apprenticeship at any age, as long as you are aged 16 and over and have 
completed year 11. Apprenticeships are available to start throughout the year. 
 

https://www.getingofar.gov.uk/apprenticeships - information on apprenticeships 

https://www.gov.uk/apply-apprenticeship - by registering on this site, you will be able to 

access local vacancies.   

https://nationalcareersservice.direct.gov.uk/Pages/Home.aspx - Information on Careers, 

Apprenticeships and Traineeships 

 

 

Stoke on Trent Careers Service 

Call: 01782 237747   Text: 07879 115678                                     

email: careers.advice@stoke.gov.uk 

http://www.gov.uk/apply-apprenticeship
https://www.getingofar.gov.uk/apprenticeships
https://www.gov.uk/apply-apprenticeship
https://nationalcareersservice.direct.gov.uk/Pages/Home.aspx
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What is a Traineeship 
A traineeship is a course with work experience that gets you ready to progress onto 
an apprenticeship or into work. It can vary in length from 12 weeks (3 months) to 52 
weeks (12 months). 

 

You can apply if you’re: 

 Eligible to work in England 

 Unemployed  

 Have little or no work experience 

 Aged 16 to 24   

 Qualified below Level 2 

 

You’ll get: 

 A work experience placement 

 Help with English  

 Help with Math’s  

 You won’t be paid (some placements may offer a payment but this is at 

employers discretion) 

 You may be given expenses travel and meals. 

 This is Part time hours to be arranged with employer 

 Build your confidence 

 Job specific skills 

 Great future prospects 

 

 

You may be ready for an apprenticeship if you already have some work experience. 

 

 

 

http://www.apprenticeships.org.uk/traineeships.aspx
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What is a study programme 

A study programme is a course that gets you ready for work or a traineeship. It can 
last up to 12 months. 

 

You can apply if you are: 

 Eligible to work in England 

 Unemployed  

 Have little or no work experience 

 Aged 16 to 24   

 Qualified below Level 1 or 2 

You will get: 

 Employability Skills 

 Help with English  

 Help with Math’s  

 You will not be paid (some placements may pay up to £30 but this is at the 

training providers discretion) 

 You may be given expenses, travel and meals. 

 Build your confidence 

 Job specific skills 

 Great future prospects 

 

 

You may be ready for a traineeship or apprenticeship if you already have some work 

experience. 
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Under 18’s working information  

 

Working hours for young workers 

Young workers are defined as those who are above the minimum school leaving age but 

under 18 years old. The regulations apply to all young workers except those who are 

genuinely self-employed. The law covers part-time, casual, temporary and agency workers. 

It also includes people on modern apprenticeships and work-based learning. These rules do 

not cover workers in the transport sector.  

 

Limit on the working week 

Working time for young workers shall not exceed 8 hours a day or 40 hours per week.  Night 

work will be prohibited between 10pm and 6am or 11pm and 7am.  However, some sectors 

will be exempt from these night work restrictions in order to allow for their operational needs 

and includes the armed forces, hospitals, retail trade, hotel and catering businesses, 

bakeries, fisheries and newspaper or postal deliveries, or in connection with cultural, artistic, 

sporting or advertising activities. 

 

These regulations also affect full-time students and anyone else aged 16 - 17 who work part-

time. They cannot work more than 8 hours in a day. Where someone works for 2 different 

employers on the same day, the total number of hours cannot exceed 8. 

 

Rest Breaks 

Breaks during the working day - if you are asked to work for more than 4½ hours at a stretch 

you are entitled to a rest break of 30 minutes. Rest breaks are not in addition to lunch 

breaks.  Daily breaks - you are entitled to 12 uninterrupted hours in each 24 hour period in 

which you work.  Weekly breaks - you are entitled to 48 hours off work in each 7 day period.  

Where it is practical, the break should be continuous and away from your work place. The 

rules relating to rest breaks can be varied only in exceptional circumstances. 

 

 

 

 

 



Careers Service - Employment and Skills  Tel: 01782 237747 Email: careers.advice@stoke.gov.uk 

 

APPLYING FOR A JOB  

 

A job vacancy may require you to:- 
 
 Apply in writing 

 Send a CV 

 Write or phone for an application form 

 Ring to arrange an interview 

 

  Before you call….have ready a pen, some paper and the job advert! 

 Dial the number carefully 

 If there is an extension number, ask for it once you are through to switchboard 

 Ask for the person named in the advert - explain you are calling about the job vacancy 

for a ………….??? 

 
 
 
 
  

 
 
 

When you apply for a job: 

 
 Keep a note of when the closing date is 
 
 List the date when you sent off your letter or application form 
 
 Remember the date if you have been invited for interview 
 
 When can you assume that you weren’t successful 
 

 

 
 
 
 
 

 

If you are invited for interview, make sure you 
write down the details, eg – date, time and 
location, also any directions you may need! 
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JOB SEARCH LOG 

 

DATE APPLIED 
AND HOW 

CONTACT, COMPANY NAME, ADDRESS, 
NUMBER, EMAIL 

POSITION 
APPLIED FOR 

HAD A 
REPLY? 

CHASED 
UP? 

29/06/2016 
Email with CV 

Mrs Careers, Manager, 
Careers Supplies, Careers Road, Stoke-
on-Trent. 
Email: Mrscareers@Careers.co.uk, 
01234567890 

Warehouse 
Operative 

No Yes 

 
 
 

    

 
 
 

    

 
 
 

    

 
 
 

    

 
 
 

    

 
 
 

    

 
 
 

    

 
 
 

    

 
 
 
 
 

mailto:Mrscareers@Careers.co.uk
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COMPLETING APPLICATIONS  
 
Before you start it may be a good idea 
to get a photocopy of the application 
form! 

 

 

 

 

 Read through the form making sure you know which information goes where. 

 If you haven’t got a photocopy, write in pencil first. 

 Write clearly and neatly and make sure you get the spellings correct. 

 Try to fill in all the sections, but do not repeat information that has already been 

listed. 

 Put down all your skills, interests and qualifications, even if they are from voluntary or 

unpaid work. 

 A short covering letter stating why you want the job and your qualities/experience can 

be added if the application form does not give you space for this. 

 Keep a copy of the application form so you can see what you have said, in case you 

are questioned on it at interview. 

 NEVER LIE OR EXAGERRATE – YOU’LL GET FOUND OUT! 
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Mock CV  
 
This is an example of how to lay out your CV, see the separate CV 
Pro - forma for key words and phrases to use in the personal profile 
and skills.  

 
 

John Smith 
123 Main Road 

Longton 
Stoke on Trent 

ST1 2AB 
01782 123456 

Email@ 
 
 
Personal Profile 
 
I am currently looking for work in the retail industry as I feel that I have a lot to offer to this 
type of role. 
I have good communication skills, can relate well to people and enjoy meeting new people.  
Alongside this, I have a friendly and outgoing personality, enjoy sports and am a good team 
player.  
Furthermore, I am reliable, punctual, conscientious and enthusiastic.  I am also available to 
work immediately. 
 
Skills 
 

 Communication and listening 

 Planning 

 Organised 

 ICT 

 Languages 

 Using machines or tools 

 Building things 

 Managing money 
 
Education & Qualifications 
 
Longton High School 2014 
 
GCSE   Mathematics      
GCSE   English Language     
GCSE   English Literature      
GCSE   Science      
GCSE   History        
GCSE   Spanish        
GCSE   ICT         
GCSE   Design & Technology    
GCSE   Art       
GCSE   Geography      
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Work Experience 
 
Shop Assistant (Jul 2014 – Aug 2014) 
Iceland Supermarket, Longton, Stoke on Trent, Staffs 
 
Duties: 
 
• Stacking Shelves 
• Serving Customers 
• Handling Money 
• Cleaning Store 
 
 
 
Achievements 
 
• I was a prefect at school 
• I was captain of the school football team 
• I have my brown belt in Tae Kwon Do 
• I have my gold swimming award 
 
Hobbies and Interests 
 
I enjoy playing computer games and am a member of my local computer club.  I also attend 
my local team’s home matches and generally enjoy socialising with my friends. 
 
References 
 
Available upon request 
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COVER LETTER  

[Your Name] 

[Address] 

 

[Hiring manager’s name] 

[Hiring manager’s company name] 

[Company address] 

 

[Today’s Date]  

 

Dear Mr/Mrs/Miss/Ms [Hiring manager’s name – if not known, simply Sir/Madam] 

I wish to apply for the role of [Job Title], currently being advertised on reed.co.uk. Please 

find enclosed my CV for your consideration.  

As you can see from my attached CV, I have recently completed my [most recent 

qualification – e.g. GCSE’s, A-levels], and am expected to earn a [projected grades] in 

[relevant subjects], which I believe I can put to practical use in this role. 

This position particularly interests me because of my passion for [Subject]. During my 

studies, I researched topics such as [topics or modules relevant to the position], which 

helped build my knowledge around the subject.  

I further added to my interest in this field independently. For example, recently I have 

[completed work experience/attended an event/volunteered] which helped me expand 

upon, and start practically applying, what I’ve learned in my studies.  

I see the role of [Job Title] as the perfect position for me to make the most of my passion 

and enthusiasm, and also build the foundations for a successful career in the [X industry]. 

Despite my limited work experience, I believe my eagerness to learn, coupled with my 

[relevant skills] will help [company name] build upon their reputation as [state their 

position in market – learned through your research].  

Thank you for your time and consideration. I look forward to meeting with you to discuss my 

application further.  

 

Yours sincerely/Yours faithfully [Use sincere if you have used the hiring manager’s 

name, if not known, use faithfully],  

[Your name] 

[Contact phone number]  

[Signature - if desired] 
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INTERVIEW  

 
Getting an interview means the company 
are interested in you, so you are over the  
first hurdle and this is your BIG chance! 

 
Make sure you prepare for the appointment: 

 Plan what you are going to wear. 

 How are you going to get there and where is it exactly? 

 Do you know anything about the company, eg - what do they do/make? 

 

During the interview: 

 Make sure you make eye contact with the interviewer. 

 Speak clearly and give lots of details about yourself and what you have been doing. 

 Sit still (clasp your hands together on your lap if it helps). 

 

Questions they may ask: 

 Why do you want to work here? 

 Why did you leave your last job? 

 What sort of experience do you have – have you done this work before? 

 What did you do whilst you were unemployed? (voluntary work/study/hobbies) 

 What makes a good team member? 

 How do you cope under pressure? 

 

Questions you could ask: 

 Will I receive any training?  

 What hours will I be working? 

 Will there be any overtime? 

 Will I be on a trial period – if so, for how long? 

 How soon will I hear whether I’ve been successful or not? 

 Will I get paid into a bank account – weekly or monthly?  

 

Do’s & Don’ts: 

Do:  Arrive on time, dress smartly, be confident BUT respectful 

Don’t:  Be aggressive or cocky, chew gum, smoke or lie about anything 
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Tell us something about 
yourself? How do you spend 

your spare time? 

What are your favourite 
school subjects? 

Why do you want 
this job? 

Why do you 
want to work 

for this 
company? 

What do you 
know about us? 

What qualities can you 
offer us? 

What would you 
like to be doing 

career-wise in one 
year’s time? 

What is your 
ultimate career 

ambition? 

What would 
you like to 

know about us? 
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What exactly 
would my duties 

be at first? 

What training 
would I be 

given? 
Who would be 
responsible for 

my training? 

Who would I report 
to?  (who is my boss 

going to be?)  

What are the 
promotion 
prospects? 

Would you want me to 
study for any 

qualifications? 

Is day 
release 
usually 
given? 

When could I 
expect to hear 

from you? 

What are the hours of 
work? 

What would the 
salary be? 

Don’t let these questions  

be the first you ask! 
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Useful Websites 
 

 
Career Planning – general researching 
 

 www.nationalcareersservice.direct.gov.uk 

 

 www.stoke.gov.uk/ccm/navigation/jobs/careers-advice/ 

 
 
Job profiles/families – research your job ideas!! 
www.icould.co.uk 
 
 
Labour Market Information – where are the jobs and what doing??? 
www.cswp.org.uk (then click on LMI) 
www.warwick.ac.uk 
 
Jobsearch 
www.gov.uk/jobsearch (Universal Job match – Job Centre) 
www.potteries-shopping-centre.co.uk/About-Us/Jobs 
www.thisisstaffordshire.co.uk/jobs 
www.monster.co.uk/Jobs 
www.yell.com/ 
www.gumtree.com/ 
www.jobsearch.co.uk/ 
www.totaljobs.com/ 
www.indeed.co.uk 
 
Volunteering 
www.vinspired.com/ 
www.princes-trust.org.uk/volunteer 
www.volunteering.org.uk/ 
www.do-it.org.uk/ 
www.plan-uk.org/ 
www.csv.org.uk/ 
 
Recruitment agencies 
www.creampersonnel.co.uk/ 
www.springpersonnel.com/ 
www.bluearrow.co.uk/ 
www.temps-ltd.co.uk/ 
www.workforceemployment.co.uk/ 
www.gap-personnel.co.uk/ 
 
Training Providers 
Performance Through People www.ptp-training.co.uk  
Equality Training www.equality-training.co.uk  
Nacro www.nacro.org.uk/services/staffordshire/  
Total People (Burslem) www.totalpeople.co.uk  
Axia Solutions www.axia-solutions-ltd.mytrainingwebsite.co.uk  
Martec Training www.martectraining.co.uk  

http://www.nationalcareersservice.direct.gov.uk/
http://www.stoke.gov.uk/ccm/navigation/jobs/careers-advice/
http://www.cswp.org.uk/
http://www.warwick.ac.uk/
http://www.gov.uk/jobsearch
http://www.potteries-shopping-centre.co.uk/About-Us/Jobs
http://www.thisisstaffordshire.co.uk/jobs
http://www.monster.co.uk/Jobs
http://www.yell.com/
http://www.gumtree.com/
http://www.jobsearch.co.uk/
http://www.totaljobs.com/
http://www.indeed.co.uk/
http://www.vinspired.com/
http://www.princes-trust.org.uk/volunteer
http://www.volunteering.org.uk/
http://www.do-it.org.uk/
http://www.plan-uk.org/
http://www.csv.org.uk/
http://www.creampersonnel.co.uk/
http://www.springpersonnel.com/
http://www.bluearrow.co.uk/
http://www.temps-ltd.co.uk/
http://www.workforceemployment.co.uk/
http://www.gap-personnel.co.uk/
http://www.ptp-training.co.uk/
http://www.equality-training.co.uk/
http://www.nacro.org.uk/services/staffordshire/
http://www.totalpeople.co.uk/
http://www.axia-solutions-ltd.mytrainingwebsite.co.uk/
http://www.martectraining.co.uk/
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PM Training www.pmtraining.org.uk 
Juniper Training www.junipertraining.co.uk 
www.spa-online.org.uk = information on the providers available in the city. 
Plus many more – Please see your careers adviser for more information 
 
Apprenticeship Website - www.gov.uk/apply-apprenticeship 
 
Colleges 
 
www.babington.co.uk  
www.stokecoll.ac.uk/ 
www.nulc.ac.uk/ 
www.stokesfc.ac.uk/ 
www.staffordcoll.ac.uk/ 
www.reaseheath.ac.uk/ 
www.leek.ac.uk/ 
 
Universities 

www.ucas.ac.uk – to apply and research 
www.opendays.com/calendar 
www.russellgroup.ac.uk/informed-choices.aspx 
 
www.staffs.ac.uk 
www.keele.ac.uk 
www.mmu.ac.uk 
www.ljmu.ac.uk 
www.bimm.co.uk 
 
Books – Degree course offers, Virgin guide, The Times Good University Guide. 
 
Money 
 
www.studentfinance.direct.gov.uk/ 
www.studentfinanceengland.co.uk/ 
 
Careers Advice 
 
www.stoke.gov.uk/ccm/navigation/jobs/careers-advice/ 
www.careerswales.com/en/ 
 
GAP Year 
 
www.gadventures.com/ 
www.realgap.co.uk/ 
www.gapyear.com/ 
www.gap-year.com/ 
www.statravel.co.uk/ 
www.guardian.co.uk 
www.independent.co.uk/student/gap-year/ 

 
 

http://www.pmtraining.org.uk/
http://www.junipertraining.co.uk/
http://www.spa-online.org.uk/
http://www.gov.uk/apply-apprenticeship
http://www.babington.co.uk/
http://www.stokecoll.ac.uk/
http://www.nulc.ac.uk/
http://www.stokesfc.ac.uk/
http://www.staffordcoll.ac.uk/
http://www.reaseheath.ac.uk/
http://www.leek.ac.uk/
http://www.ucas.ac.uk/
http://www.opendays.com/calendar
http://www.russellgroup.ac.uk/informed-choices.aspx
http://www.staffs.ac.uk/
http://www.keele.ac.uk/
http://www.mmu.ac.uk/
http://www.ljmu.ac.uk/
http://www.bimm.co.uk/
http://www.studentfinance.direct.gov.uk/
http://www.studentfinanceengland.co.uk/
http://www.stoke.gov.uk/ccm/navigation/jobs/careers-advice/
http://www.careerswales.com/en/
http://www.gadventures.com/
http://www.realgap.co.uk/
http://www.gapyear.com/
http://www.gap-year.com/
http://www.statravel.co.uk/
http://www.guardian.co.uk/
http://www.independent.co.uk/student/gap-year/
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Wages and Pay 
 
National Insurance 
 
This is taken out of your wages and goes into a central Government ‘pool’.  This is used for 
pensions, unemployment benefit, sickness benefit and maternity benefit. 
 
At some stage in your life you may need to use this ‘pool’ of money - so make sure YOU are 
making contributions - so you can use it, if necessary.  If you don’t pay in you can’t claim out. 
 
You will only pay National Insurance if you earn over £100 per week.  If you are earning less 
than £100 - you won’t be eligible for any sickness/ unemployment or maternity benefits 
unless you make voluntary contributions. 

 

Minimum Wage 
 

Check out the website for further details:  
www.hmrc.gov.uk/nmw 
 


